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[bookmark: _Hlk525553641]Equality Statement
All Active Lancashire policies/protocols/guidelines/procedures comply with relevant legislation on equality, discrimination and employment.

All customers, employees and members of the public should be treated fairly and with respect, regardless of age, disability, gender, marital status, membership or no membership of a trade union, race, religion, domestic circumstances, sexual orientation, ethnic or national origin, social & employment status, HIV status, or gender re-assignment.
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1.0 [bookmark: _bookmark2]Introduction
1.1 Active Lancashire’s Health & Safety Policy states that ‘Active Lancashire will ensure, so far as is reasonably practicable, that employees and volunteers who are required to work alone or unsupervised for significant periods of time are protected from risks to their health and safety’, this policy and guidance explains how this will be achieved and provides additional information for managers and employees.

1.2 Lone working is not in itself against the law and it will often be safe to do so. However, the law requires employers to consider whether there are significant risks posed by lone working and to implement, so far as is reasonably practicable, suitable and sufficient control measures to reduce those risks to a tolerable level.
2.0 [bookmark: _bookmark3]Policy Aim
2.1 This policy and supporting guidance aims to:

· Increase staff awareness of lone working hazards and safe working practices.
· Provide managers with the information to complete Lone Working risk assessments
· Support the development of procedures to eliminate risks to staff working alone or to reduce those risks to the lowest practicable level.
· Ensure appropriate training is available to identified Lone Workers which provides practical advice on safety when working alone.
· Encourage full reporting and recording of incidents relating to lone working and ensure these are monitored
· Ensure that Active Lancashire complies with relevant health and safety legislation and current best practice.
3.0 [bookmark: _bookmark4]Definitions
3.1 The Health and Safety Executive (HSE) define Lone Workers as “…those who work by themselves without close or direct supervision. They may be found in a wide range of situations”. This would include:

· People working separately from others in a building
· People who work outside ‘normal’ hours
· People who work away from their fixed base without colleagues
· People who work at home, unless their work is office-type work, which is deemed low risk

3.2 An isolated situation is defined as a situation where staff are engaged in regular or occasional work (either outdoors or indoors) where there are no other people who could reasonably be expected to come to their immediate aid or contact help on their behalf in the event of an incident or emergency.

3.3 For the purposes of this policy the term Lone Worker covers staff who are working or meeting out in the community on their own with groups or on a one-to- one basis. It will also cover staff who work in the office on occasion before or after the rest of the team is in the office. 


4.0 [bookmark: _bookmark5]Scope
4.1 This policy applies to Active Lancashire employees, volunteers engaged in Active Lancashire activities or activities under the management of Active Lancashire and any other Lone Worker for which Active Lancashire has Health & Safety responsibility.

4.2 Staff working at home engaged in low risk office-type activities would not be considered as Lone Workers for the purposes of this policy as the risk under normal circumstances is no more than everyday life.

5.0 [bookmark: _bookmark6]Policy Statement
5.1 Active Lancashire recognises that staff may work alone for significant periods of time either in Active Lancashire/Partner premises or the community without close or direct supervision; in isolated work areas and occasionally out of normal working hours.

5.2 Active Lancashire recognises that people working alone, especially outside of normal working hours or in the community, may be at additional risk because of the potential for increased difficulty in summoning assistance in case of injury or emergency. This would include incidents where aggression or violence could be directed towards them from service users, relatives, carers or the general public or where they are carrying out any other difficult, complex or hazardous activities where there is an inherent increased risk of injury.

5.3 Active Lancashire is committed to providing a safe and healthy working environment. As part of this commitment, Active Lancashire will take reasonable and practicable steps to manage risks associated with lone working. This will include risks to employees carrying out lone working tasks in the course of their employment, volunteers and other users of our premises for which Active Lancashire has Health & Safety responsibility.

