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1. Lone Working Statement

STAPLE HILL COMMUNITY HUB is committed to ensuring, so far as is reasonably practical, the health and safety of any staff member/volunteer that works by themselves for any significant period.  

Staple Hill Community Hub as an employer has a legal duty to assess all risks to health and safety, including those of risks to lone workers. Whilst it is not possible to totally eliminate risk when working alone, carrying out a risk assessment can minimise risks by identifying it, assessing it, and taking steps to maximise the safety of staff members/volunteers in any given circumstances. There is always a process of balancing risk and safety but we strive to minimise risks where reasonably practicable.
2. Relevant Legislation and Related Documents

· Related Documents
· Health and Safety policy
3. Definition of Lone Working

Within the work of STAPLE HILL COMMUNITY HUB the definition of lone working includes:

· Staff members/volunteers who work with service users

· Staff members/volunteers who work out of hours within the office – such as the cleaner

· Staff members/volunteers who visit the bank to pay in money
· Staff members/volunteers who work remotely outside the office

In addition, there may be times where staff members/volunteers set out together but become separated (for example, as they go door to door). In this situation the guidelines here should be applied where appropriate. If entering someone's home alone proves unavoidable, the fellow worker should be alerted.
4. Lone Working at the Office within Office Hours

Staff members/volunteers working alone at the office during office hours should ensure that:

· There is a telephone at hand to call for help if needed

· Keys are secured and inaccessible to visitors

· Staff are locked in with camera controlled access

· They are vigilant when leaving the office

5. Lone working at the Office outside Office Hours

Staple Hill Community Hub does ask staff members/volunteers to work out of hours.  In addition to the precautions during office hours described above, staff members/volunteers working alone at the office outside office hours should also ensure that:
· All windows and doors are secured to prevent unauthorised access so that the working environment is as safe as possible

· Doors are only opened to allow entry to expected visitors or staff members/volunteers after they have been positively identified

· On leaving the premises all windows are closed and doors locked

· They are vigilant when leaving the office

6. Lone Working Away from the Office within Office Hours
Before working alone away from the office, staff members/volunteers must advise a colleague of the following:

· At least one means of contact during their absence
· The nature and location of the meeting or activity
· The estimated time of return to the office or home
· The nature, location and expected duration of any other meetings or activities planned before return to the office or home
The above information must be recorded in writing or electronically at STAPLE HILL COMMUNITY HUB office. 

During lone working away from the office staff members/volunteers must:

· Have with them a mobile telephone ready for immediate use
· Park as close to location of meeting or activity as possible
· Avoid unfamiliar short cuts, areas or routes where there are no other pedestrians
· At night avoid poorly lit areas for parking or walking
· Give progress report to the office by telephone between meetings or activities and on completion of the final meeting or activity, stating intention to return to office, home or otherwise
7. Lone Working Away from the Office outside Office Hours

When meetings, or other activities, are to take place outside normal working hours (ie. after 5pm) the above procedures must be followed. In addition, if staff undertake lone working after 5pm it is their responsibility to let someone (a colleague, family member or friend) know when they have finished work and are returning home.  

· Visiting Service Users Away from the Office

When visiting service users outside of the office, ensure that you take a mobile phone, that someone in the office has the number, the time that you intend to finish your meeting and the address, name of individual. Contact the office at the end of your meeting at the agreed time. If you have not done so within a specific time, the office will contact you on the mobile number.

It may also be appropriate to agree/utilise a code word or expression, so that if the staff member/volunteer is in serious trouble they can, on the pretense of having to check in with the office, give the code word or expression to raise the alarm. Alternatively, emergency alarms may also be appropriate. The Hub Co-ordinator will determine the most appropriate option.

Lone workers who work out of the office should have access to a mobile phone in the event of an emergency.

8. Visiting the Bank

There will be circumstances when staff members/volunteers need to visit the bank, whether to pay in cheques or money or obtain petty cash funds. It is important to ensure that staff members/volunteers undertaking these tasks, maintain a standard of security, not only for funds that they are carrying but more importantly for themselves:
· Always ensure that the cheques or cash are kept securely in a bag

· Never visit the bank at a regular time or by the same route 

· If collecting cash, ensure that it is securely packed away before leaving the bank building

9. In Case of Emergency
Any lone worker must be able to respond correctly to emergencies and regular risk assessments must be carried out to identify these. Emergency procedures have been established (see the Health and Safety policy) and all employees trained in those procedures. 

If a staff member/volunteer fails to make expected contact at the end of their lone working or doesn’t return home when expected, the person raising the alarm should, in the first instance, contact the Hub Co-ordinator or the Chair of Trustees.
If a staff member/volunteer becomes anxious regarding their personal safety in any of the above situations a call for help should be made immediately. Any incident must be reported to the Hub Co-ordinator or the Chair of Trustees as soon as practicable.
The Hub Co-ordinator will commence enquiries whenever a lone worker’s whereabouts are unknown.
10. Staff and Volunteers’ Induction and Training

During the staff/volunteer induction period staff members/volunteers will be made aware of organisational policies and the responsibilities of staff members/volunteers to maintain these practices and relevant specialist training agreed.

11. Review of This Procedure

STAPLE HILL COMMUNITY HUB’s commitment to lone working is an active one. This document should be reviewed on a regular basis, and at least every three years, as part of this active commitment. Changes should be agreed by the Board of Trustees.  

Date last reviewed by Board of Trustees: February 2019
Review Date: 3 years or change in legislation
Adopted on: 21.2.2013
Reviewed:  February 2019
Next Review Date:  3yrs or change in legislation


