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1. INTRODUCTION 

One of the primary roles of a ward councillor is to remain accessible to their local communities and 

constituents. While circumstances may vary, individual councillors have to decide whether assisting 
constituents will involve them in lone working situations such as home visits that could place them at 

risk of harm. Councillors should therefore always make an assessment of the level of risk and what 

arrangements are in place for their safety. This approach applies equally to other situations where 
personal safety is a factor, such as when holding ward surgeries. 

This document aims to provide councillors with a concise, easy to access set of guidelines about how 
to assess and manage risk when in lone working situations. These guidelines also outline the proactive 

safety measures that can be taken should councillors find themselves in situations where they have 
concerns for their safety. Many councillors will not experience any problems during their term(s) of 

office, but a little time given to preparation and planning can reduce the already small risk even 
further.  

The Council has developed and implemented corporate health and safety performance standards on 

lone working and management of violence and aggression for employees, which will also be of 
relevance to councillors.  

The Health and Safety Executive defines ‘lone workers’ as ‘…those who work by themselves without 
close or direct supervision.’ 

Advice or queries about personal safety and lone working should be addressed with the Democratic 
and Member Services Manager, tel. 01752 304494 or email  judith.shore@plymouth.gov.uk ). 

 

2. HOME VISITS 

2.1   Personal safety advice 

Councillors will sometimes visit residents in their homes, especially if the person is known to them. A 

home visit is also more likely to be undertaken if the resident is elderly or disabled, and mobility or 
other issues makes holding a meeting elsewhere more problematic. Before arranging a lone home 

visit, however, councillors should always consider alternative options. 

 

 Can contact be made by telephone or email? 

 Can a meeting be arranged in a public place such as a community centre or café? 

 Can the resident attend a ward surgery (if appropriate)? 

 Can a ward colleague, Police Community Support Officer or another person accompany you? 

If a home visit is undertaken, the following general personal safety issues should be considered and 

planned beforehand. 

 

 Arrange the visit during normal working hours, if possible. 

 Make sure there will be a record of your whereabouts. This might include making a call on 

your mobile phone during the home visit, telling the resident that there is such a record or 

that you are expected elsewhere at a specific time. In addition it would be advisable to let 

colleagues or family know when you expect to finish.  

mailto:judith.shore@plymouth.gov.uk
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During a home visit, the following specific personal safety issues should be followed.  

 

 Park your car so that it can be driven away easily. 

 Park in a well-lit area near other vehicles, if possible. 

 Stay alert when approaching the property, and look around the garden for obvious  

     dangers such as dogs/prowlers, etc. 

 After knocking/ringing, stand back and to the side of the door. 

 If you have to look through a letter box, do not look directly in; try to observe 

     from the side. 

 Do not stand on the edge of the steps. 

 Be aware of potential weapons, for example, milk bottles and dustbins lids.  

 Ask for any dogs or other pets to be secured, where appropriate. 

 Note the way in and out, type of catch/lock on the door and how to operate it  

     should the need arise. 

 Assess the situation and mood of the resident. 

 If in any doubt or if you feel threatened, do not enter. Make an excuse and leave.  

 Note any other people in the property and their mood. 

 Only sit down when the resident does. 

 Where possible, sit in an upright chair (easier to stand up from and/or use as a  

     defensive barrier). If you have to sit in an armchair or settee, sit on the edge near 

     the arm. This will allow you to stand up more easily. 

 Keep the exit door on your side of the room. 

 Be aware of any alternative escape routes. 

 Note any objects/items that could be used as a weapon. 

 If the situation changes and you feel threatened, make an excuse and leave. 

 Back out rather than turning your back on the resident. 
 

If you meet a member of the public at your home address, in addition to the above you should also 
consider - 
 

 Positively identifying callers before opening the door. 

 Asking friends and relatives to inform you of intended visits. 

 Arranging fixed times for tradespeople to call; checking their identity on arrival and never 

leaving them alone in the house. 

 Being wary of late night callers to your home.  

 Instructing children never to answer the door or let strangers into your home. Tell them to 

fetch an adult to do it.  

