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LONE WORKING POLICY
The Trust recognises that although personal safety and the management of aggression and violence are intrinsically linked, there is further need to develop policy and safe systems for lone working.
1     Legal Responsibility
The Trust has a duty under the Health and Safety at Work Act (1974) to ensure, so far as is reasonably practicable, the health, safety and welfare of its employees.

Employees also have a responsibility to ensure their own safety and the safety of their colleagues.

The Management of Health and Safety Regulations (1999) requires employers to risk assess workplaces and work practices and to take suitable and sufficient measures to reduce the identified risks to a reasonable level.
2    Accountability Arrangements

2.1 Chief Executive

The Chief Executive of the Trust has overall statutory responsibility for managing Health and Safety. Lone Working forms part of this responsibility

Nominated Director with responsibility for Health and Safety

The Trust has nominated the Chief Executive as the Director with specific responsibilities for Lone Working. The Chief Executive delegates Lone Working Standards and management to the Head of Corporate Affairs as Lead for Health & Safety.
2.2 Directors

Directors will ensure that their Lone Working responsibilities are discharged effectively within their Directorates. Directors will ensure that Lone Working Risks are managed effectively by their Senior Managers and Line Managers. Directors will ensure that significant unresolved lone working risks are brought to the attention of the Board in accordance with the Trust Risk Management Strategy and Procedures

2.3 Senior Managers and Service Heads

Senior Managers and Service Heads will ensure that their line managers fulfil their lone working responsibilities and monitor the effectiveness of lone working systems, and will ensure that significant risks are brought to their attention.
2.4 Line Managers

Line Managers will ensure that all clients and working environments will be risk assessed. In low risk situations, this may take the form of an informal risk assessment.  Where managers identify a risk of Lone Working through the Generic risk assessment process, a  formal assessment should be completed  The Lone Working Risk Assessment found in Appendix 2 is an example of a suitable format for lone working risk assessment   Risks identified with regard to a patient, client, their family or other occupants should be communicated immediately to other workers, their Line Manager, the General Practitioner and recorded clearly, with an action plan for future management.

Risks identified in working patterns such as late night working, working alone and carrying out home visits, must be raised as part of staff Appraisal or during regular meetings with Line Managers.  An action plan such as the development of a buddy system, should be agreed with staff in managing and reducing risk.

Managers will, as part of their responsibilities carry out a Generic Risk Assessment of the workplaces and practices under their jurisdiction. Managers should carry out risk assessments in conjunction with Health and Safety Representatives and Site Managers where appropriate.  All Generic Risk Assessments, action plans and procedures pertaining to the workplace and work practice must be available to all staff on site.

Managers have responsibility to develop written protocols that reduce the risk of lone working so far as is reasonably practicable for their individual teams. Managers should involve their teams to ensure that the protocols are workable.

It is the responsibility of the line managers to ensure that Lone Working risk assessments are reviewed on at least an annual basis or when the workplace, work practices or staff change to a significant degree.

Each lone worker must have full training as part of their departmental induction, within 72 hours of commencement in post.  Managers must pay particular attention to staff transferring from another part of the organisation into a ’lone working’ role.

The lone worker must have full knowledge of the hazards and risks to which he/she is exposed

Each workers whereabouts should be known at any point in time, to an agreed base or person.

2.5 Staff Responsibilities

All staff have a responsibility to ensure they have read and understood the Lone Working Policy, the Lone Working Risk Assessments and any relevant action plans. All staff have a responsibility to ensure that they make their line managers aware of any Lone Working Risks that are evident  in their workplace and work practice.  All staff have a duty to co-operate with the Trust to ensure the safety of staff, patients and visitors. All Staff must ensure that any lone working protocols, procedures or systems that are developed with their line manager are adhered to together with the procedures for safe working within their environment.

All staff are required to understand and follow the lone working procedures, and have attended the mandatory training which is available through the Trust.

All staff must make themselves aware of the foreseeable hazards presented by each visit.

Patient/Client risk assessment must be reviewed by each worker.

Mandatory training courses, such as Conflict Resolution, Breakaway Techniques and Awareness Training, together with Serious Untoward Incident/Adverse Event Training will be provided to enable staff to recognise the hazards of lone working, in particular with regards to:

· Management and prevention of violence

· Avoiding hazards in the environment

Staff must not visit alone on the first home visit to any client if no information or risk assessment has been undertaken.

3      Implementation

It will be the responsibility of the Line Managers to implement the policy.

4     Monitoring
It will be the responsibility of the Health & Safety Group to monitor The Lone Working Policy and to develop the performance mechanism necessary to ensure the policy is monitored effectively. 

5     Review

The policy will be reviewed by the Health & Safety Group on a bi-annual basis.
Appendix 1

Guidance Notes for Working Alone in Safety

Controlling the Risks of Solitary Work

Introduction

The following guidance is provided to assist in the management of Lone Working. It is not intended to be a comprehensive guide.

