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1. Introduction

1.1
This policy sets out the duties and requirements of PTIUK employees and volunteers whilst engaging in community based and lone working situations as part of their role. 
1.2
With outreach and community work it is recognised that employees and volunteers have to work alone at times. PTIUK recognises there is increased risk to the health and safety of staff whilst engaged in lone working. There is no legal prohibition on working alone but like all employees, PTIUK has a duty to implement safe working arrangements as outlined in the Health and Safety at Work Act 1974 and the Management of Health and Safety at Work Regulations 1999.
1.3
PTIUK is committed to ensuring a safe working environment for all employees, contractors and volunteers as well as safeguarding our service users. As such this policy should be read in conjunction with other relevant PTIUK policies e.g. Safeguarding Children and Young Adults.
2. Scope
2.1
This policy is for all PTIUK employees and volunteers. Lone working is a common expectation of PTIUK staff as such all staff and employees will be given instruction, training and supervision in safe lone working practices as part of their induction process and through ongoing guidance and support.
3. Legal requirements
3.1
Relevant legislation:
· Health and Safety at Work etc Act, 1974
· Management of Health and Safety at Work Regulations, 1999
· Care Act, 2014
· Working Together to Safeguard Children, 2015
4. Definitions
4.1
Lone working - a lone worker is an individual who spends of their working hours working alone. This may occur during normal working hours at an isolated location within the normal workplace, properties or community, or alternatively when working outside normal business hours as part of PTIUK’s duty system or as part of agreed works.
4.2
Community work – work completed by PTIUK employees and volunteers that are external to PTIUK staff areas such as third party organisation offices, residential properties and community spaces.
5. Organisational responsibilities
5.1
Directors: responsible
5.2 Service Manager / Designated Safeguarding Lead: responsible 
5.3 Business Support Manager: responsible 

5.4 Line Mangers (Deputy Safeguarding Leads) – ensuring good training and compliance around lone working from staffing team
5.5 Frontline Staff (and maintenance staff) – acknowledgement and compliance

6. Procedure
6.1 General Communication / Placement Guidance
6.1.1
Staff are expected to carry their work phone with them at all times, for it to be accessible and keep it charged sufficiently. Staff should avoid entering low signal areas where possible and failing that, agree with a manager a reconnection time.
6.1.2
Staff should report non-operational or lost phones as soon as possible and remain stationed at the office until issued a replacement.
6.1.3
When staff begin work each day they are required to start at their designated office space or property unless otherwise agreed with their manager in advance. If starting elsewhere this location should be suitably risk assessed for lone working hazards. Staff are expected to sign-in via call, text or other agreed communication with their line manager at start of shift.
6.1.4
If staff anticipate finishing their working day outside of a designated office space they are required, in conjunction with their line manager, to determine that this exit point is safe and suitable.
6.1.5
Staff are expected to conform to the diary system provided and ensure their anticipated movements are suitably logged and communicated to their line manager. Any deviation is to be agreed with their line manager before commencement.
6.1.6
When moving to, or from, appointments staff should check-in / check-out with their line manager via text or call. The content of the message should clearly convey which location they are at, their next destination and route. The worker should also inform their line manager of when they expect to be finished. If the line manager or member of staff supporting the worker has not heard back by this time, they should call the lone worker to check that they are OK.
6.1.7
PTIUK staff are expected to have their PTIUK I.D badge visible and in easy reach whilst at work.
6.1.8
PTIUK staff should carry their personal protection alarm and ensure they are accessible. Although this will only be effective when help is within hearing distance, sometimes the piercing sound can act as a deterrent to an attacker and allow easier escape in otherwise restricted places or situations. 
6.1.9
When alone, keep the alarm accessible but hidden. Staff should check their alarm once a week to ensure they are operational. Staff should report faulty units straight away to their line manager. Staff will have training as to their functionality and usage prior to being issued.
6.1.10
Staff must check with their manager before any travel with service users. Usually staff are not permitted to travel with service users in their own cars unless they have business insurance, and then such trips need to be planned and agreed ahead of time by the line manager. Where appropriate a taxi or public transport may be preferable, fares will be reimbursed. 
6.1.11
If you agree to support a staff member that is engaging in lone working, ensure there is no ambiguity in your understanding of where they are, who they are with, why they are there, how long they plan to be there, the rationale for being there and the details of the plan agreed between the two of you. When you are supporting a member of staff who is lone working, ensure that your phone is on and with you at all times. If necessary, during a meeting the phone can be on silent but should always remain visible to see any urgent messages.
6.2 At Risk / Emergency Communication Guidance 

6.2.1
In situations where staff feel uncomfortable, threatened or at risk they are to immediately leave the area and seek a suitable and agreed point of safety as determined by their safety plan. Staff should update their line manager as to where they are going, the route and a brief outline of the situation that precipitated exit. Staff should stay in constant communication until safe.
6.2.2
PTIUK operate an emergency communication protocol to alert other staff to a situation where staff feel a) at risk or threatened and/or b) unable to safely leave – that requires a police response.
6.2.3
If the above applies PTIUK staff are expected to call/message their line manage or the person supporting them stating the following phrase

“I’m at (name of PTIUK house / area) cancel my meetings on the 4th floor”
If you have limited time, the message ‘4th floor’ or even ‘4th’ can be used.
6.2.4
PTIUK staff receiving this call are expected to contact the police and provide as much detail as possible including names, locations and relevant risks posed (see: Confidentiality & Data Protection Policy). They are then expected to either stay on the line or call back to the member of staff ensuring they say:

“The meeting has been cancelled”
6.3 Lone Working Risk Assessment and Safety Planning

6.3.1
Risks are constantly changing and it is the responsibility of staff to not place themselves into positions that are, or could readily evolve into, dangerous situations. Staff should always be aware of the circumstances such as:

· The environment – location, security, access, weather, lighting, debris (see: Health and Safety Policy)

· The context – nature of the task, duration of task, framing of works

· The people – PTIUK staff, Young People, other professionals, community members,

· The history – any previous incidents in similar situations.


