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LONE WORKER POLICY

1. Introduction 
1.1
Delawyk Residents Management Organisation (DRMO) is responsible, under the Health and Safety at Work Act 1974, for the health and safety and the welfare of their staff at work.
1.2
Staff should take reasonable care of themselves and other people affected by their work and to co-operate with the Board in meeting their legal obligations.
1.3
The Board has a duty to assess risks to lone workers and take steps to avoid or control risks where necessary. 

1.4
The purpose of this policy is to ensure that there are adequate systems in place to ensure the health, safety and welfare of lone workers. 

2.
Definition

A lone worker is anyone who works in isolation without close or direct supervision. Within this document, ‘lone working’ refers to situations where staff in the course of their duties work alone on the estate, in the homes of individuals or may be the only staff member present in the office. They will be physically isolated, and without access to immediate assistance.
3.
Scope

3.1
This policy applies to all permanent or temporary employees of the DRMO and includes any agency staff employed to provide services on behalf of the DRMO.

3.2
This policy and any supporting training should ensure that such persons are instructed to consider and identify potential hazards and to implement a form of risk assessment to ensure their safety.
4. Policy Aims & Objectives
4.1        The 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.

4.2
That risks inherent in lone worker situations are assessed and suitable precautionary measures taken.
4.3 
That there is a system which records the visits of lone workers

5.
 Lone Working

5.1
In our organisation, it is unavoidable that staff work alone in the office.  

5.2
Staff must be provided with a contact person in an event of an emergency; this will normally be a nominated board member or board members. 
6.   Working alone in the office 

6.1      Staff should ensure that the CCTV camera is on all the time 

6.2     Generally staff should be encouraged to use their discretion in dealing with situations          in which they feel threatened.

6.3      Staff may use the manual or electronic personal alarm system situations in which they feel threatened. They must then report this to the nominated board member or members.
 7.   Visiting residents in their homes
7.1   When visiting residents in their homes, staff may carry the manual personal alarm with them if they deem it necessary.
7.2   Staff should leave residents homes if they feel threatened and record on resident’s file in the office

8. Going to the bank
8.1   Staff may carry manual alarm with them when going to the bank to deposit cheques or withdraw petty cash.
9.0   Organisational responsibilities

Responsibilities for the health and safety of lone workers are allocated as follows:

9.1   The Board
9.1.1  Ensure the management of lone working within the DRMO is adhered to under the Lone Worker Policy;
9.1.2 Provide instruction, training and supervision in relation to lone working; 
9.1.3 Review risk assessments periodically 

9.1.4 Monitor and update this policy as appropriate.
9.1.5 Display health and  safety poster in office, have first aid box and accident book  to record any accidents
9.2 Employees

9.2.2 Comply with any precautionary measures including guidelines laid down by the board or statutory authorities;
9.2.3 Report to the board any unsafe or potentially unsafe situations, and to report incidents in which violence or aggression or threats have been used;
9.2.4 Take reasonable care for their own safety and not expose themselves to unnecessary risk;
9.2.5 To attend any training provided;
9.2.6 Provide advice and information to board on matters of personal safety.
10.0 Risk Assessment

10.1 Regulation 3 of the Management of Health and Safety at Work Regulations (MHSWR) states that employers must make a “suitable and sufficient” assessment of any risks to the health and safety of their employees. Any such risks identified are likely to be greater for lone workers. Findings must be recorded.
10.2 Risk assessment should help employers decide on the right level of staffing. There are some high-risk activities where at least one other person may need to be present. 
10.3 When a risk assessment shows it is not possible or may be too difficult or dangerous to be carried out or conducted safely by a lone worker, the chair must address that risk by making arrangements to provide help or back-up. 

10 Monitoring and Review
10.1 
Lone working and risk assessment will be regular agenda items for staffing committee meetings. 

10.2 
The policy will be reviewed as part of the regular 3 year cycle of policy reviews, unless changing circumstances require an earlier review.
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	Hazard Description
	People Affected
	Hazard Consequence
	 Control.
	Severity

(1-5)
	Likelihood (1-5)
	Risk Rating (L,M,H)

	Verbal/ Physical Attack at DRMO Office
	Estate Manager and Temporary staff.
	Physical Injuries

Time off work

Distress
	· Checking on callers using CCTV camera.

· Use panic alarms.

· Second person on hand if possibility of meeting violent person.

· Phone on hand to ring in emergency 

· Reporting and recording of incidents and any near misses.

· Checking on callers using CCTV camera and refusing entry if staff are concerned for their safety.

·   Using appointment system for residents with a history of violence or threatening behaviour
· Reporting to and encouraging Police involvement where necessary.
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	Hazard Description
	People Affected
	Hazard Consequence
	 Control.
	Severity

(1-5)
	Likelihood (1-5)
	Risk Rating (L,M,H)

	Physical attack when going to/ from bank.
	Estate Manager and Housing Assistant.
	Physical Injuries

Time off work

Distress
	· Keep amount of money & cheques kept at office to a minimum.

· Keep money out of sight.

· Staggering banking days/ times.

· Use of mobile phone to ensure contact and to call for assistance when needed.

· Use of personal alarm.
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	Verbal or Physical attack during home visit/ inspection.
	Estate Manager

& Housing Assistant
	Physical Injuries

Time off work

Distress
	· Two persons to visit if possibility of violence. 
· Use Mobile phone to ensure constant contact and to call for assistance. 
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	Hazard Description
	People Affected
	Hazard Consequence
	Control.
	Severity

(1-5)
	Likelihood (1-5)
	Risk Rating (L,M,H)

	Attack by dogs or 

other animals 
	Estate Manager/ Housing Assistant
	Bites Contracting illness 
	· Avoid contact with animals 

· Appropriate behaviour near animals – avoid alarming them, e.g. sudden movements
· Alerting tenants before visit.
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	Illness/ injury/ accident  in the office or on the estate or when going to and from the bank

	Estate Manager/ Housing Assistant
	No immediate access to medication or assistance 


	· Phone emergency services if necessary and follow their advice
· Alert board members if able.

· Access to phone. 

· Avoid high risk activities (e.g. working at height/ manual handling) 

· Provision & update of first aid equipment.
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	General office environment
	Estate Manager/ Housing Assistant
	· Tripping on inappropriately place items (e.g. electrical power cords)

· blocked emergency exit

· overloaded shelving


	· Running electrical power cords away from walkways

· Keep doors clear of obstructions

· Archive old documents
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