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Lone Working Policy

Introduction & Purpose

This policy is designed to alert staff of Balance and Build Support to the risks of lone working, identify the responsibilities of everyone in this situation, and describe procedures that will minimize these risks as far as is reasonably practicable. It is not intended to raise anxiety unnecessarily, but to give staff a clear framework for managing potentially risky situations.

Health & Safety Responsibilities

Lone workers face the same risks as everyone else, however, there is a greater risk of these hazards causing harm as there may be nobody around to help or support them if things go wrong.

The two most relevant Health & Safety laws that protect us all are:

The Health & Safety at Work etc Act

The Management of Health & Safety at Work regulations

We are all responsible for our own health and safety, but Balance and Build Support has "Employer" responsibilities to ensure staff are protected and supported at all times. This means assessing and managing associated risks when lone working.

Definition of Lone Working

The Health & Safety Executive (HSE) defines lone working as those who work by themselves without close or direct supervision. Within this document, ‘lone working’ refers to a situation where staff, in the course of their duties, work alone or are physically isolated from colleagues and without access to immediate Balance and Build Support assistance. This definition applies to the staff working for Balance and Build Support as follows:

Working on a 1:1 basis with students (in the community, in their own homes, or at a dedicated educational site).

Carrying out travel alone to meetings or training on behalf of Balance and Build Support.

Office-based staff who may be alone during the working day or for parts of it.

Office-based staff who may work late or at weekends.

Staff members who work from home.

Staff members who are working alone at another building or location.

Lone Worker’s Risk Assessment

Balance and Build Support carries out a full Lone Worker’s risk assessment for the company and identifies all possible hazards associated with working alone. This can be found on your [Staff Portal] and updates will be sent to you.

As working alone can present a health and safety risk, Balance and Build Support would like to stress that the staff member’s duty of care to themselves comes before anyone else’s. Therefore, whether staff are working alone within a service, are office-based, or are providing support to students in their own homes, they have a responsibility to assess the risks and hazards associated with their work duties and tasks.

Balance and Build Support may carry out a staff risk assessment to discuss any health issues or conditions that may impact your ability to carry out certain tasks; this will include your ability to lone work and whether it is safe for you to do so.

Each student has a section in their Care Plan titled “Staff Risk Assessment,” and this will state the staff ratio and any risks identified specifically for the staff member. Staff are to read this thoroughly and highlight any concerns before working with the student; it will outline the necessary strategies staff are required to use.

These are separate risk assessments that cover all aspects of lone working or risks associated with the role:

Lone worker’s company risk assessment.

Student’s “Staff risk assessment.”

Individual Staff risk assessment.

Manual handling company risk assessment.

[Digital Care Planning platform] - Student Care Plan Risk Assessments are embedded into the care plan and cover all the areas of the support we carry out.

We review the risk assessments regularly and discuss any issues relating to the current risk assessments in place during supervisions, looking at strategies we can adopt.

Training

The training and development of staff are very important to ensure you have the necessary “tools” to carry out your roles to the highest standard. Training is refreshed yearly, and any specialist courses are added as needed. Training is sent to you via the [Staff Portal], however, face-to-face training is carried out at Head Office by our Deputy Manager, [Name of Deputy Manager].

Communication

Balance and Build Support uses digital communication groups to keep in regular contact with staff and make sure you have all the information you need.

We have our digital care plan system, [Digital Care Planning platform], and all staff who work regular shifts have a company phone. The care plan is monitored and includes “Staff check-ins” after office hours so we can keep a check on staff finishing with students in the community.

Head office is open between [Hours] Monday to Friday, and Balance and Build Support has an On-Call system in place for all other times when the office is closed. There is ALWAYS someone at the end of the phone:

Head Office Tel: [Phone Number]

On-Call Mobile: [Mobile Number]

PLAN for being safe whilst out and about

P – Prepare yourself for the journey

Wear sensible clothing.

Wear appropriate shoes; walking quickly is usually safer than running.

Know your route.

Tell someone where you are going and when you expect to return.

Assess the risks.

L – Look confident

Be alert.

Radiate non-vulnerability.

Watch your body language – stand tall and look alert.

Carry a mobile alarm if necessary.

Wear clothes you can move in easily.

A – Avoid whenever possible walking alone at night

Decline offers from strangers.

Keep to familiar territory wherever possible.

Keep to busy and well-lit roads.

Don’t take short cuts – keep to a safe route even if it takes longer.

Don’t make any spur-of-the-moment changes.