 

2.2 What to do if a serious situation occurs 
  

The clear advice to a councillor who feels at risk from physical violence at any time during a home 

visit is always to vacate the premises immediately and report the incident. It may be that a situation 
arises where racist or other offensive remarks are made. Councillors are advised to indicate firmly to 

the constituent that this is not acceptable. If it continues, the councillor should inform the constituent 
that it will not be possible to continue the interview. 

If a councillor is unable to leave immediately when a serious situation occurs, the following steps 
should be taken, as appropriate – 
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 Place defensive barriers between yourself and the assailant. 

 Continue talking to the resident as long as possible, reassuring them that you mean 

  them no harm. 

 Use reasonable force to protect yourself if absolutely necessary but only as a means 

  of last resort. (If the only consideration in a particular situation is your own safety,  

  escape should always be the first option.)  

 Set off your personal attack alarm, if you have one, or scream/shout to attract the 

  attention of others. 

 

2.3 Callers to councillors’ private homes 

Most councillors will seek to separate out their public and private livers, and are unlikely to encourage 
unwanted callers at their own homes. Residents are normally advised to contact councillors by 

telephone or email, while letters can be addressed care of the Council House or to the home 

address. Contact details for councillors can be found on the Council’s website.  

Making appointments or ‘drop-in’ arrangements for residents to see councillors at their private homes 

does occur, usually when the person is well known to the councillor concerned. The relevant steps 
outlined in 2.1 should be followed.  

Councillors may consider adopting the following effective measures for a safe home. This list is not 
exhaustive and the precautions you use will depend on your individual circumstances.  

 

 To deter intruders, the perimeter of the property should be made as secure as possible. 

Keep fences and walls in a good state of repair. 

 Garages, outhouses and garden sheds should be kept locked when not in use. Check garage 

doors and windows each morning for signs of forced entry.  

 If possible, keep your dustbin/recycling bin in an enclosed yard. Nothing of a sensitive, 

confidential or personal nature should be placed in the bin. 

   Ensure tools and ladders, which could be used to access your home, are locked away.  

 Keep the area around your home clean and tidy. This will enable you to identify unusual or 

suspicious objects quickly.  

 Remove objects that could be used as missiles; for example, loose bricks, large stones and 

garden ornaments. 

 Do not remove any posters or offensive notices found on your property without prior, 

careful examination. 

 Ensure good quality locks are fitted to external doors and access windows. 

 Establish a routine for completing checks to confirm all doors and windows are secure 

before going to bed or leaving the house. 

 Fit a cable guard or strong door chain on outer doors. Make sure you use this.  

 Fit an appropriate letter guard. 

 A video door phone or an intercom will enable you to identify callers before you open the 

door. Even then, only open the door with the chain or limiter still in place.   

 Know where all your door keys are. Do not hand out keys to builders, tradespeople, etc.  

 If you cannot account for all keys, change door locks. 

 Obscure the view into your home by fitting blinds or curtains, including glazed exterior 

doors. Get into the habit of closing curtains or blinds when occupying a well -lit room.  

 Make sure the keys for windows which could be used to exit the building in the event of a 

fire are kept. 
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 Do not leave a key under the doormat or in other obvious hiding places. It is better to give 

responsible members of the household their own keys. 

 Do not label your keys: if you need to identify keys, use a colour-code theme.  

 Consider fitting mains-operated smoke detectors or a fire alarm system in your home, if 

there is not one already installed. Have a fire extinguisher available for emergencies.  

 Fit a burglar alarm or intruder detection system. Set external sounders at ‘instant’ to deter 

intruders if the alarm or a personal attack button is activated.  

 Intruders do not want to be seen or heard, so setting off an alarm and attracting attention is 

their enemy. To maximise the deterrent, place externally active burglar bell boxes (with 

flashing lights and sounders) at the front and back of the property.  

 Good external lighting can help to deter intruders. 

