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Introduction 
 

The purpose of this policy is to ensure the health, safety and welfare of employees and 

young adults supported by BeyondAutism when working offsite in Post-19, and whilst 

employees and young adults are out in the community. This policy should be read in 

conjunction with the Health and Safety Policy. 

 

Our policy is to ensure that, as far as reasonably practicable, BeyondAutism protects the 

health, safety and welfare of employees and young adults. It is acknowledged that there can 

be additional risks if staff work alone offsite with responsibility for the young adults within our 

Post-19 provision. However it is impracticable to employ two people for all tasks, hence the 

need to highlight the potential risks of working alone. Staff must not work alone unless a risk 

assessment has identified that the risks are acceptable. 

 

Staff must not work alone offsite with a young adult unless they have: 

1. Satisfactorily completed an induction programme; and/or 
2. Received relevant training; and/or 
3. Been validated by the Vice Principal/Supervisor as having sufficient prior 

training/experience; and 
4. A risk assessment has been carried out. 

 

Who is Covered by the Policy? 
 

This policy covers anyone who works alone offsite without close or direct supervision and 
who has responsibility for a young adult at that time.   
 
BeyondAutism will take all reasonable action to identify staff who fall under this policy and to 
identify the locations and the work that is carried out by them. 
 
As required by the Management of Health and Safety at Work Regulations 1999, a suitable 
risk assessment must be carried out to identify the hazards and the level of risk that staff are 
exposed to.  
 
Suitable controls will be identified within the risk assessments.  
 
Depending on the level of risk, there may be some higher risk activities/areas that will not be 
permitted, e.g. working with mechanical equipment. 
 

Actions required 

 
1. Comprehensive risk assessments will be undertaken on all lone working 

activities/areas and will include any risks to staff and the young adult.  
2. Control measures should be identified, prioritised and implemented prior to work 

starting 



 

 

3. Higher risk activities/areas will be identified and decisions made on authorisation or 
cessation of lone working or these activities. 

4. Formal systems/procedures will be developed for particular activities/areas, as 
required  

 

Standards 
 

Vice Principal/Supervisor/Instructor carry out risk assessments using the BeyondAutism risk 

assessment process for individual personal safety and all significant findings are recorded 

and regularly reviewed. 

 

Supervisors/ Instructors and Tutors should discuss and implement suitable risk reduction 

measures to promote safety and wellbeing, and where identified complete a new risk 

assessment. All risk assessments must be signed off by a senior member of staff.  

 

All incidents are reported in correlation with BeyondAutism Policy as soon as possible. 

 

Lone workers receive appropriate training in things like: basic first aid, safeguarding adults at 

risk, fire drills etc. in line with the measures identified on the risk assessment. 

 

Lone working is assessed, planned for and discussed fully during induction training   

 

Lone working is discussed during supervisions/and line management meetings. 

 

Vice Principal/ Supervisor ensure and document that lone working is discussed with staff 

both individually and as a team and they are aware of their responsibilities. 

 

Safe working practices are actively discussed, shared and encouraged. 

 

Requirements of Off Site Workers 
 

A check must be made to ensure that staff do not have any medical conditions that might 
make them unsuitable for working off site. This should be included in the risk assessment 
prior to the commencement of authorising the offsite working, which will be done in 
conjunction with HR. Consideration will be given to routine work and foreseeable 
emergencies that may impose additional or specific risks. 
 
It is the policy of BeyondAutism to ensure adequate supervision is provided, bearing in mind 
the various locations and travelling involved within Post-19 provision. The adequacy of the 
supervision will depend on the level of risk, types of risk and duration of exposure.  
Adequacy of supervision may involve some of the following: 
 

 periodic checks on lone workers i.e. visual 



 

 

 periodic contact by telephone 

 contact with other lone workers – records kept 

 -general or specific alarms for emergencies 

 carrying ID 

 checks to ensure staff have returned to the site or home on completion of activities.  
 

Risk Assessments 
 
Staff will not be asked or expected to work with a young adult off site and one to one, unless 
such a method of working has been confirmed as appropriate and manageable as a result of 
a risk assessment carried out. The risk assessment must also be regularly reviewed. 
 
The risk assessment must identify safe working measures, controls, training, protective 
equipment and supervision requirements to ensure the safety of staff, and the young adults. 
 
All staff working with young adults share responsibility for familiarising themselves with the 
contents of the risk assessment, any conditions attached, and any other relevant information 
contained on the young adult's file. 
 
The Vice Principal/Supervisor must ensure that arrangements are made to carry out any 
steps considered necessary to manage identified risks to staff. 
 