If ever in any doubt staff should remove themselves from situation, return to a designated point of safety and consult with line management.

6.3.2
All PTIUK clients undergo an intensive risk assessment process before beginning placement. This is subject to a one month, three month, six month and incident review. It is the duty of line managers to accurately and speedily inform staff of any risk factors before they engage any young people in works, a lone or otherwise.
6.3.3
Where risks have been identified that would pose a risk during lone working PTIUK managers have a duty to put suitable and appropriate safeguards in place to ensure the wellbeing of staff and young people. This could include:

· Check in/ check out calls
· Pre-meeting planning and time scales.

· Designated working areas and no-go zones

· Secondary staff being present or accessible

· Suitable boundaries and deterrents

· Meeting Agreements

· Task/objective lists

6.3.4
If you are in the office/community/outreach alone, discuss with the line manager an appropriate strategy for summoning help. This could be having the mobile phone number of the manager or agreeing with another member of staff that they will call you on a regular basis during periods when you are likely to be working on your own.
6.3.5
Whilst working in the community ensure that you have information about the safety of the areas you are going to and the routes you are planning on taking. If you are travelling to a location that you have not visited before, agree appropriate measures with your Line Manager e.g. going with a colleague, not travelling in the dark, consulting someone who knows the area.
6.4  
Office spaces
6.4.1
Pathways staff are primarily based in a dedicated office environment as part of a team. At times staff may be alone in the office at short notice. Staff are expected to be aware of the building safety requirements including fire safety and building sign-in processes. This is completed via initial site training and regular top-up.

6.4.2
Staff meeting with young people in an office space should conduct the meeting in such a way as to be observable and audible to other staff whilst preserving confidentiality requirements as needed. 
6.4.3
Staff are encouraged to use confidential spaces at designated offices and ensure that other staff are aware the purpose of the meeting, the attendees, the anticipated length and any potential issues. Staff should agree check-ins with the team at set intervals. Staff should always plan to be observable via open doors and/or windows – if you must keep the door closed for privacy, always make sure that it is unlocked. You should sit by the door and check there are no obstructions if required to exit.

6.5
PTIUK residential properties
6.5.1
Staff will often see young people at PTIUK properties, whilst the vast majority of these pass without incident you must always be aware of the potential risks.
6.5.2
PTIUK staff will be given a full debrief of each property as part of training and be regularly updated as to developing issues. This will include any internal or external hazards and their risk assessment, which will inform lone working arrangements. Staff should be aware of the exits and entrances to the property as well as the internal layout. This will be completed during induction.

6.5.3
Where you do not know the young person, never arrange a home visit unless accompanied by a colleague. If at all possible you should always arrange initial visits in the PTIUK office or in the offices of another agency (e.g. a youth club, café or training provider's premises). Even when you know the service user only visit at home on your own if you feel comfortable doing so.
6.6
Bedrooms


6.6.1
Bedrooms – staff should never enter the bedrooms of young people unless there are significant welfare concerns or if entry has been agreed with the young person in advance for designated workers to carry our repair works – see Bedroom Check Policy. 
6.6.2
If there is an immediate welfare need requiring entry into the bedroom space then this should be completed in conjunction with other present PTIUK staff or suitable professional (police, paramedic etc). 

6.6.3
If another professional cannot be present staff should contact their manager and agree the terms of entry into the bedroom. Staff should be explicit about the rationale for entry, the objectives to achieve, the location of room, the house, additional concern/factors and the steps that will be taken to leave the situation.
6.6.4
Staff should remain on the phone to their line manager whilst entering the room until their works are completed.

6.6.5
Staff should never leave the immediate entry way of the bedroom unless specifically directed to by the line manager.

6.6.6
Staff should never let a young person, furniture or other obstacles come between them and an exit.
6.7
Non-PTIUK controlled areas
6.7.1
If the outreach activity in which you are engaged involves working in another agency's premises, familiarise yourself with their safety procedures before you start and be aware of who is working there. Check if there is a written contract for joint working arrangements. Be aware of your immediate surroundings and environment. Never work on your own in the premises of another agency.
6.7.2
At times PTIUK staff may engage in lone working at the properties of young people that are not controlled by PTIUK. Such locations may be foster placements, hostels and private residencies.
6.7.3
All requirements of 6.4.2 are applicable to this section.
6.7.4
PTIUK staff are expected to accurately risk assess the environment they are entering and ensure they are aware of their responsibilities to remain safe.

Relevant Guidance on Lone Working

https://learning.nspcc.org.uk/safeguarding-child-protection/lone-working#heading-top
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