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Purpose 
 
The purpose of this risk assessment is to ensure that any person working 
alone at West Oxford Community Centre: 

• Is aware that there are issues concerning personal safety relating 
specifically to working alone. 

• Has considered what steps they will take if they encounter a problem 
relating to working alone. 

• Has agreed a plan of action with the Centre Manager appropriate to 
their needs. 

• Has identified and agreed any action points which may need to be 
implemented to ensure appropriate levels of security. 

• Has agreed to implement the plan of action, report / log any incidents, 
and report any reason for concern that may occur in the future to the 
Centre Manager. 

 
Risk Assessment 
 
The risks of working alone at West Oxford Community Centre, although fairly 
low compared to many situations are significant. 
 
They need to be listed, analysed and minimised at reasonable levels, 
reviewed annually and in the light of incidents or other changes that may 
occur, and kept in perspective. 
 
Staff / Volunteers / Centre Users at Risk 
Lynn Carter – Café 
Geoff Franklin – Caretaker / Cleaner 
Shah Nawaz Khan – Caretaker 
Marelyn Clarke - Administrator 
Richard Grant – Centre Manager 
Surgery Staff 
Volunteers 
Centre Users 
 
The Risks 
 
There are two types of risk associated with lone working: 
 

• Accidents  
• Undesirable Individuals 
 



 
 
Accidents 
West Oxford Community Centre is a safe environment. However there is a 
low risk of accidents happening to lone workers, eg scalding / burns / cuts / 
trips / bangs on head etc. The risk of a serious accident is very low. First Aid 
kits are available. 
 
Working in the kitchen and cleaning / caretaking / doing maintenance are the 
occasions when accidents to lone workers are most likely. 
 
Actions 
First rule for any lone worker situation is do not put your self at risk. 
 
Lone workers need to know what they will do in an emergency. They will need 
to have access to a phone to use to contact the emergency services. If, you 
are working alone in the Community Centre, access to the office phone or a 
mobile phone is essential.  
 
Wait until there are others at the centre before undertaking a more risky 
activity.  
 
Take extra care when alone. 
 
Undesirable Individuals 
The risks centre around individuals or groups of individuals wishing to use the 
Centre for unacceptable purposes eg drinking, drugs, smoking, shelter, theft. 
 
This may take the shape of: 
 

• Someone wandering into the café, office, an activity, or the surgery 
making demands. 

• People misusing the toilets, usually associated with drug use. 
• People hiding. 
• People gathering outside the Centre. 
• Sleeping under the eaves, sheltering from the rain. 
• Leaving a window / door open, planning to return later. 
• Impersonation / theft. 

 
Staff have all experienced the need to ask individuals or groups of individuals 
to leave the building. The experience of having to ask a person making 
demands / behaving inappropriately to leave the building is relatively 
common. Perhaps once a month. 
 
Associated with this experience can be a real fear, particularly when locking 
up, of encountering an individual using the building inappropriately (there 
have actually been no incidents of this happening).  
 



It should be borne in mind therefore, that the risk of finding someone hiding, 
though real and worrying, is low.  
 
 
Actions 
First rule for any lone worker situation is do not put yourself at risk. 
 
Do not confront individuals if you are alone. 
If you have to speak to the individual, remain calm.  
Do not make inflammatory statements of any kind.  
Mention the CCTV. 
Politely ask the person to leave. If they refuse, consider whether to leave 
yourself. This is a perfectly reasonable course of action. When you are safe 
call the police. 
 
If you are trapped: If possible lock yourself in the room. Use the phone if 
possible. If not call for help. Make a lot of noise. Continue to do this until help 
arrives or the danger passes. 
 
Personal Alarms 
Staff are advised to carry their personal alarms, particularly in situations when 
they are more likely to encounter problems, eg locking up. 
 
You need to consider what using your personal alarm will do: 
 
It may surprise the person causing problems enough to make them move 
away off the premises. 
 
If they do not leave, it may allow you enough time to take evasive action.  
 
Think what you will do if the person does not leave before you use the alarm. 
 
Locking Up 
The person locking up must check every door and window in the building to 
check that they are secured as necessary, lights are out, and the building is 
empty. 
 
Do you have a plan that will cover:    Accidents ? 

       Undesirable Individuals ? 
 
Reporting of Incidents and Review of Risk Assessment 
All incidents which might have implications for the Lone Worker Risk 
Assessment must be reported to the Centre Manager who will: 
 

• consult with relevant experts  
• ensure that appropriate action is taken  
• update the risk assessment where necessary. 

 
Richard Grant (Centre Manager)   Agreed 3/3/08 



 
 
 