Risks to Staff 
 
Factors to consider, but not limited to: 

 The knowledge of a medical condition staff may have 
 The time of day or night 
 Methods of communication 
 The location of the work and if travel is involved 
 The risk of violence to staff, verbal and physical 
 Is an inexperienced staff member at risk? 
 Are there any gender issues such as female staff or new and expectant mothers 

being especially at risk? 
 Has adequate training been completed to ensure competency? 
 Factors relevant to the young adult being supported e.g. a large or strong young 

adult and a smaller / weaker staff member 
 

 

Risk to Young Adults  
 
Factors to consider, but not limited to: 

 Whether known to be a flight risk 

 Communication skills 

 Medical conditions 

 Likelihood of challenging behaviour to themselves, staff and/or general public 
 



 

 

Management of Risk 
 
Where the risk assessment indicates that a staff member is likely to be at risk in a given 
situation, the Vice Principal/Supervisor will ensure that a contingency plan is in place should 
the situation occur, for example by the provision of additional support staff. 
 
If staff have any concerns about their safety, the safety of the young adult or others, they 
must draw this to the immediate attention of their Vice Principal/Supervisor who will consider 
the need for an urgent review of the risk assessment. Any such concerns will be 
communicated as necessary to all members of staff working with the young adult. This does 
not negate the responsibility placed on the member of staff to dynamically risk assess and 
take any necessary actions in all/any given situation 
 
If the Vice Principal/Supervisor/Vice Principal/Supervisor has any reason to consider that a 
staff member appears to be weak working in a one to one situation, the Vice 
Principal/Supervisor will consider if further training is needed and ensure this delivered as 
soon as possible. 
 

Dynamic Risk Assessment  

The risk assessment and plans for staff must consider both the environmental factors and 

the specific support that is required by the young adult. Staff will therefore need to have an 

ability to dynamically assess both of these.  

Vice Principal/Supervisor must ensure that the staff member has the ability to understand 

what a dynamic risk assessment is used for, and be able to complete the dynamic risk 

assessment, and where required have an appropriate level of information/ instruction to 

undertake dynamic risk assessments. 

Staff must understand their own responsibilities for their personal safety and be trained to 

carry out dynamic risk assessments. 

   

Monitoring 
 
The Vice Principal/Supervisor must monitor the appropriateness of the risk assessment 
through observation, the regular reading of the young adult’s file, regular supervision of staff, 
discussion at staff meetings, regular consultation with the young adult and their parents. 
 
As indicated above, where a Vice Principal/Supervisor has any concerns that a young adult 
presents a risk to a member of staff, in general or individually, the Vice Principal/Supervisor 
must take immediate steps to review the risk assessment and if necessary review the staff 
member’s deployment and/or training needs. 
 



 

 

If a staff member has any such concerns they must report them to their Vice 
Principal/Supervisor so that they can take any necessary action. 
 

Action Required 
 

1. BeyondAutism will implement and monitor the adequacy of supervision 
2. Appropriate emergency equipment i.e. alarms, mobile phones, etc. will be regularly 

checked and maintained  
3. All staff will be provided with an ID badge 

 

Guidance on One-To-One Working 
 
Time spent alone with young adults should be seen as an opportunity to develop individual 
positive adult/young person relationships.  
 
Particular attention should be paid to the following areas of risk: 
 

 Special Relationships: It is beneficial for young adults to be involved in appropriate 
relationships with responsible adults, but exclusiveness and secrecy should be 
challenged.  

 Taking young adults to a Staff Member’s Home: This is not allowed under any 
circumstances.  

 Physical Care: There are clear guidelines about appropriate privacy boundaries 
within the Intimate Care Policy. Young Adults should be encouraged to undertake 
personal care and hygiene activities for themselves as soon as appropriate for their 
age and ability.  

 
Young Adults always have a member of staff responsible for them unless there is a specified 
and risk assessed activity where this does not occur, with the means to call for immediate 
back up from at least one other member of staff if necessary. 
 

Missing Staff Members  
 

A particular concern arises when people who travel and work alone don’t arrive at a location 

by the time they were expected.  

The Vice Principal and Supervisor should have up-to-date and reasonable information about 

the planned staff movements and work programmes. Their contact details should also be 

readily available to the Vice Principal/Supervisor if required.  

Staff working alone may face particular risks, particularly in the winter months when it is dark 

early. It is their responsibility to ensure that somebody knows they have arrived home safely, 

ideally a family member. Where this is not possible local arrangements should be made. It is 

particularly relevant for staff that live alone. This should be discussed in supervision 

sessions so that an effective system is in place.  



 

 

Training will be developed, implemented and refreshed in relation to the risks. 

 

Procedures 
 

All staff must ensure that they have the mobile phone numbers of the Vice Principal, 

Supervisor and Instructor. It is recommended that these telephone numbers are 

programmed into mobile phones. 

 

When working off site with young adults, the following precautions must be taken: 

 

 Ensure that a risk assessment has been completed prior to working off site.  

 The Vice Principal/Supervisor must maintain contact with lone workers using either a 

telephone or text 

 Staff are expected to check in and check out when lone working by texting the Vice 

Principal’s work phone.  

 Staff must ensure that they have their mobile phone switched on and close to hand 
whilst working off site and answer any calls from the Vice Principal 
/Supervisor/Instructor. If a call is missed, the staff member must return the call at the 
earliest opportunity. 

