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Lone Working Policy (Version 4.4)

Purpose.

This policy sets out for Voluntary Impact Northamptonshire staff and volunteers the safety considerations and procedure for working alone (away from other staff members, both in and out of the building).


Scope.

This policy applies to all Voluntary Impact Northamptonshire volunteers and employees.


Responsibilities.

· Board of Trustees: Have overall responsibility for health and safety.
· Chief Executive: Has overall responsibility for policy implementation, ensuring all staff and volunteers have sufficient information and that operational procedures are followed.
· Development Manager: Has devolved responsibility for day-to-day activity.


Policy statement.

Lone Working is when a volunteer or member of staff is either:

· Working in the office on their own OR
· Working away from the office and visiting members of the public or members of voluntary and community groups in their own homes.
· Working from home.

Under normal circumstances members of staff should not be arranging interviews or meetings at Voluntary Impact Northamptonshire premises, when they are the only member of staff in the building. It is accepted that occasionally meetings with known, trusted, individuals may take place at such times, and that these do not fall within the scope of this policy. Management absolutely support staff if they are working alone at an office premises and do not want to allow entry for someone they do not recognise. 


Procedures.

1. External meetings.

Lone working would not, normally, cover those occasions where a member of staff is attending a meeting at the premises of another, recognised, organisation. However, all staff must complete an electronic diary so that the Voluntary Impact Northamptonshire office is aware of where staff are and if staff fail to return at the expected time.

However, where a staff member or volunteer is attending a meeting at the premises of an organisation or person unknown to either the person concerned or to Voluntary Impact Northamptonshire, then these guidelines can be used to ensure the safety of the person concerned.

The staff member should inform their line manager and include in the outlook calendar the following information:

The time they are due to attend the meeting or arrive at the home of the client or organisation. 

The time they are due to leave.

The name and address of the organisation /individual, including contact name and telephone number within that organisation.

In the case of a home visit, the name, address, and telephone number of the person they are visiting. 

The purpose of the visit / work being undertaken.

Provide a contact telephone number, usually their home number or mobile number, where they can be contacted, should the need arise. 

Before going on a visit, the staff member should ensure they have the contact telephone number of the staff member who is their ‘point of contact’ for this occasion, usually the Voluntary Impact Northamptonshire office number.

The staff member must ring in to the staff contact when they have finished their visit or day’s work if they are not returning to Voluntary Impact Northamptonshire office.

If the meeting is in an evening / at the weekend the staff member should nominate a family member or friend who is made aware of the staff member’s whereabouts and expected time of return. This person should also hold the home phone number of the staff member’s line manager should any problems arise.

2. Travelling to Appointments.

Prior to leaving for the appointment, the staff member should ensure that they are familiar with the route to their destination. If walking, and especially at night, always keep to well-lit and well-populated areas. 

Where the staff member is a non-driver or does not have access to a car, then during the hours of darkness always use a well-known and respectable taxi firm.

If using their own car, the staff member should try and ensure that it is reliable and well maintained to reduce the risk of a breakdown. 

The staff member should ensure they have a mobile phone and ensure that it is fully charged to cover any emergency that may arise. 

3. No contact established.

Where a visit has been made by a staff member, and the arrangements detailed above have been put into place, and the visiting staff member fails to make contact as arranged, the contact staff member/family member should undertake the following:

Ring the mobile or other supplied telephone number of the visiting staff member.

If contact cannot be established, either the family member should ring the Voluntary Impact Northamptonshire staff member who will then ring the telephone number of the individual or organisation being visited, or the staff member will ring, with a view to establishing if the VIN staff member is still there, if not at what time they left.

If it is established that the Voluntary Impact Northamptonshire staff member has left and contact still cannot be made with the VIN staff member, then the Chief Executive should be contacted.

A decision will then be made regarding contacting the police or other persons.

It is imperative that any change in the itinerary of the visiting staff member should be notified to the contact staff member in order that unnecessary calls are not made to the Police.

All staff must ensure that Voluntary Impact Northamptonshire has up to date home and emergency contact details for them.

4. Reporting inappropriate behaviour.

In the event of any inappropriate behaviour taking place, when visiting a person’s home or in the office, this should be reported to the staff member’s line manager immediately on returning to the office.  Where such behaviour amounts to an assault, the police should be informed without delay.

Where such behaviour occurs at the premises of an organisation, the staff member should immediately notify a senior member of that organisation, where possible. If no such person is available, the report should be made as soon as possible after the event. 

All cases of such behaviour should be reported to a senior member of staff and the Chief Executive.

5. Working alone in the Voluntary Impact building.

There may be occasions when paid staff work on their own in the building. This should be avoided if possible and should not be for prolonged periods of time. When there is only one worker in the building the door should not be opened to anyone, and the lift should not be used under any circumstances.  The staff member working on their own should have a contact number of their manager to contact should an emergency arise. 

The staff member should ensure that someone else (another staff member, family member or friend) is aware that they are working alone and should have an estimated time for their return. The worker should carry a mobile phone so that they can be contacted especially when the office telephones are on answerphone.

6. One to one sessional advice within Voluntary Impact.

There will be many occasions when staff and volunteers are talking one to one with a member of the public. There are several precautions the worker should take:

Ensure the exit to the room is not blocked by the person you are seeing.

Ensure another staff member is aware you have gone into the session and the expected time you expect the session to end.

This staff member should interrupt the session if it goes more than 10 minutes over the expected time to check the worker is safe.

If the session continues for further 15 minutes the staff member should interrupt the interview again to ensure the worker is safe.

Use of the code word FREDA should be used if any danger or threat of danger arises – the staff member/volunteer can either leave the room and ask for help or use the internal telephones and ask for FREDA as a code to get help from another staff member.

7. Reception Staff.

Due to the nature of Reception and its accessibility by the public, another member of staff should also be working on the ground floor so that there is assistance quickly available should any problems arise.  If possible, the door between Reception and the corridor should remain open to prevent the person sitting on Reception becoming isolated. 

8. Working from Home.

Working from home is now a norm and whilst some staff may find it helps their work-life balance, others may feel isolated. VIN offers a hybrid working pattern but will always consider:

· Opportunities for training (technology).
· Advice and guidance on health, wellbeing, and stress management techniques to assist self-awareness and personal resilience during difficult times.
· Providing adequate PPE for working from home.


Monitoring and reporting.

The Chief Executive is responsible for ensuring incidents are investigated that occur when lone-working and acting on these investigations to prevent a recurrence. 

Health and Safety issues, including incidents that occur when lone working, will be reported by exception as a standing item on the agenda of Team Meetings and the Trustee Board. 


Additional information.

· Health and Safety Policy.
· Incident Form.
· Lone working Risk Assessment.
· Health and Safety Executive: www.hse.gov.uk


Policy waivers.

If, for exceptional reasons, it is not possible to adhere to this policy, a waiver must be requested by submitting a policy waiver form to the Chief Executive for consideration.  All waivers must be carefully documented.
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