DAMASK COMMUNITY OUTREACH.
HEALTH AND SAFETY.
WORKING ALONE GUIDELINES.
1.0 INTRODUCTION.

1.1 Establishing a healthy and safe working environment for staff and volunteers who work alone can be different from organising the health and safety of other employees and volunteers. They should not be put at any more risk than others in Damask Community Outreach (Damask).

2.0 DEFINITION

2.1 Individuals are alone at work:-

· when they are completely on their own,
· when they cannot be seen or heard by another worker,
· when they cannot expect a visit from another worker for some time and/or

· where assistance is not readily available when needed.

2.2 Activities in Damask that involve working alone and can put staff and volunteers at risk are:-

· The Befriending Service (both in the client’s home and out and about).
· Advice Service (both in the office and in the client’s home).
· Youth activities—Lone working with young people under 18 must be avoided. Also see section 7.0.
3.0 DAMASK RESPONSIBILITIES.

3.1 Damask will ensure, as far as is reasonably practicable, the health, safety and welfare of its staff and volunteers with regard to situations where they are required to work alone.

3.2 Damask will arrange for appropriate training.

3.3 Damask will ensure that there is a clear point of contact.

3.4 Damask will monitor the position and obtain feed-back from staff and volunteers.

4.0 HOME VISITS (BEFRIENDING SERVICE AND ADVICE SERVICE).
4.1 Working alone often occurs in private homes where Damask has no control over the working environment and Damask volunteers could encounter unpredictable client behaviour. Risks could include assault or verbal abuse or accusation of theft.

4.2 Lone workers should not be put at more risk than anyone else in Damask. They should be trained to adequately assess any risks and take the necessary precautions in these situations.

5.0 GUIDELINES.

The health and safety of Damask volunteers who visit someone in their home is of paramount importance to the Management Committee and the following guidelines should be followed at all times.

5.1 General
· Advise the client of the date and time of the intended visit.
· The Volunteer, if possible, should advise a family member in relation to where they are visiting. 

· The Programme Leader should have a list of mobile telephone numbers for volunteers who do home visits.
· Volunteers should have their mobile phones with them in case contact is required with the Programme Leader or the Emergency Services.
5.2 On arrival volunteers should:-
· Use their discretion when entering the property if the person they are calling to visit is not immediately available, even though an appointment may have been made ( it may be that a relative answers the door and invites the volunteer to wait a few moments for the client’s return).
· only enter when invited to do so,

· follow the occupant in when entering,

· ask for dogs, if any, to be put in another room before going in,

· on entry, check how the door locks,

· be aware of the surroundings and exit route. 

5.3 During the visit volunteers should:-

· as far as possible try to meet with the client in their living area,

· not wander about the property,

· use their discretion in relation to disclosing their telephone number or home address.

5.4 When visiting, volunteers should trust their instinct and if they feel that something is not quite right or they are in any doubt about their safety they should leave and report this to the Programme leader.

5.5 Emergencies

If a volunteer identifies an emergency situation in a client’s home then contact should be made with the appropriate emergency service as soon as possible.
6.0 OTHER ISSUES.

6.1 A window has been provided in the door of the Advice Service office and this should be kept clear at all times to allow the worker to be clearly visible.

6.2 A panic button has been installed in the Advice Service office and this allows the Advice Service worker to alert the person on reception duties in the Coffee Bar if necessary. On hearing the alarm the person on reception will immediately look through the glass window and then open the door slightly without entering. The Advice Service worker will indicate if he/she is okay, otherwise the person on reception will immediately call 999 or other help as appropriate.
6.3 On occasions Advice Service workers will be requested to accompany clients to medicals or appeals. It is Damask policy that public transport should be used or the Advice Service worker should meet them at the medical/appeal venue. 
6.4 When taking a client (Befriending Service) away from their home environment the Damask “Driving Guidelines” should be adhered to.

7.0 YOUTH ACTIVITIES.

7.1 Damask follows the IMYC Guidelines regarding numbers of Youth Workers and Damask does not run programmes where the Youth Worker is the only leader.
7.2 After a Youth activity, whenever a young person has not been picked up, two leaders will be required to wait until the parent/guardian arrives. It is Damask policy not to leave any leader on a one to one basis.
7.3 Sometimes it is necessary for the Youth Leader in Charge to meet with other leaders on a one to one basis. It is recommended that, where possible, this should happen in a public place such as a café.

7.4 The Leader in Charge of Youth activities, away from the Seymour Street Methodist Church base, should have a First-aid kit.
8.0 ACCIDENT.

8.1 In the event of an accident occurring when carrying out Damask activities, both on and off the premises, the details should be reported to the Line Manager/ Programme Leader and recorded as soon as possible in the Damask Accident Book (see also Section C paragraph 1.2 et seq. of the Health and Safety Policy for Damask).
9.0 OTHER POLICIES/GUIDELINES.

9.1 These Guidelines should be read in conjunction with the Damask “Health and Safety Policy”, “Driving Guidelines” and “Guidelines for Damask Befrienders”.

10.0 REVIEW OF GUIDELINES.

10.1 The Guidelines will be reviewed annually to take account of changes in the nature, activities and extent of the activities carried out in Damask.
Signed on behalf of Damask Community Outreach
JH BAIRD

-------------

HAROLD BAIRD

CHAIRPERSON

DATE:   JANUARY 2015.

PAGE  
1