5.4 Active Lancashire  aims to achieve this by:

· Carrying out suitable and sufficient risk assessments of all lone working activities.
· Implementing control measures identified by risk assessments to reduce risks to the lone worker to a tolerable level.
· Not allowing any activities to be carried out by lone workers where the risk assessment identifies that there is a significant risk of injury that can only reasonably practicably be controlled by having two or more people in attendance when that activity is performed.
· Ensuring that’s all incidents, accidents and near misses that occur during lone working activities will be reported promptly and accurately, including incidents of physical aggression and verbal threats.
· Having a Buddy system ensuring there is always another team member in touch with a lone worker and using WhatsApp through mobile phones to track. 

5.5 Active Lancashire also recognises that staff working alone need to rely on their own judgement and initiative and may be at a greater risk of making mistakes or errors. Active Lancashire  will therefore ensure that information, instruction, training and supervision is in place for lone workers relevant to the circumstances in which they work to equip them with the competence to deal with lone working situations.

5.6 In certain situations where risks are deemed ‘high', the risk assessment will identify that it will only be appropriate to require staff to work in pairs, rather than alone. If doubling up is not possible due to lack of staff, managers will consider cancelling or postponing the high-risk activity until more resources are available.

5.7 To achieve this, the co-operation of all involved is essential and requires all levels of management and individual staff members to work together to develop and implement local safe systems of work.

6.0 [bookmark: _bookmark7]Roles and Responsibilities 
6.1 [bookmark: _bookmark8]Chief Executive

6.11 The Chief Executive is accountable for ensuring that Active Lancashire complies with its legal obligation under Health and Safety legislation and that all reasonable steps are taken to safeguard employees.

6.12 The Chief Executive will monitor the arrangements for lone working through the Senior Leadership Team meetings, reviewing accidents & incidents and will provide reports, as appropriate, to the HR Committee. 

6.2 [bookmark: _bookmark9]Line Management Responsibilities 

6.21 The Senior Leadership Team hold operational responsibility for ensuring that the lone worker policy and any accompanying arrangements are current and implemented across our services. It is their responsibility to ensure quality checks are carried out determining whether the policy has been followed.

6.22 The Senior Leadership Team will ensure Project Leads are responsible for implementing this policy including the agreement of any necessary variations to meet specific needs.
[bookmark: _bookmark10]
6.23 Project Leads/ Line Managers are responsible for ensuring that all employees/volunteers for whom they have responsibility are aware of the requirements and contents of the Health and Safety Policy, the Lone Working Policy and any relevant sections contained within them. They will also ensure that procedures for monitoring lone workers are put in place in their area of responsibility and are regularly updated.

6.24 Project Leads/ Line Managers are responsible for staff awareness of these procedures and that staff are locally inducted in any relevant procedures. Team meetings and staff 1:1’s should regularly include reviews of lone working procedures and the risk from violence and aggression where this is relevant to the job role.

6.3 [bookmark: _bookmark11]Staff

6.31    All staff have a duty to ensure that they are fully conversant with the current risk assessments for participants/ service-users they work with, including their family, friends and social network/ environment of the participant, prior to any appointment or visit they make.

6.32   Staff are also responsible for ensuring that they are fully conversant with the Health and Safety Policy, Lone Working Policy and the working procedures associated with these. 

6.33.  Staff must ensure that they have all the necessary information and that they attend planned training so that they can: recognise the hazards and risks involved in lone working; comply with policy and related procedures and take reasonable care of their own health and safety and that of others who may be affected by their actions.

	Staff must also   
· Report any concerns, risks or incidents about working alone to their line manager
· Keep their work calendar up to date and ensure it is shared with other team members
· Report any incidents  of violence and aggression in accordance with Active Lancashire’s Serious Incident Reporting Policy.- this in addition to Safeguarding but similar? Do we need incident reporting?
· Attend appropriate training and follow safe working procedures including the use of safety/communications equipment.
· Utilise the buddy working system as appropriate
7.0 [bookmark: _bookmark12]Training and Competence

7.1 Lone workers will be given the necessary training and awareness to enable them to carry out their duties in a safe, positive, confident and caring manner.

7.2 Frontline/participant-facing staff and volunteers who may encounter violent and/or aggression situations at work will be given appropriate training in identifying, preventing, managing and de-escalating potentially violent situations.

