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BRASS LONE WORKER POLICY

PART ONE

Who is affected:
Lone workers at BRASS are the Manager of the service and those members of staff authorised by the Manager, with the agreement of the Chair of the Board, to work at the office premises unaccompanied by other staff members.
We are responsible under Employers Liability law and the Health and Safety at Work  Etc. Act 1974 for ensuring that those staff authorised for lone working are aware of and comply with our lone working procedures.
The Manager and authorised staff may on occasion work alone during weekend and holiday periods. The Manager should inform the Chair of the Board (or another available Trustee) of their intention; other employees should inform the Manager (or nominated Trustee if the Manager is away on leave) of their intention and proposed time of entry and exit. (The lone worker should ensure that they can be contacted during their period of lone working.)  If this is not practicable a friend, colleague or relative should be informed and an arrangement made for a call or text to be made to confirm time of leaving. The contact should be asked to ring the Manager, Chair or nominated Trustee in the event of that call or text not being received. If there is any concern for the welfare of the lone worker, the emergency services should be contacted without delay. 
The Board and the Manager must ensure that the physical environment at all times meets Health & Safety requirements in all respects and be alert to the potential for hazards to develop (e/g/ ripped carpet or flooring). Ref: Health & Safety Policy.
The risks: 
Accident
Illness
Intruder
Accidents
Special risks include behaviours that could result in a fall e.g. standing on a chair to reach a shelf; running downstairs;  carrying heavy items. Lone workers must attempt any unusual, high-risk, or dangerous activity.
They should look out for potential hazards e.g. items on the floor that could be tripped over; items that could fall or tip over, and take steps to remove these.
Illness
All lone workers should be medically fit for work.                                                                                 
 
 Intruders 
1.	If the main door is left unlocked there is a risk an intruder could secrete him/herself in the building, therefore the lone worker should always keep the main door locked.

2.	There is a risk when the main gate is open that an intruder may seek admittance on the pretence of legitimate business. The lone worker should on no account open the main door to anyone unknown or without adequate identification.
3.         Lone workers should not conduct in-person client meetings alone in the building outside of regular operational hours.

Training
All lone workers must be instructed in the procedures outlined above and confirm that they understand and will comply with the requirements.

PART TWO
Unaccompanied staff and volunteers visiting private homes
BRASS has a duty of care towards any unaccompanied staff visiting private homes to provide advice and support to clients, and to unaccompanied volunteers who visit private homes or other locations to provide English language tuition. 
This duty of care involves ensuring that individuals fulfilling work on behalf of BRASS are aware of precautions that they exercise due responsibility with regard to their own safety.
Staff should leave an entry in the staff diary recording the name and address of each family they are visiting and the approximate timescale. They should carry a mobile phone so that in the event of needing assistance they can contact the BRASS office 
during working hours, or the emergency services. If working outside office hours they should arrange a nominated contact person (colleague, family or friend) – as an ICE (In Case of Emergency contact) - on their mobile phone address book; it is also advisable to leave a note at home (or, if living alone, a friend or neighbour) of their intended whereabouts. 
It is not practicable for volunteer tutors to register their movements in the office diary, but they should exercise the other precautions in the above paragraph.
In the event of any anxieties or concerns developing when in a private home or other premises, staff and volunteers should leave the premises as soon as possible and report details to the office at the earliest opportunity.
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