

Advance Risk Assessment 

	Persons Affected
	Staff, customers, visitors and contractors
	Location/Site
	Meetings in public places with customers

	Assessor
Name
	 
	Title & Directorate
	
	Assessment Date
	



	Managing Risks – understanding the hazards, potential risks and control measures

	Hazards
	Risks
What are the risks?
Who may be harmed?
	What is already in place?
(Control Measures)
	Are additional control measures required?
	Action required by whom?
	Action by when?
	Done

	
Potential for violence and aggression
	 
	·  Staff must use Guardian 24 when working alone. 
· Staff have access to information about each customer. 
· If the information about the customer history etc is not completed/available, staff must not undertake meetings in public places. 
· Employees have been instructed to leave any situation which causes concern immediately. 
· Staff have been provided with adequate instructions on the way to de-escalate behaviour. 
· Systems in place to ensure that information is available on each customer and is made available to all members of staff. 
· Incident Policy and Procedure in place.  
· Counselling and support for staff available for employees after any incidents via the HR Team. 
· Mental Health First Aid training provided. 

· Staff able to signpost to other organisations to provide additional guidance/support for the customer if appropriate. 
· Staff are not permitted to visit customers in their own homes. 
· Incident Reporting Policy and Procedure
· Vulnerable Indicator Policy and Procedure in place. 
· Adequate supervision provided via telephone and regular meetings with line manager. 

· Staff have received adequate instruction in techniques to avoid conflict. 

	· Senior Management must consider whether it is appropriate to continue to undertake customer meetings in these sorts of environments and take appropriate action. 

·  Ensure adequate information, instruction and training is provided for employees. This should include how to recognise warning signs within the customers behaviour, own behaviour and the environment. 

· Ensure that staff keep their diaries up to date and keep suitable records of the visits. 

· Staff have been instructed that where there is a known risk of violence or aggression, the meeting must take place in an office within interview room. 

· Ensure staff have received adequate information, instruction and training.

· Violence and Aggression Policy and Procedure currently under review. 
· Monitor the vulnerable indicators to ensure kept up to date. 

	
	
	

	Risk of crime from members of the public etc
	
	· Employees have been instructed to leave any situation which causes concern immediately.
· Where meetings within the community need to take place, care is taken to select an appropriate location/setting. 
· Staff have been instructed not to carry any equipment or valuables. 
· Staff should ensure that meeting location is well lit, with high volume of members of the public. 
· Meetings must only take place during normal working office hours. 
· Staff do not carry money for work purposes to these meetings?
· Personal alarms have been provided to staff. 
· Wherever possible, staff should not meet customers within an area known to have a high crime rate. 
· Clear code of conduct for customers including arrangements for dealing with customers under the influence of alcohol. 
· Incident Reporting Policy and Procedure
	· Ensure staff have received clear instructions on appropriate meeting places and how to select them. 
· Ensure staff have been instructed on any restrictions to meeting customers within a public place.
· Ensure staff have been instructed that meetings are only to take place in office hours. 
· Ensure that staff have received personal alarms and instructions to carry when working away from the office. 
· Staff should not meet customers in locations where alcohol is served
· 
 
	
	
	

	Lone Working
	
	· Employees have been instructed to leave any situation which causes concern immediately.

· Separate risk assessment undertaken for Lone Working 

· Guardian 24 system in place. 

· Ensure that Guardian 24 is used and its use closely monitored. 

· Consider which situations are not appropriate for lone working. For example, it may not be appropriate for interviews/meetings to take place if no other member of staff in the office.
· Incident Reporting Policy and Procedure.
· Lone workers are provided with a mobile phone.
· Staff are required to keep diaries up to date. 
· All staff expected to carry out lone working activities are aware of that requirement within their job profile. 
· Induction training provided including lone working information. 

	· Line Managers should monitor lone workers periodically and take any corrective actions. 
· Ensure Guardian 24 used by staff and monitor its use.

· Updated Lone Working Policy and Procedure to be issued shortly.  

· Check all relevant staff have been offered personal alarms. 

· Remind staff to carry personal alarms if appropriate. 

· Instruct staff to carry mobile phone and to ensure fully charged.

· Ensure staff are aware of the arrangements in case of an emergency
	
	
	

	Inability to deal with emergency situations
	
	· Staff have been provided with a mobile phone and instructed to take it with them during visits. 
· Incident Reporting Policy and Procedure
· Lone working risk assessment undertaken
· Staff are experienced within the field. 

	· Ensure staff have been instructed to keep mobile phone charged and on their person when undertaking visits. 
· Ensure staff have the correct telephone numbers for line manager when visiting customers.
· Lone working procedure currently under review.  
· Consider the provision of personal first aid kids for staff undertaking these roles. 
	
	
	

	Environmental concerns
	
	· Inclement Weather Policy and Procedure in place
· Staff have been instructed to  consider their environment and ensure that appropriate safety measures are taken. 
· Staff must select appropriate locations to visit staff taking into consideration any health and safety issues. 
	
	
	
	

	Risk Rating Summary
	Initial Risk Rating
	Low
	Medium 
	High
	Residual Risk Rating after all actions complete
	Low
	Medium
	High



	Notes:
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	Assessor
	Name
	
	Title
	
	Signature/date
	

	Approved by
	Name
	
	Title 
	
	Signature/date
	

	Distribution
	Method
	(to/via) 
	Date
	
	Re-assess
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