7.3 As part of the induction process Managers must satisfy themselves that each member of staff is competent and safe to work alone and that they are clear about how to act in ways that will maximise their own safety and about what to do in an emergency.

8.0 [bookmark: _bookmark13]Guidance to Procedure
8.1 [bookmark: _bookmark14]Introduction

8.11 All lone workers should use a check in/out system, which will be via WhatsApp through mobile phones. In addition, lone workers should be clear about the emergency procedures, which apply to them. 

8.12 It is essential that everyone involved in a lone working system knows what to do if they are contacted. It is important to review safety systems and managers should test their local system on a regular basis, at least annually.

8.13 A certain amount of basic information should be available about each staff member working alone, including their mobile phone number; car make, car colour and registration; home address; and a personal contact in the event of an emergency. If a staff member calls in an emergency or goes missing, this basic information is an essential first step to locating them. However, this personal information must be securely stored, and the arrangements for accessing it in the event of an emergency must be clear. This is led by HR which holds all emergency staff information for each team member. 

8.14 As a minimum, lone workers must ensure that their line manager – or buddy (or, where appropriate, other designated member of staff) is aware of their movements. This should include at least the address of where they will be working and/or staying, and details of transportation to and from that location. Additional information could include details of the people they will be working with or visiting, telephone numbers if known and expected arrival and departure times.

[bookmark: _bookmark15]
8.2 [bookmark: _bookmark16]Buddy Systems 

8.21 Contact with Lone Workers can also be achieved by implementing a ‘buddy system’.

8.22      To operate the buddy system, the line manager must ensure that a lone worker nominates a buddy.           
	 This is a person who is their nominated contact for the period in which they will be working alone. 	 buddy will:

· Be fully aware of the movements of the lone worker
· Have access to all necessary contact details for the lone worker, including next of kin
· Have details of the lone worker’s known breaks or rest periods
· Attempt to contact the lone worker if they do not contact the buddy as agreed
· Follow the agreed escalation procedures for alerting their manager and/or the police if the lone worker cannot be contacted or if they fail to contact their buddy within agreed and reasonable timescales.
            

8.23    The following are essential to the effective operation of the Buddy System:

· The buddy must be made aware that they have been nominated and what the procedures and requirement for this role are.
· Contingency arrangements should be in place for someone else to take over the role of the buddy in case the nominated person is unavailable, for example if the lone working situation extends past the end of the nominated person’s normal working day or shift, if the shift varies, or if the nominated person is away on annual leave or off sick.

8.3 [bookmark: _bookmark17]Panic Alarms and Lone Worker Devices 

8.31    A range of lone working alarms can be found across Active Lancashire delivery teams: 

· Personal attack alarms for outreach and community workers that emit a high-pitched noise on activation and may be battery or aerosol powered.


[bookmark: _bookmark18]8.4	Escalation Procedure

An escalation procedure is necessary in the case that a lone worker fails to contact the nominated buddy or other relevant person within agreed or reasonable timescales. The first escalation contact should normally be the staff member’s line manager, followed by the relevant senior manager/director, and ultimately the police and/or emergency services.

Upon receiving a call from a nominated buddy, the line manager should attempt to contact the lone worker on his/her mobile or other relevant contact number.

If this is unsuccessful after a reasonable amount of time and number of tries, the line manager should escalate the matter up to the relevant senior manager, who has responsibility for deciding whether to contact emergency services.

Any individual nominated as an escalation point should be fully aware of their role and responsibilities. In addition, they must ensure that they have all necessary contact numbers readily available, including out of hours, if the service operates outside normal office hours.

