
Community Volunteer Lone Working Policy & Procedure

Purpose:

To enable the organisation to fulfil its duty of care under current Health and Safety legislation and to ensure that volunteers are aware of the precautions to be taken when undertaking community visits/work to minimise risks to their health, safety and welfare.

Outcome:

That a safe system of work is adopted and that the risks from community visits/work are minimised.

Current legislation:

Health and Safety at Work Act 1974


Management of Health and Safety at Work Regulations 1999

We are part of Careers South West and as an organisation we have a legal duty to ensure the health, safety, and welfare of employees and volunteers while they are at work or volunteering.  At any time there maybe a number of volunteers who are working alone, SYcD has a responsibility to assess the risk to lone workers and take steps to avoid or control the risk of where necessary; and volunteers have responsibilities to take reasonable care of themselves and others in lone working situations.  Lone working is not inherently unsafe and proper precautions can reduce the risk associated with lone working. 
No Volunteer shall carry out community outreach work without having first undergone the SYcD induction which include aspects of personal safety and understanding dynamic risk assessment.
This policy applies to all Somerset You can Do Out and About Community volunteers.  The aim of this policy is to outline SYcD’s responsibilities towards working alone by:

· Defining what “lone working is;

· Taking action to reduce risk of lone working;

· Ensuring that all volunteers are aware it is their responsibility to use SYcD’s systems introduced to assist lone workers.

DEFINITION

The Health and Safety Executive (HSE) defines lone workers as those “who work by themselves without close or direct supervision.”  They may 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, e.g. visiting people in their homes or work places.

POTENTIAL HAZARDS OF LONE WORKING

People who work alone will of course face the same risks in their work as others doing similar jobs.  However, additionally they may encounter the following:

· Accidents or sudden illnesses may happen when there is no-one to summon help or first aid. 

· Violence or the threat of violence. 

· Fire. 

· Attempting tasks which cannot safely be done by one person alone, e.g. heavy lifting, or use of certain equipment. 

· Lack of a safe way in or out of a building (e.g. danger of being accidentally locked in). 

The risk assessment must consider any appropriate steps to reduce the risk factors and should consider: -

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

· Can all the equipment, substances, and goods used on the premises be safely handled by one person?  

· Is any manual handling involved safe for a single person? 

· Is there a risk of violence or the threat of violence?  

· Is the nature of a visit or the person being visited likely to increase the risk?  

· Will the employee be alone in a dark or remote location? 

MEASURES TO REDUCE THE RISK OF LONE WORKING

Lone workers are by definition not under constant supervision.  However, Managers can ensure that volunteers understand the risks associated with their work and the relevant safety precautions.

A system is in place to ensure that volunteers have all the relevant information about the customer visit and the mentoring they are doing with each customer (the volunteer matching process).  An agreement is made for each matching that includes times and frequency of visits and what the volunteer is expected to do whilst they are with the customer. The system may vary if the matching is a one off visit or an ICT support visit. 
Volunteers have the contact details of a member of the SYcD team who can support them and they are issued with out of hours contact information. 

Where ever possible volunteers should inform a friend or family member when and where they are volunteering and when they are expected back. All volunteers are encouraged to report back to the SYcD team by email or phone when they have completed a visit.
Volunteers should be capable of responding correctly to emergencies.  This should include being made aware of special arrangements for out of hour’s incidents particularly safeguarding concerns.    
Risk assessment will identify the hazards of any visits.  When risk assessments show that it is not possible for the work to be done safely by a lone worker, this work is to be carried out only with a colleague or refused.

Note: The risk of violence may not be directly related to a particular property.  It may be associated with environmental issues like working alone outside after dark, or a situation may arise where there was no previous history of incidents.  
Volunteers likely to be lone workers in such situations should be trained in dealing with difficult people, in ways to recognise a risk and in behaviours which may reduce the risk (up to and including terminating the visit). 

This policy will be reviewed annually by the SYcD management team.

Practical Advice when visiting other People’s Homes.

Think Before You Go: 

· Think first 

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

· Are there any records or reports available to you before you go? 

· Do people know where you are going? 

· Consider whether you are wearing appropriate footwear or clothing in case you need to run away. 

· Avoid wearing expensive jewellery. 

· Have you got someone to check in with (a buddy)? 

· Do you have a mobile phone/telephone numbers or anything else to help to keep in touch?  Is the mobile accessible and working? 

· How are you getting there and back? 

When you arrive: 

· On approach to a customers home there may be certain indications of the situation within the home, for instance, violent arguing. 

· Remember you are the visitor. 

· Stand back from the door and slightly to one side as it opens as this affords you a split second to react if necessary. 

· Say who you are, why you are there and show your ID if you have one. 

· Check who you are talking to. 

· Do not enter the house if the appropriate person is not available. 

· Wait to be invited in or ask if you can go in. 

· If it is possible try and assess the person’s attitude and mental state before entering the premises. 

· Acknowledge that it is their territory; let them lead the way. 

· Check as you go in how the front door locks. 

· Sit or stand between the person and exit.

· Take only what you need into the house. 

· If the person answering the door makes you feel uneasy about entering the premises then make an excuse and do not enter. 

During your Visit: 

· Study your surroundings.  Look for an exit. 

· Ensure you can get out quickly if necessary; try to sit nearest the door. 

· Try not to react to bad, dirty, or smelly surroundings. 

· Politely request for any pets, if you think they may get aggressive, to be secured away from the main room where advice may be given. 

· Remain alert.  Watch for changes in mood, movements, or expressions. 

· If in any doubt of your safety, polity make your excuses and leave.
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