


[Name of Organisation] 
OFF- SITE/

LONE

WORKING
POLICY
October 2018
Contents
2Purpose of this Policy


2Aim of this Policy


2On-site


2Off-site


3Review




Purpose of this Policy
Is to ensure that there are adequate systems in place to ensure the health, safety and welfare of lone 
workers in order to reduce the risks of lone working as far as is reasonably possible and practicable.

[Name of Organisation] has an obligation under the Health and Safety at Work Act 1974, to ensure the Health, Safety and Welfare of their employees. The Management of Health and Safety at Work Regulations (MHSWR) 1999 places a duty on employers, to identify significant risks within the organisation and implement suitable risk treatments, to reduce those risks so far as is reasonably practicable.  Health and Safety Executive guidelines for minimising the risks of lone working are set out in INDG73 Working Alone in Safety – controlling the risk of solitary work.
Aim of this Policy
Is to ensure, so far as is reasonably practicable, that staff who work alone are not exposed to risks to their Health and Safety and to outline the steps to reduce and improve personal safety to staff who work alone.

The policy also aims through it’s rollout to raise awareness of safety issues relating to lone working.

[Name of Organisation] has contact with a wide range of local voluntary groups, partnerships, volunteers and individuals. These will often involve one or more meetings at different venues in, around and out the Borough.  This is part of the day to day work of [Name of Organisation].  [Name of Organisation] staff should, however, follow the following guidelines to ensure good personal safety practice.

On-site

· Sit nearest to the door when interviewing clients.
· Open the door if you feel unsafe.
· Ring the bell situated under the table in interviewing rooms if you need help. 

· Whenever possible, avoid being in the office alone.  Where possible, the final two staff should leave at the same time.

Off-site   
The designated Manager is responsible for making sure that their employees working at other locations under the control of other employers are given relevant health & safety information.

When booking a venue ensure there will be somebody else present in the building (i.e. Building Manager or Caretaker) and that this person can be contacted in the event of an emergency. 
Ensure you have travel routes planned in advance.

Ensure sign in and sign out procedures are followed.
The risks of getting to and from the place of meeting, especially where after hours travelling by public transport by a member of staff is involved, should be taken into account.  Staff working outside [Name of Organisation] premises should always be mindful of their safety, carrying a personal alarm and mobile telephone.  In addition staff MUST ensure:
· They’ve informed their Line Manager, also have detailed whereas, contact information and time scales in their Outlook Calendar.
[Name of Organisation] has agreed to a discretionary contribution, dependent on location and equipment transportation, towards the cost of a taxi for all meetings ending after [00:00].
If at any time during a visit off-site, a staff member has concern for their safety they must leave the venue immediately, whenever practicable contacting the office by mobile phone and making a written report to their line manager as soon as possible about any issues that arose.

Line managers should take note of who is working alone off-site and the approximate time that the 

staff member expects to return to the office or make arrangements for the staff member to make contact with their manager before ending their working day.


If at any time serious concern arises about the whereabouts or safety of a member of staff on an off-site visit, this should be drawn to the attention of Chief Executive or the Deputising Manager, to enable further action, to resolve the uncertainty or allay the concern, to be considered.


Where off-site duties involve handling cash, for example transporting cash to and from the bank, staff should wherever possible use a car to transport it, varying their times and routes and carrying the cash in an inconspicuous bag. If any member of staff is threatened whilst carrying [Name of Organisation] money and a situation develops which cannot be handled safely, staff should hand over the cash.


The Suzy Lamplugh Trust website http://www.suzylamplugh.org/personal-safety-tips/free-personal-safety-tips/  gives further advice and information about personal safety.
In addition to health and safety considerations, risks to be considered should include not only the threat of physical or verbal abuse but also the possibility of allegations of abuse or inappropriate behaviour. 

Review

These procedures will be reviewed by the [Name of Organisation] Board of Trustees every three years, after consultation with employees or to accommodate alterations to current legislation, reforms or Employment Law. 

Approved by [Name of Organisation] Board: 