 Checks must be completed that a lone worker has returned to the student to their 

home on completion of their day.  

 The Vice Principal/ and/or the police must be contacted immediately and directly if 
there are any security concerns whilst staff are working offsite. The Vice Principal will 
then notify the CEO. 

 Staff must ensure that they have a charged phone during work hours and have the 
emergency contact list in their phone.  

 Staff must all be part of the Post-19 WhatsApp group. This means relevant 
information can be shared between the team when staff are in the community.  

 

Emergency Procedure 

 

When loan working there are a number of potential situations that could arise requiring 

emergency action to be taken: 

 

1. Service user injury/action/accident – The member of staff should assess the 

immediate risk and where the risk places the service user or staff in immediate 

danger call 999. Then call the Vice Principal/supervisor who will implement the Crisis 

Management Procedure.  

2. Staff should text ‘Urgent – Call’ to the Post-19 WhatsApp Group if they cannot 

immediately contact the Vice Principal or Supervisor. This creates a second alert for 

other staff in Post-19 to also try and make contact with a senior member of staff that 



 

 

can advise on the situation and the Crisis Management Procedure be triggered if 

necessary. 

3. Staff member injury/accident – All lone working members of staff should carry/wear 

an information card that explains their role and a phone number for the Vice 

Principal/Supervisor. On receiving a call the Vice Principal/Supervisor will implement 

the crisis management procedure to ensure that the service user is safe as soon as 

practicable.  

 

Responsibility 
 

The primary operational responsibility for discharging the health and safety requirements 

with regards to this policy lies with the CEO, but as with all health and safety related 

situations, there is also a shared responsibility with staff, who should be responsible for their 

own actions and ensure that they take adequate precautions when working offsite. 

 

This is a non-contractual policy which will be reviewed from time to time. 

 

Last review: 6/1/2018 

Date of next review: 6/1/2019 

Review group: Post-19



 

 

 
RISK ASSESSMENT 
OF 

  
 
 
brief outline of the task/activity 

 

Establishment: 
 

Assessment by: 
 

Date: 

Review Date: usually annually 
or earlier if conditions change 

Approval: 
 

Date: 

Hazard / Risk 
List the 
significant 
hazards you 
have identified 

Who is at 
Risk? 
Staff, 
pupils, 
visitors 

How can the 
hazards cause 
harm? 
E.g. 
electrocution 
poisoning, etc. 

Normal Control 
Measures 
Brief description of 
what you are already 
doing to reduce risk 
and/or reference to 
source information 

Additional Control 
Measures 
Detail any further actions 
necessary 

Risk 
Rating 

Action 
by 
who 

Action 
by when 

Date 
Action 
completed 

 
 
 

     
 

     

 
 
 

        

 
 
 

        

DATE OF REVIEW: 

  

COMMENTS: 

Record any comments reviewer wishes to make. Including recommendations for future reviews. 

 

 

DATE OF REVIEW: 

 

COMMENTS: 

 

 



 

 

Risk Rating 
Risks need to be prioritised to ensure the most serious risks are dealt with first. There are many methods of risk rating and the following is an 
example that can be used. Risk rating usually uses a formula to help prioritisation. The formula given below is based on an assessment of the 
consequences and likelihood of the hazard resulting in harm. 
 

Using the Risk Rating Formula 
Assign a rating from box 1 (extremely harmful to slightly harmful) to denote the probable severity of harm or consequences of the hazard. 
Assign a rating from box 2 (highly likely to unlikely) to denote the likelihood of the event occurring. 
Look up the combination in the risk-rating chart (table 1) and link it to the action required phrase below. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

TABLE 1 – RISK RATING CHART 

 Extremely 
Harmful  
 

Harmful Slightly 
Harmful 
 

Highly 
Likely  

Very High  High Medium  

Likely High Medium Low 

Unlikely Medium Low Low 

RISK RATING ACTION REQUIRED 

VERY HIGH (VH) Strong likelihood of fatality / serious injury 
occurring 

The activity must not take place at all.  
You must identify further controls to reduce the risk rating. 

HIGH (H) Possibility of fatality/serious injury occurring 
 

This activity must not take place. You must identify further 
controls to reduce the risk rating. 

MEDIUM (M) Possibility of significant injury or over 3 day absence 
occurring 

If it is not possible to lower risk further consider the risk against the 
benefit.  

LOW (L) Possibility of minor injury only No further action required. 

BOX 1 – RATE 

SEVERITY/CONSEQUENCE 

Extremely Harmful = death, major 

injury, major damage or loss to property 

or equipment 

 

Harmful = over 3 day injury, damage to 

property or equipment 

Slightly harmful = minor injury, minor 

damage to property or equipment 

BOX 2 – RATE 

LIKELIHOOD 

Highly likely = extremely or 

highly likely to occur 

 

Likely = frequent, often or 

likely to occur 

 

Unlikely = slight chance of 

occurring 


