MODEL LONE WORKING PROCEDURE
INTRODUCTION
The purpose of this procedure it to ensure that all staff who have occasion to work alone, either within the Practice, or when making home visits, or visits to any other organisation, are aware of basic safety procedures in order to minimise personal risk.
LONE WORKING PROCEDURE
1.
Lone Working Within a Practice
1.1      Staff working alone within a Practice during Practice hours should:
· Ensure that you are near to a telephone to call for help if needed.
· Ensure that keys are secured and not accessible to visitors.
· If you become anxious regarding your safety, you should call the Emergency Services for help.
· The incident should be reported to the relevant Manager as soon as practical after the event.
1.2.     When staff are working alone within a Practice outside Practice hours, as a matter of routine they should:
· Ensure that all windows and doors are secured to prevent unauthorised access, so that the working environment is as safe as possible.
· On leaving a Practice, ensure that all windows are closed and doors locked.
· If an incident occurs, you should follow the procedure as set out in 1.1.
2.        Lone Working Off Site
2.1      Staff working alone, away from a Practice must advise colleagues of the following:
Where you are going.
Who you are going to see.
A contact telephone number, if possible.
The time of the appointment.
The likely or estimated time of the visit.
The time when you are expected to return to the Practice.
If not returning to the Practice, the time and location of your next visit or
the time when you are due to arrive home.
       If involved in a car accident or breakdown, the Practice Manager
should be informed as well as the Emergency Services.
2.2
In addition staff should:
· Carry official identification on every visit.
· Carry an alternative means of communication if possible.
· Park as close as practical to the building you are visiting in a well lit position if possible.
2.3 When working alone, if you have any concerns regarding the safety of a particular home visit, you should either take a colleague with you, or rearrange it for a time when the risks can be minimised.
2.4 The "Buddy System"
When a staff member makes a visit late in the day, not intending to return to work, or where there is no-one in the Practice to check back with, they should employ the "Buddy System".
The "Buddy" can be a colleague, friend or family member, who has agreed to be contacted when the lone worker returns home. It is the responsibility of the staff member to identify and brief their "Buddy", and to contact them when they return home.
The "Buddy" should be provided with:
· The expected time of return.
· The telephone number of the Manager to contact if the staff member fails to return.
· The telephone number to contact if the Manager is not available.
· Where to find full details on the last visit made (as detailed in section 2.1 above).
If you decide to adopt the "Buddy System" it is your responsibility to make arrangements to set up your own "Buddy System" and inform your colleagues that the system is in operation.
It is the responsibility of the Manager to start enquiries if a staff member's whereabouts are not known.