Assessment of Risk

Questions to be answered before commitment to seeing someone either at their home or within the site alone, individuals are responsible for their own safety:

· Have you been supplied with all the information about the person you are visiting and about the environment?

· Think first – do you know what you are going into?

· If you have any doubts about your visit, could it be delayed, is there someone available that could go with you?  Are there any other service personnel also involved who could visit with you?

· Are you aware of any risk management issues?

· Is the person you are visiting or is visiting you, known to anyone else?

· Is there someone in the building you can leave the name and address of your visit with?

· Do you have access to a telephone or a mobile phone?

· Is the home visit needed for the clinical intervention or could the patient come to a Trust site to receive treatment?

Safe working arrangements for lone workers

Establishing safe working for lone workers is no different from organising the safety of other employees.  Employees need to know the law and standards, which apply to their work activities and then assess whether the requirements can be met by people working alone.

Lone workers face particular problems.  Some of the issues which need special attention when planning safe working arrangements are as follows:

Can the risks of the job be adequately controlled by one person?
Lone workers may require extra risk-control measures.  Precautions should take account of normal work and foreseeable emergencies, eg. fire, equipment failure, illness and accidents.  Employers should identify situations where people work alone and ask questions such as:

· Does the workplace present a special risk to the lone worker?

· Is there a safe way in and a way out for one person?  Can any temporary access equipment which is necessary, such as portable ladders or trestles, be safely handled by one person?

· Can all the plant, substances and goods involved in the work be safely handled by one person? Consider whether the work involves lifting objects too large for one person or whether more than one person is needed to operate essential controls for the safe  running of equipment.

· Is there a risk of violence?

· Are women especially at risk if they work alone?

· Are young workers especially at risk if they work alone?

Is the person medically fit and suitable to work alone?
Check that lone workers have no medical conditions, which make them unsuitable for working alone.  Seek medical advice if necessary.  Consider both routine work and foreseeable emergencies which may impose additional physical and mental burdens on the individual.

What training is required to ensure competency in safety matters?
Training is particularly important where there is limited supervision to control, guide and help in situations of uncertainty.  Training may be critical to avoid panic reactions in unusual situations.  Lone workers need to be sufficiently experienced and to understand the risks and precautions fully.  Employers should set the limits to what can and cannot be done while working alone.  They should ensure employees are competent to deal with circumstances, which are new, unusual, or beyond the scope of training, eg. when to stop work and seek advice from a supervisor and how to handle aggression.

Training courses such as:

i)
SUI/Adverse Event Refresher Training

i) Break-away techniques, and/or 

ii) Conflict Resolution 

Are provided as a minimum to formally support induction and continuous on the job training.  Training courses listed above should be regarded as mandatory.

How will the person be supervised?
Although lone workers cannot be subject to constant supervision, it is still an employer’s duty to ensure their health and safety at work.  Supervision can help to ensure that employees understand the risks associated with their work and that the necessary safety precautions are carried out.  Supervisors can also provide guidance in situations of uncertainty.  Supervision of health and safety can often be carried out when checking the progress and quality of the work; it may take the form of periodic site visits combined with discussions in which health and safety issues are raised.

The extent of supervision required depends on the risks involved and the ability of the lone worker to identify and handle health and safety issues.  Employees new to a job, undergoing training, doing a job which presents special risks, or dealing with new situations may need to be accompanied at first.  The level of supervision required is a management decision which should be based on the findings of risk assessment.  The higher the risk, the greater the level of supervision required.  It should not be left to individuals to decide whether they require assistance.

Procedures will need to be put in place to monitor lone workers to see they remain safe.

They may include:

· Supervisors periodically visiting and observing people working alone.

· Regular contact between the lone worker and supervision using either a telephone or radio.

· Automatic warning devices which operate if specific signals are not received periodically from the lone worker, eg. security systems for staff.

· Other devices designed to raise the alarm in the event of an emergency and which are operated manually or automatically by the absence of activity.

· Checks that a lone worker has returned to their base or home on completion of a task.

What happens if a person becomes ill, has an accident, or there is an emergency?
Lone workers should be capable of responding correctly to emergencies.  Risk assessment should identify foreseeable events.  Emergency procedures and danger areas should be given to lone workers who visit your premises.  Lone workers should have access to adequate first-aid facilities and mobile workers should carry a first-aid kit suitable for treating minor injuries.  Occasionally risk assessment may indicate that lone workers need training in first aid.

Examples of Good Practice

1.
Three Domestics working in three different buildings working alone.  In consultation and agreement with staff involved, now work in a team of three and move to each building.

2.
A Clinic in an isolated area has a two-person in/out policy, whereby the first member of staff in the morning waits for the second person before entering a building and the last two members of staff leave together in the evening.  Therefore no one is working alone in the building.

3.
Clinical staff, working to a buddy system within their team, phone in at the end of the working day to confirm and sign off.  Last person at base also to confirm they are signing off for the day.

