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1. Purpose and Scope: 

1.1 This policy applies to all working with PEEC Family Centre organisation and is intended to provide a framework for managers and employees that ensures that all staff are treated fairly and can work within a safe environment.

1.2 The Health and safety Executive defines lone working as “those who work by themselves without close or direct supervision. Examples include working alone in the organisations home or in a service users home. 

2. Principles 

2.1 The management committee (through the co-ordinator) of the organisation will provide employees with appropriate equipment to assist with them having a safe working environment

3. Responsibilities 

3.1 Employer: It is the employer’s duty to assess risks of lone workers and take steps to remove or control risk and to review these arrangements regularly. 

3.2 Employees: are required to take reasonable care of themselves and other affected by their work and co-operate with their employers in meeting their responsibilities

4. Risk Assessments 

4.1 The line manager and the employee should firstly confirm that it is appropriate and necessary for the individual to carry out the tasks above. If confirmed, the line manager should conduct a joint risk assessment and determine what measures can and should be put in place to make reasonable efforts to secure the safety of the employee.  

4.2
Buildings

4.2.1
Entry to buildings should be controlled to restrict unauthorised entry. 

4.2.2
Employees who see service users alone should review the availability of assistance and this may include holding personal alarms where there are grounds for concern. 

4. 3
Service Users

4.3.1
New referrals should be the subject of a risk assessment before a home visit is agreed, or prior to a meeting one to one meeting held on the organisations premises. This should take into account other people living at the address, who may present a further risk.
4.3.2 A thorough risk assessment should be undertaken and referrers should be asked specific information that will include (though not exclusively):

· Known history

· Family circumstances

· Living arrangements

· Concerns considered relevant by the relevant referrer

4.3.3 For existing referrals already known, reference should be made to case notes, the Integrated Care Programme Approach (I.C.P.A.) and recent risk assessment/ review documentation before a home visit is undertaken to determine the level of risk

4.4 Self Referral and nature of client group i.e. housebound elderly

4.5 The risk assessment will also consider how vulnerable the employee is to any accusations of inappropriate behaviour, by working alone. Employees should take steps to reduce their risk of having inappropriate claims made against them in relation to abuse or theft or any other potential claim that could be made by a service user a member of the public

4.6 Employees and line managers should be aware of potential hazards of working alone in those specific environment e.g. potential accidents, lifting and handling dangers, risk of violence or aggression from service users or relatives, risks of driving alone

5 Process for managing lone working 

5.1
When an employee is identified as being a lone worker, they should discuss this with their line manager to raise any concerns they have relating to lone working. The line manager should complete the “Risk Assessment for Good Practice in Lone Working” (Annex A) and the “Form notifying an employee (this should include volunteers) as a lone worker (Annex B) to identify that a discussion and risk assessment using the risk assessment form has taken place. These forms will be kept.  

6        EMERGENCY PROCEDURES

6.1
The line manager will conduct an investigation into the circumstances of the incident, identifying learning points for other employees and inform their manager of the outcome of their investigation.  

Annex A

RISK ASSESSMENT FOR GOOD PRACTICE IN LONE WORKING

	CHECKLIST
	CONSIDERED
	COMMENTS

	Ensure that risk assessments are undertaken for lone working on and off site (place of work)
	
	

	Keep records of when staff is expected to be and at what times – appointment times, expected arrival and departure times
	
	

	Keep records of areas that do not have mobile phone coverage, and identify alternative contact mechanisms
	
	

	Have a reporting system to a base that has a person there at the times you are expected to report in. 
	
	

	A mechanism to identify action to be taken when an individual fails to report in, must be in place
	
	

	Where there is an obvious risk to a member of staff they will not be expected to work alone for that particular visit/ activity. 
	
	

	Staff should feel able to extract themselves from a situation if they become concerned about their safety
	
	

	Training in personal safety should be offered to staff who are more likely to find themselves in potentially vulnerable situations by virtue of their job
	
	

	Any problems, concerns or incidents must be reported through the normal incident reporting procedure.
	
	

	Induction for new lone workers should include an explanation of local practices and procedures and how a risk assessment is conducted (this should be copied to the personal training file
	
	

	There should be a clear list of numbers to call out of hours
	
	

	Use systems such as in/ out boards
	
	

	It is the responsibility of the individual to ensure that s/he phones in when s/he is safe
	
	


REVIEW COMPLETE

Employee……………………………
PRINT NAME……………………

LINE MANAGER………………….
DATE………………………………


ANNEX B

FORM NOTIFYING AN EMPLOYEE AS A LONE WORKER

NAME:




JOB TITLE: 

MANAGER’s NAME: 

CURRENT HOURS/ PATTERN OF WORK: 

EXPLANATION OF TYPE OF LONE WORKING

Signature of Employee

Signature of Manager

Date: 

EVIDENCE OF RISK ASSESSMENT CARRIED OUT, AND ACTION TO BE TAKEN

� Employers should remain compliant with legal requirements not to use a mobile phone when driving unless fitted with an appropriate hands free facility, details of, which are available from their manager. 
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