8.5     Guidelines for visits to service user homes 

8.51       The following guidelines should be followed when visiting participants / team members homes.   Managers should ensure that staff understand and implement the guidelines. Staff should: Home visit risk assessment with this guidance – and refer to in policy

· review all the available information about any potential risks for aggression and violence in relation to the participant and the appropriate measures needed to control these risks
· complete the Active Lancashire Lone Working Risk Assessment and understand the need to carry out a dynamic risk assessment during a visit and take an appropriate course of action should the risk increase.
· be aware when lone working would not be suitable e.g. deemed ‘high risk’ and then visits must be by two members of staff. This includes visits to new service-users homes and where there is the possibility of an aggressive response.
· follow the lone-worker Buddy System and keep the office- base updated about their whereabouts. This includes checking in after leaving a participant’s home before moving to another appointment.
· carry a fully charged mobile phone containing relevant contact numbers and check the signal in the area before entering service user home
· not enter a property is the person is aggressive, acting suspiciously or intoxicated and
never put themselves or colleagues in any danger.
· understand the circumstances under which visits/interviews should be terminated


8.52 If during a home visit the worker/s feel there is an increase of risk posed by the service user or   others, or there is a change in the environment which increases risk, the worker/s must make an excuse and leave as quickly as possible. As soon as possible their line manager must be contacted and informed of the circumstances that caused concern. Such incidents should be recorded on the home visit risk assessment.

8.6 [bookmark: _bookmark20]   Guidance for Office Workers

8.61 Premises should not routinely be occupied by a single member of staff due to a lack of support in the   event of an emergency, ill-health or accident. But there will be times when staff will be working alone for periods of time on Active Lancashire premises, this will include:

· staff that unlock at the start or lockup at the end of the day (where possible this should be avoided)

 8.62     The following guidelines should be followed:

· ensure security arrangements are followed, doors are secure and access allowed for authorised persons only. 
· lone workers should know the means of escape from the premises
· lone workers should know the whereabouts of first aid kits for the treatment of minor injuries.
· lone workers should be familiar with procedure for reporting accidents and incidents
· lone workers that may engage with service users should be familiar with the following guidance on managing aggressive behaviour and be provided with training where this is a risk.


[bookmark: _bookmark21]8.7	Guidelines for managing aggressive behaviour – do we include or put in the Lone Worker training?

8.71	When dealing with potentially violence and aggression from service-users staff should:

· Have as much background information as possible
· Avoid delicate or sensitive areas of discussion
· Pay attention to own body language, hands on hips, crossed arms, raised hands may be interpreted as aggressive and may lead the other person to feel confronted
· Be aware of personal space and keep some distance
· Stay calm and speak gently and calmly
· Use non-violent and non-confrontational language

· Avoid becoming drawn into an argument
· Avoid turning their back on someone who is beginning to become    aggressive
· Avoid trying to touch someone who is angry
· Remain aware of all escape routes and if a situation begins to   feel unsafe make an excuse and leave immediately
· Familiarise themselves with how to use any available personal alarms
· Report incidents of violence and aggression as soon as possible after the event

[bookmark: _bookmark22][bookmark: _bookmark23]8.8	Guidance on travel for lone workers -check other policies think covered   elsewhere

The following is general guidance for staff that travel alone whilst engaged on Active Lancashire Business. Staff should ensure that:

· the journey has been planned and based on available information and the route is safe
· Line managers are informed on travel arrangements 

· If travelling by public transport, up to date information has been checked regarding service availability before the journey commences.
· Drivers should follow the requirements of the Driving at Work Policy- no more policies! HR checks insurance the rest is people’s responsibility – breakdown cover regarding insurance, MOT and vehicle maintenance.
· If driving in high risk or unfamiliar areas keep the doors locked
· Do not leave valuables in cars, especially overnight
· Ensure you have enough fuel for both the outward and return journeys
· Park where possible in areas with good lighting and as close to where you are visiting as possible
· When at venues other than your workplace, ensure you familiarise yourself with fire arrangements, first aid provision and site specific safety information if you are working alone on the premises

[bookmark: _bookmark24]
Relevant Documentation:         Active Lancashire Health and Safety Policy

[bookmark: _bookmark25]Relevant Acts and Legislation:  Health & Safety at Work etc Act 1974 
Management of Health & Safety at Work    Regulations 1999
[bookmark: _bookmark26][bookmark: _bookmark27]Other Relevant Material:          Working alone: Health and safety guidance on the				           risks of lone working, INDG73(rev3)
https://www.suzylamplugh.org/
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