4.
Register of staff details:

· An emergency contact name and number
· Home telephone number
· Details of vehicle – colour, make, model and registration
· An up-to-date photograph of the worker
5.
System for collecting details of staff whereabouts:

· A diary system to be used to provide ready access to essential information

· Details of where staff are going and who they are seeing

· A contact telephone number at each location where available

· Appointment time and expected duration

· Checking in/out systems or protocols

Any deviations from the itinerary should be telephoned in and recorded in the diary.  At the end of the working day staff who have been out must either return to their base or log off by telephoning a designated person.

Where it is expected that staff work ‘after hours’ there must be a system in place, which enables staff to make contact with their base or manager.

6.
Make personnel aware, if they are to be the last in the building.

7.
Use of Alarm Protocols in buildings, where applicable.

Service Related Requirements

Safe Systems for Learning Disability Residential Staff.

· Managers and staff should develop protocols for lone working that are workable and appropriate for each team and specific to the environment.

· A risk assessment should be conducted for each service and forwarded to Residential Service Manager.

· Guidelines to minimise risk should be identified for each service and all staff informed.

· Staff will have relevant training such as breakaway (see Guidance Notes: Training).

· All staff should have clear information about lone working and the risk management guidelines.

· All staff must be fully inducted and competent before being introduced to a lone working system.

· Staff should be able to identify and communicate risks they have noted to the relevant manager for an appropriate risk assessment to be completed, and strategies to minimise risk to be implemented.
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Canterbury & Coastal Primary Care Trust

East Kent Coastal Teaching Primary Care Trust

Kent & Medway NHS & Social Care Partnership Trust

Shepway Primary Care Trust
Lone Working Risk Assessment
	Assessment Area/Work Activity
	
	Assessment carried out by:
	

	Assessment Date:
	
	Job Title:
	

	Assessment Review Date:


	
	Signature:
	

	Brief Description of Lone Working Situations Identified:


	Potential Lone Working Hazards

(Other hazards may be identified that relate to lone working.)
	Identified risks

(State here what risks you have identified relating to the hazards)
	Existing Control Measures

(State here what is in place the control the risks)
	How Effective is Control?
	Risk Score

(LxC)*
	Priority

(High, Medium or Low)
	Action 

Plan (See Page 3)

	Workplace/Working Environment: 

Identify anything specific to the workplace or environment, which may create particular risks for lone workers

 
	
	
	
	
	
	

	Work Practice: 
Identify anything specific to the work process, which may create particular risks for lone workers 


	
	
	
	
	
	

	Equipment: 
Identify anything specific to any work equipment, which may create particular risks for lone workers


	
	
	
	
	
	

	Violence:
Identify the potential or actual risk of

 violence (verbal and physical)
	
	
	
	
	
	


	Potential Lone Working Hazards

Other hazards may be identified that relate to lone working.)
	Identified risks
	Details of Existing Control Measures


	How Effective is Control?
	Risk Score

(LxC)*
	Priority

(High, Medium or Low)
	Action 

Required?

(See page 3)

	Individuals:

Identify anything specific to the individual(s) which may create particular risks for lone workers e.g. medical conditions, female, young, pregnant inexperienced, etc.


	
	
	
	
	
	

	Work Pattern:
Consider how the lone worker(s) work pattern integrates with those of other workers, in terms of both time and geography.


	
	
	
	
	
	

	Other Identified Hazards:

	
	
	
	
	
	


Persons at Risk: Identify all those who may be at risk of Lone Working.
	Name:
	Job Title:
	Name:
	Job Title:

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Managing the Risks of Lone Working

Training: Identify the level and extent of information, instruction and training required. Consider experience of workers.

	Has suitable and sufficient information, instruction and training been given?  (See Training Programme for Conflict Resolution Training and Personal Safety Training.)
	Yes
	 FORMCHECKBOX 

	No
	 FORMCHECKBOX 

	N/A
	 FORMCHECKBOX 


	Expand and clarify problems.




Additional Controls: Identify any additional controls that are necessary to reduce the risk of lone working.

	            Examples of additional controls 

· Periodic/Regular telephone contact with lone workers………………………………………………….

· Periodic visits to lone workers……………………………………………………………………………..

· Diary of Appointments………………………………………………………………………………………

· Manual warning devices, e.g., panic alarms, etc…………………………………………………………

· End of visit/shift contact……………………………………………………………………………………..

· “Buddy” Systems……………………………………………………………………………………………..

Other (Specify)


	Yes

Yes

Yes

Yes

Yes

Yes


	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

	No

No

No

No

No

No
	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

	N/A

N/A

N/A

N/A

N/A

N/A
	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 




Action Plan: Detail what actions are expected (including those additional controls identified above)

	Action No.
	Description of Risk Identified
	Action 

(Make sure that they are Specific, Measurable, Achievable and Realistic)
	Person Responsible
	Date for Completion

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Notes: This form will help to develop protocols and inform the Trusts’ Risk Management Process. See Trust Lone Working Policy and the Management of Aggression and Violence Policy for further guidance.      (*L=Likelihood C=Consequence, See Trust Risk Management Policy for guidance)
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