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General good practice:
· It is your responsibility to trust your instincts, be familiar with good practice, follow guidelines and not put yourself at unnecessary risk. All staff members should be aware of the Hywel Dda Lone Working Policy. 

· The generic lone working risk assessments cover all day-to-day situations if these guidelines are adhered to, however if significant risk has been identified the staff member must complete an individual risk assessment and discuss with their line manager prior to seeing the client. 

· Referral forms to include information on whether there are any known safety / security risks. Staff member to gather more information if deemed necessary. 

· All staff members should have a designated buddy. It is the responsibility of all staff members to arrange their own buddy system, ensuring that they are covered at all times. 

· All staff members to maintain their online calendar / central diary with client name / setting and contact number for each visit / appointment and an indication of time. 

· Mobile phones should always be switched on and fully charged and accessible at all times. Phones should always be audible so that the staff member is always contactable. Phone calls do not have to be answer if with a client unless it is your designated buddy.
 
· All staff are responsible for keeping their contact details up-to-date.

· Always assess the environment that you are working in, be aware of exits and hazards. If possible position yourself close to the door. 

· If you are concerned for your safety during a visit / appointment try to exit safely by making an excuse such as ‘I just need to get something from the car / another room’. If you are unable to exit safely contact your buddy, or if you are unable to get hold of them any other colleague and note something about a ‘green folder’ which will alert your colleague to keep phoning you until all clear. If you note something about a ‘red folder’ it will alert your colleague to contact 999.  

· Report any concerns, including near misses, verbal or physical abuse to your line manager on return, and record on Datix if deemed necessary, so that this information can be shared with team members.



Home visits:
· Home visits should only be carried out if there is a clear rational for doing so. 

· Check in with your buddy at the start of your first visit, noting your plans for the day and check out at the end of your last visit.  

· No lone home visiting after dark or outside of office hours. 

· Park in the direction of exit to enable a quick getaway if necessary. 

· Have your car keys easily accessible at all times during visits.

· Ideally do not remove your shoes during visits unless requested or there are cultural reasons for doing so. 

· If doors are locked as you enter a home be aware of how they are locked and where any keys are placed. 

Clinical settings:
· Adhere to the points in the general guidelines.

· Try to keep appointments within times when other staff are in the building.

· If you are in clinic seeing clients and are isolated, use the buddy system. 

· If you are the last to leave a building / department ensure that you are informed when other staff leave the building and notify you that you are responsible for locking up. 

· If you are working on your own in a building / department ensure that outer doors are locked where possible. 

Buddy guidelines:
· If you become concerned about your buddy, try to contact them on their mobile. 

· If you are unable to get hold of them check their online calendar / office diary and contact their last visit working backwards until you locate the last person to have seen them. 

· If the patient reports that the staff member is in their home ask to speak to them to ‘give them a message’. 

· If it is suspected that the staff member has gone home try contacting them on their home phone number or their registered emergency contact. 

· If it is not possible to contact a staff member a senior member of staff should be notified.
 
· If there is genuine concern regarding a staff members’ wellbeing then contact the police missing person’s services on 101.  

· If there is concern regarding the staff members immediate safety ring the police on 999, the caller will need to explain why they think their colleague is in such danger. 
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	Buddy Lone Working Procedures:
· If you become concerned about your buddy, try to contact them on their mobile. 
· If you are unable to get hold of them check their online calendar / office diary and contact their last visit working backwards until you locate the last person to have seen them. 
· If the patient reports that the staff member is in their home ask to speak to them to ‘give them a message’. 
· If it is suspected that the staff member has gone home try contacting them on their home phone number or their registered emergency contact. 
· If it is not possible to contact a staff member a senior member of staff should be notified. 
· If there is genuine concern regarding a staff members’ wellbeing then contact the police missing person’s services on 101.  
· If there is concern regarding the staff members immediate safety ring the police on 999, the caller will need to explain why they think their colleague is in such danger. 
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