 Consider lighting the approaches to your home and outlying buildings with exterior lights 

sited out of reach. In most cases, the preferred and cost effective security lighting consists of 

continuous ambient lighting, low wattage bulbs activated by photo-electric cell which will 

automatically switch on from dusk until dawn. 

 Install an illuminated ‘courtesy’ light, operated by a sensor in the area of the front door. 

 Always have reserve lighting, such as a torch, lamps or candles, at hand. 

 Consider fitting other forms of security lighting for use in emergencies or if suspicion is 

aroused. Floodlights, sited in strategic places, make it difficult for would-be assailants to hide 

from view. 

 

3.  WARD SURGERIES 

3.1 Personal safety advice 

Arrangements about surgeries will of necessity vary from councillor to councillor, and from ward to 

ward.  Where they are held, the likelihood is that the premises used will not always achieve the twin 
criteria of being accessible to residents while also meeting every aspect of best safety practice. 

However, the following suggestions will help to make a ward surgery safer and more effective. 

 

 Do not hold ward surgeries alone in an otherwise empty building.  Using libraries during 

opening hours, for example, or other Council premises will normally ensure that there are 

other people about. 

 Ideally there should be a separate and comfortable waiting area for constituents, but if this is 

not possible then those waiting should be seated as far away as possible from those being seen.  

 Check that your mobile is working and that you have a signal, as there may be reception blind 

spots. 

 The room where the surgery itself is held should ideally have – 

o easy access to a land line 

o a swift means of escape in an emergency 

o no heavy items that could be used as weapons 

o a door that is not lockable from the inside 

o seating that is best set out at an angle of 45 degrees (sitting directly opposite may be 

viewed as confrontational) 

o a clear view of the reception or public area 

o a vision panel in the door 

o an alarm linked to reception 

o a clear and agreed procedure for dealing with a call for assistance 
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4.  PERSONAL SAFETY ISSUES IN OTHER SITUATIONS 

4.1 Attendance at meetings 

Councillors often have to attend evening meetings which may finish after dark. (If travelling by car, 
please see the advice in section 4.2.) It is possible that, depending on the nature and outcomes of a 

particular meeting, members of the public may leave feeling angry or upset. In these circumstances, 

councillors may wish to ask to be accompanied to their car or nearest bus stop by colleagues or 
officers who also attended the meeting.  If a taxi has been called, councillors should always wait in 

well-lit areas, preferably inside the building or close to the main entrance. 

4.2 Parking and general car safety 

 

 Try not to park in dark, deserted streets or isolated car parks. 

 Park, where possible, under street lighting. 

 Always reverse into a parking place so that you can be ready to leave quickly if necessary. 

 Always lock your vehicle when entering and leaving. 

 Do not leave valuables, briefcase/paperwork, etc, on display in the vehicle.  

 If you have to use a multi-storey car park, try to park on the ground floor away from stairs 

and lifts. Have the correct change ready for the machine. (Remember you can often drive 

your car right up to the ticket machine to get your exit ticket.) 

 Don’t linger longer than necessary and stay alert at all times. 

 Always carry a torch with you. 

 Have your car keys in your hand so you can get straight into the vehicle.  

 Look around your vehicle as you approach in case someone is crouching down. 

 Look inside before entering your vehicle to ensure no one is hiding there (even if the doors 

are locked). 

 If you are followed in your vehicle, do not get out. Ensure that it is locked, flash your lights 

and sound the horn to attract attention. 

 Ensure that your vehicle has sufficient fuel for the journey. 

 

5.  FINANCIAL COMPENSATION AND INSURANCE 

In the event of an injury, financial compensation arrangements such as those provided by the Criminal 
Injuries Compensation Authority may be available. For more information, please contact the 

Corporate Health, Safety and Wellbeing Team on 01752 312523 or healthandsafety@plymouth.gov.uk 

Plymouth City Council provides Personal Accident (Assault) Insurance arrangements which apply to 

both employees and councillors.  For more information, please contact Risk Management Insurance 
Services on 01752 304495 or legalriskmanagement@plymouth.gov.uk 

 

