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1. Policy Statement

1.1. (Name organisation) is committed to the promotion of a safe working environment for all staff. Clear policies and procedures facilitate as safe a working environment as is reasonably possible for all staff working alone.
2. Purpose

2.1. To promote safe practice for lone working and to heighten staff awareness regarding safety issues and risk management. This includes 1-2-1 meetings, other on-site lone working and off-site lone working.
3. Scope
3.1. This policy applies to staff, volunteers and locum workers within (name of organisation).
3.2. This policy should be read in line with the Outreach Policy and the Accompanying Service Users Policy as well as Child Protection and Health and Safety Policies.
4. Glossary of Terms and Definitions

4.1. Lone working: all situations, either site based or on outreach when staff, in the fulfilment of their duties, seek to undertake communications with service users without the accompaniment of another staff member. 
4.2. Risk assessment: 
4.2.1. Formal, written structured assessment using (name form) and/or
4.2.2. A structured and documented discussion between manager and staff member to anticipate risk and plan responses, considering the following: service user’s relationship to the service, service user history, environmental factors, any other relevant factors.

5. Roles and Responsibilities
5.1. Manager: to ensure staff have adequate capacity and are sufficiently supported in line with this policy to undertake lone working in as safe a manner as possible.
5.2. Staff: to work within the procedures outlined in this policy.
6. Principles
6.1. (Name organisation) acknowledges that in the case of 1-2-1 work, lone working is a valuable and necessary facet of staff work. 
6.2. To ensure effective service provision to those in need of our service who are not in a position to attend (Name organisation), we will provide outreach services, which due to resource restrictions may/will involve lone-working outreach.
6.3. The safety of staff and service users is tantamount.  Where risk management cannot be effectively planned, lone working will not take place.
6.4. Where staff are lone working the organisation will ensure as much as possible that adequate safety precautions and practices are in place, as described in this policy.
6.5. Lone working carries increased responsibility for staff to make decisions without consultation with other team members. (Name organisation) will endeavour to ensure they have sufficient support, information and capacity to make decisions, and will support the autonomy of staff that are lone working.
6.6. If possible service users will be accommodated to work with someone of a preferred gender in cases where lone working is taking place.  Staff will assess risk, and respond taking into account staff safety and resource capacity.
7. Off-site meetings and outreach
7.1. Staff should endeavour to meet service users on site, but where this is not possible the provisions of this section should be observed / service users should be referred to an appropriate outreach service.
7.2. Staff can not work alone with a service user, outside of the building: this work must always be done in pairs or Staff may conduct lone working off site in the following circumstances;
7.2.1. 1-2-1 key working meetings in a public place (e.g. coffee shop)

7.2.2. 1-2-1 key working meetings in the service users home

7.2.3. Accompanying service users to appointments / meetings

7.2.4. Other

7.2.5. Other

7.3. If it is necessary for staff to meet with a service user off site on their own, this will be arranged in agreement with (name role). 
7.4. If staff feel uncomfortable meeting a certain service user alone, they must inform the manager of this and a second staff member will be made available to accompany them. If a second staff member can not be made available, the service user meeting can be postponed or held in a more suitable location, i.e. inside the workplace.  
7.5. Staff will only engage in lone working off-site if risks can be adequately assessed.  Where information is not available for risk assessment (i.e. new service users), the meeting will involve two members of staff or work will be conducted on-site.
7.6. Prior to undertaking off-site lone working staff will: 
7.6.1. Conduct a verbal risk assessment with a manager; this should include any risks previously identified with the individual service user/’s family or if the service user is not known to the service.
7.6.2. Ensure staff/management on duty have the name of the service user, the exact location of the appointment, an approximate start and end time of the appointment, as well as any issues flagged in risk assessment.  
7.6.3. Ensure the duty mobile phone / their mobile phone is fully-charged and sufficiently topped up. 

7.7. A number of precautions may be taken to support safer lone-working off site including:
7.7.1. Park car as close to the location as possible and in a brightly lit place.
7.7.2. Keep car keys and phone in an easily accessible place (e.g. pocket rather than handbag).
7.7.3. Wear suitable clothing and footwear to ensure capacity to leave risky situations quickly.
7.7.4. Ensure unblocked access to exits.

7.7.5. Ensure they ask if there is anyone else home or who will be arriving home during the course of the visit.

7.7.6. Staff will always carry panic alarms, and check that these are in working order.

7.7.7. Other
7.7.8. Other
7.8. While conducting lone-working off site staff will:

7.8.1. Follow provisions of this policy and the outreach policy.

7.8.2. Contact the (name role e.g. on-call manager / colleague) by text/call on arrival at destination, at [agreed intervals], and on leaving destination as described in 7.9.

7.8.3. If the service-user has in the company of others who were not scheduled to be in attendance / are not known to the service, staff can rearrange an appointment for a future date when the meeting can be conducted as initially agreed.
7.8.4. If the staff member feels in anyway threatened or unsafe, they should remove themselves from the situation, ending the intervention / meeting as politely and respectfully as possible.

7.8.5. In the event of an off-site meeting running overtime, responsibility falls on the individual staff member in question to let someone else on the team know that they are running overtime. 

7.9. If a member of staff has not contacted the office within half an hour of his/her agreed time then the following steps must be taken by colleague on duty / manager:
7.9.1. Call the member of staff on his/her mobile phone.
7.9.2. Contact the manager / on-call manager to inform them of the situation.
7.9.3. Send a minimum of two colleagues to check location.
7.9.4. Phone the Gardaí and ask for assistance.
7.9.5. Where there is no other staff members that can undertake any of these duties a guardian phone system will be used / local on-call management arrangements / other
8. Onsite Meetings
8.1. If dealing with an emotional or angry individual special attention should be made as to the safety of the environment. Assessment needs to be made as to whether the session is more appropriately conducted with two members of staff.  This should in the first instance be done by the member of staff and if unsure they should discuss with the manager.

8.2. When meeting with a service user, staff should always sit with a clear path to the exit, so they can leave quickly if necessary.

8.3. If at any time staff feel uncomfortable, they should trust their instincts and end the lone working interaction in a respectful way.

8.4. Staff should report any concerns they may have to the Manager as soon as is reasonable.
9. Out of Hours / Lone Working Shifts Procedures

9.1. Out of hours lone working in the building should only be undertaken when absolutely necessary and no other alternatives are available.  
9.2. Such occasions should always be agreed in advance with the manager. Where staff remaining on the building is unplanned, the manager / on-call manager should be made aware that someone is in the building and what time they will be leaving.
or
9.3. Out of hours lone working is a necessary part of service provision.  Lone working shifts are [days and times].

9.4. Trained safety personnel such as first aiders, may not be on hand to provide help should anyone get into difficulties. Consequently, special precautions have to be taken during out of hours working:
9.4.1. Only (name staff role) will work out of hours lone working shifts.
9.4.2. All staff / service users entering and leaving the building should sign the log in [name location].
9.4.3. Insert details and arrangements for contacting manager/ on-call manager / local arrangements in place.

9.4.4. Staff should always carry a phone for emergency phone calls.

9.4.5. Staff should ensure that they carry keys to the building and the office at all times.
9.4.6. Staff should ensure they conduct health and safety checks of the building as agreed with the manager.

9.4.7. Staff should ensure they are familiar with the risk management plan and safety plan as agreed by the team.
9.4.8. Staff should be equipped with manual warning devices e.g. panic alarms.

9.4.9. Any concerns or incidents not requiring immediate managerial response or gardai should be reported to the manager and recorded in the log book / incident reporting form as appropriate.
