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Youth Offending Service 
Home Visit/Lone Working Procedure
Lone workers are those who work by themselves without close or direct supervision.  Although there are no legal restrictions to working alone, lone workers may be at greater risk than other employees because of the nature of their work arrangements. 
Lone workers can be located within a workplace premises or away from the workplace.  
Within YOS the main lone workers are: 

· Staff working in the community at different centres 
· Staff specifically undertaking Reparation/Unpaid Work or JAC at different centres/sites 
· Staff  working in family homes on a announced or unannounced contact 

· Staff working alone in premises including Court when young people are remanded into the Local Authority Care 
What are the risks to lone Workers? 

· They may work at unusual hours, including late at night and weekends
· They may be at increased risk of exposed violent or aggressive behaviours and other community risks

· They may engage in manual handling activities without assistance 
· Working with young people with tools and equipment as part of Reparation/Unpaid work or JAC interventions 

· All staff are at risk of Allegations 
· There may be limited availability of standby assistance during potentially risky procedures

Some members of staff may be particularly vulnerable and at higher risk when working alone, in this circumstance a risk assessment will be completed jointly with their manager.
A worker who will be engaging in the above lone working activities will need to comply with the agreed procedures.

Lone Working Procedures
Lone workers must identify their named manager of the team, to be the one who they remain in correspondence with for the duration of the contact

Mobile contact numbers for the following managers are as follows;

Matthew Knights 
07773201793 

Jonathan Grant       07790911688
Trevor Stephenson 
07970208356

Karen Livingstone    07813 343409

The lone worker is responsible for ensuring all the details of their contact are correct and up to date on their outlook calendar for their named manager or any other manager/staff to view at any time. 
If the named manager is not available then it is also the responsibility of the manager to inform the staff member who the next available manager should be, for them to make contact with and who to contact if any issues arise.  

Staff to ensure all their emergency contact details on Oracle and on YOS Mobile Telephone numbers list are updated. 
Prior to the contact 
· The lone worker undertaking the contact should check Childview /Asset Plus/Social Care system to clarify whether any areas of risk concern that are highlighted regarding the address or the family in question.
·  The Lone worker to complete a 141 form and send to YOS Police officer to check address. (These only need to be completed on initial visit)
· Any issues of safety that may arise must be discussed with the manager before undertaking further contact.  

· From this information the manager and staff member will consider whether this contact should go ahead or whether further measures should be implemented before it is safe to undertake this contact (such as joining with another member of staff or with the YOS police officer). 

· Mobile phones to be fully charged and switched on and must not be on silent.
· Lone worker to ensure that they have all relevant ID / documentation / information / resources needed for contact.
·  All Home Visits needs to be logged in the YOS Home Visit and Staff members calendars and ensure that the Home visit schedule document is attached in the details of the calendar contact. (See attached) 
· If appointments change during the week, it is the responsibility of the staff member to alter them on the electronic calendars. 

Arrival at a contact
· On approaching your destination select your parking spot carefully and position for a quick exit. 
· Check the setting prior to entering, if uncertain about anything unusual either about the premises you are entering or the local environment DO NOT PROCEED – however, if you identify there is an immediate danger call 999.
· If the lone worker is aware of any pets within the premises who could pose a threat, they should request that the owner secure these in another area of the premises.
After the Contact
· The lone worker must phone their supervising manager after each lone contact has been completed and ensure the supervising manager knows if you are running early / late from your contact.
· Report any accident/incidents/near misses to your manager . The worker will complete an (AIR) Accident Incident Report form online and a full risk assessment review must be undertaken by the manager (forms on the intranet).
Safety protocol
In situations where the lone worker feels intimidated and/or in need of support, they will use the following safety protocol:-
· All team members within the YOS Service should be made aware of the emergency call for help words ‘I NEED INFORMATION FOR THE PURPLE FOLDER’ at their induction and should also be aware of “SAFE EXITS”, not allowing themselves to be placed at risk by these being blocked.

· If lone workers are in a situation of danger and require back up, they must where possible leave the premises, contact 999 if appropriate and notify their manger.  
· Alternatively, if it is not possible to leave the premises safely, they must contact their named manager/office and say the emergency call for help words ‘ I NEED INFORMATION FOR THE PURPLE FOLDER’  
· Whoever receives the call for help on hearing the safety words ‘I NEED  INFORMATION FOR THE PURPLE FOLDER’
This will prompt a set of safety questions from the Manager:-
· Do you need the police?
· If not, do you need someone to come and get you?
· Are you still at the location you have identified?

The supervising manager will then follow the responses accordingly but will ALWAYS notify the next level line manager of the situation. If the lone worker is not able to be contacted following this process, the police should be alerted immediately.
Procedure for supervising manager to follow  -if a lone worker does not phone in

If supervising manager does not receive a phone call from the lone worker by 10 minutes after completion of the contact, the supervising manager should establish the workers whereabouts by the following means:

· Phoning the lone workers mobile and/or home phone (if end of day)

· Phoning a colleague who may know of the workers whereabouts

· Phoning the home/location that the worker is contacting

· Phoning the strategic/main manager

· Phoning the workers emergency contacts

· Phoning the police if there is enough evidence for concern and follow police direction
Weekend contact process:
· Designated manager to ensure they have all the contact visit details.
· Lone worker to call designated manager prior to commencing the contact.
· Designated manager will clarify how long the lone worker will be at the contact.

· Lone worker to call the designated manager back at the time agreed for ending of the contact.
· The designated manger will then follow the procedure above ‘if a worker does not phone in’ as agreed.
Corporate Health and Safety Standard:
· Working from home, working at home and home-working  
· Lone working Risk Control Checklist

· Lone Working & Violence – Code of Practice - Reference Number: 
Related Guidance and further information:
· Reparation/Unpaid Work  – Guidance for Reparation Staff on site 
Date of Review ……… …………August 2018…………………………..

Youth Offending Service 
Inputting Home Contact onto YOS Home Visit Calendar
Personal calendar

1. Input only basic details onto your personal calendar. Do not use Young person/family full details and use the following example descriptions as in the location field:

· Announced Home Contact
· Unannounced Home Contact
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How to add to the YOS Home Visits Calender

To down load the calendar initially- Go to Open Calendar, from the search add: 

 YOS Home Visit Calendar 
Choose select and click ok.

2. Open up YOS Home Visits Calendar, (this will be shared with you) and copy visit over to Staff member Calendar (Left click on mouse and drag to new calendar). This should create a duplicate version.
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3. Go to the Insert Tab and ‘Attach file’ to enable Home Visit scheduled to be attached. 
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4. Amend Home Visit Calendar to Show Full Details of Visit and Categorise 
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5. Save and Close – final look of calendar, should show full details in YOS Home Visit contact calendar only.
6. Telephone contact should be made at completion of visit to ensure your safety.

7. Follow the Lone working procedure in conjunction with the visits calendar.
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