6.      REPORTING AN INCIDENT 

In the first instance, report an incident to the Democratic and Member Services Manager, tel. 01752 
304494 or email  judith.shore@plymouth.gov.uk ). You will also be required to complete an incident 

report form – an example of which can be found on pages 6 and 7 – within 10 days of the incident, 
and return it to the Health, Safety and Wellbeing Team.   

mailto:healthandsafety@plymouth.gov.uk
mailto:legalriskmanagement@plymouth.gov.uk
mailto:judith.shore@plymouth.gov.uk
http://www.plymouth.gov.uk/homepage/staffroom/healthsafety/reportanincidentaccident.htm
http://www.plymouth.gov.uk/homepage/staffroom/healthsafety/reportanincidentaccident.htm
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HEALTH AND SAFETY INCIDENT/ILLNESS 
REPORT FORM 
Health, Safety and Wellbeing Team

Please refer to the guidance when completing this form on the (Document Library and School Room). 

Please send the completed form to: 

The Health, Safety and Wellbeing Team, Human Resources and Organisational Development, Floor 3, Ballard House, 

West Hoe Road, Plymouth,PL1 3BJ - to arrive within 10 days of the incident.. 

A. This report is about: 

 Accident  
Violent 

incident 
 

Work-related 

health issue 
 Near Miss  

Dangerous 

Occurrence 
 Property Damage 

 

B. Injured person’s details:  

 Agency  Contractor  Employee  MOP  Pupil  Client  
Unpaid worker/ 

councillor 

Surname:       First name/s:       

Job title:       Employee ref. no:       

Gender:  Male  Female Date of birth:       

Home address:       

Phone/mobile 

no: 
      Postal code:       

Directorate:  People  Place  Executive Office  Corporate Services 

Service:       Team/school:       

Work address:       

 

C. Circumstances of event: 

Date:       Time:       Location of incident:       

Details of what happened and how? (if necessary, continue on a separate sheet): 

      

What injuries were caused:       

What part of the body was injured?       

What happened after the event: 

 First aid given  
Brief details of first 

aid provided: 

      

 Person went to 

hospital 
Date:       Time:        Person went home  

Person returned to normal 

work/class 

 Other (give detail):       

 

D. Details of person completing the form: 

Name:       Phone number:       Date:       

Job title:       Signature/email:       
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E. Line manager investigation: 

Manager’s name:       Phone number:       Date:       

Job title:       Signature/email:       

What did you find out about the cause of the incident (please attach further sheets/documents if required): 

      

What action have you taken to prevent recurrence? 

      

Have all relevant risk assessments been reviewed:  Yes  No If yes, were changes needed?  Yes  No 

If yes, give brief details of changes 

made to the control measures 

identified in the risk assessment: 

      

Witnesses (continue on a separate sheet if necessary): 

Witness 1: Name       Phone number:       

 Address:       

Witness 2: Name       Phone number:       

 Address:       

 

F. Violent incidents only: 

Name of aggressor:       Address (if known):       

Refer to Potentially Violent Person Register:  Yes  No 

Police Identification no:       Crime report number with date/time:       

Has employee been offered counselling?  Yes  No  If yes:  WPO   OH 

Was the violent incident:  Intentional  Unintentional 

 

G. Absence details (if the injured person has been absent from work as a result of the event): 

Date absence started:       Date person returned to work:       

 

H. Reviewing service manager/head teacher 

Name;       Signature;       Date:       

Comments/further actions/instructions: 

      

 

Privacy Statement 

The personal information included on this form is covered by the Data Protection Act and, therefore, will only be disclosed 

to those with a need to know and the right to know.  Other disclosure should only be made with the consent of the 

individual/s concerned.  Employees may wish to copy this form to the Trade Union Safety Representative.  However, 

personal details of witnesses and others involved in the incident must be removed unless permission has been given. 
 

For Health, Safety & Wellbeing use only: 

Date processed:       RIDDOR details: 

Inputter initials:        HSE Notified Date:       

Comments:        Scanned RIDDOR Ref. No:       

 Senior HSW Advisor copy 
 

 Risk Management copy 
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