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	Employers have a legal duty of care:
· Section 2(1) of the Health & Safety at Work Act (1974)
· Management of Health & Safety at Work Regulations (1992)

Personal Safety Checklist:
· Inform your colleagues of your whereabouts and estimated arrival and departure times – complete online diary and notice boards in office
· Inform colleagues if your plans change
· If meeting individuals on your own, check and seek to validate their credentials beforehand
· Ensure you can be contacted – your mobile number to be given to colleagues
· If you fail to return at/or shortly after the given time and have not contacted colleagues to say that you have been delayed then you should expect colleagues to contact you.  Your mobile phone must not be switched off
· If calling a colleague to check that they are safe having failed to return at the appointed time you must speak to them i.e. if you use a landline do not accept an assurance from the person that your colleague is visiting that they are alright
· When working alone try to use the safest route to the destination and try to park in a safe place
· If in the course of your journey you are flashed to stop by an unmarked 'police car' then be aware that the law entitles you to drive to a safe place before stopping the vehicle.  If in doubt call 999 to check the authenticity of the unmarked vehicle

Working Safely in other People’s Homes:
Managing Risks:

Step 1: Assess your Clients – Gather as much background information as possible before visiting a new client.  Check what records are available to you. 

Wherever possible confirm all the details given to you with another source.

Step 2: Assess your Risks – Stick to safe procedures.  If you have to/or are going alone make sure colleagues know where you are going and leave a contact number.  Make clear arrangements with the person you are visiting and agree a time when you will arrive and leave. 

Have a ‘check-in’ system when you arrive and call colleagues when you leave if this is appropriate.

Travel safely – avoid out of hours appointments if possible and go in daylight where possible.  However be prepared to visit out of hours.

Step 3: Putting Safety into Practice – Keep safety at the top of your agenda.  Consider the clients point of view, remember you are the visitor, be open and reassuring, show your ID and say why you are there.  Always wait to be invited in.  Once you are inside let them lead the way, check how the door locks and choose the seat nearest the door if possible.  Take care with sensitive documents you may not want the individual to see.  Ask for dogs and other animals to be put in another room.

Step 4: If you feel uneasy then make your excuses and leave - you can always arrange another visit.

Reference:
The Suzy Lamplugh Trust
www.educare.co.uk/learningwitheducare
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This procedure/guidance/policy is reviewed by the Management Team or their delegate in consultation with staff, where appropriate, following changes in legislation, good practice guidelines or as is deemed appropriate.

Staff are invited to comment and any recommendations for change/improvement should be in writing to the Senior Admin Officer at the Business Centre who will liaise with the Senior Manager who has authorised release of this document – see control box, front sheet.
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