Try to keep a hand free.

N – Never assume

It won’t happen to me.

It’s only a short journey.

He / she / they look respectable.

Finally – DON’T ignore your instincts.

Procedures

Staff working alone with a student in the community, for pre-assessment visits, in a student’s home, or office-based must:

Ensure you have assessed the risks prior to undertaking the activity.

Ensure you have read the [Digital Care Planning platform] care plan and are completing the tasks set on time (including the check-ins).

Avoid dangerous locations such as the top of stairs, restricted places, or where equipment could be used as a weapon.

Be aware of potential escape routes and check that they are clear of obstructions.

In the event of an incident requiring additional support, inform your Line Manager at Head Office during office hours, or the On-Call Officer out-of-office hours.

If taken ill whilst at work, inform Head Office / On-Call Officer immediately.

Ensure the property or building is secure before leaving.

Ensure you have a charged mobile phone on your person at all times.

Ensure you have a list of emergency contact numbers or that the numbers are already listed in the telephone/mobile phone.

Always ensure you have checked and know the route/destination.

Always be aware of your environment and the activities planned within it.

If in doubt, exercise caution. Do not enter a potentially dangerous situation; summon help immediately, or call 999 and ask the Police for help and assistance. Staff must ensure they give the Police as much information as possible.

When working alone at night, if staff hear any unusual noises and feel threatened in any way, they must not put themselves at unnecessary risk. They must contact the Police immediately.

Ensure that the property is securely locked, especially at night.

Security of the building at Head Office / Activity Centre:

All staff who work at Head Office / Activity Centre must ensure they sign in and out promptly.

If you are the only member of staff in the building, lock the front door.

All appropriate steps are taken to control access to the building and ensure emergency exits are accessible.

The fire alarm system and emergency lighting are tested regularly.

[Specific security codes/access rules] must be followed.

There is access to a telephone, first aid kit, and fire call points.

If there is any indication that the building has been broken into, call for assistance and do not put yourselves at unnecessary risk before entering. If you believe there could be a potential risk to your safety, you must not enter, but contact the Police immediately and wait for assistance.

Let the On-Call Officer know if you are entering the building out of office hours and when you leave.

Illness / Injury

Staff may become ill or sustain an injury whilst working alone. All staff are fully aware of the On-Call system and procedures that are in place. This system ensures that a senior staff member is on-call to allow the ill or injured staff member to summon assistance. This includes ensuring that adequate emergency cover arrangements can be made for staff who may not be able to continue to work.

[Digital Care Planning platform] “check-ins” are monitored to make sure staff are safe at work.

Incidents / Reporting & Personal Safety

A person who is on the brink of physical aggression usually has 3 choices – to attack; to retreat; or to compromise.

A staff member’s first priority when managing challenging behaviour is to try and prevent a challenging situation from either occurring or worsening (refer to the Managing Challenging Behaviour Policy & Procedures).

If a staff member thinks that an attack is imminent:

Avoid dangerous locations such as the top of stairs, restricted spaces, or places where equipment could be used as a weapon.

Be aware of potential escape routes, keep yourself between the aggressor and the door and if possible, behind some form of barrier.

Never turn your back, move backwards gradually, but be prepared to move quickly and never remain alone with an actively aggressive or violent person.

Never deliberately walk into trouble to test your abilities. In any physical contact, all individuals involved could be hurt, and you may risk a counter-claim for assault.

Staff must ensure that they report all incidents. The reporting of incidents is an essential feature of risk assessing. Accidents, injuries, and near misses must always be reported using Balance and Build Support’s reporting procedure via the [Digital Care Planning platform] and [Staff Portal] platforms.

Any incidents that occur will be dealt with individually, therefore, Balance and Build Support will endeavor to deal with each case sensitively and as confidentially as possible. Maintaining a staff member’s confidentiality will depend on the circumstances of the incident and who it may be necessary to inform, e.g., Police, Ambulance, Next-of-Kin, etc.

Balance and Build Support – Contact Information & Details

Head Office – Opening Hours: [Hours], Monday – Friday

Out-of-Hours: [Times], Monday – Friday, all Weekend and Bank Holidays

Telephone: [Phone Number]

Out-of-Hours Mobile: [Mobile Number]

Email: [info@balanceandbuildsupport.com]

PLEASE REMEMBER TO THINK SAFE

If staff feel unsafe in any way, they must call 999 immediately and ask the Police for help and assistance.

YOUR SAFETY IS PARAMOUNT
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