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Personal Safety Guidelines (to be operated in conjunction with Locality’s Community Organiser Lone Working Policy January 2013)

· Always have a mobile phone charged and available
· Do not give your address or home/mobile phone numbers and do not contact clients on your home or personal mobile phone as they can then access your personal numbers. 

· Do not give your mobile phone to clients to use for any reason

· Visit in pairs where possible 

· ‘Buddy up’ : ensure there’s a colleague who knows where you are at all times when working in the community, with phone calls arranged if no contact for an agreed period of time

· Keep your personal items, purse/wallet, car keys, etc safe and secure 

· Ensure the venue is suitable for face-to-face sessions – visit first 

· Arrange for an appropriate adult to be present if a vulnerable adult is in the home or use a public setting

· Ensure that Greening Wingrove CIC, or a line manager, has a copy of your home visiting commitments and venues

· Give an emergency contact name and number to Greening Wingrove CIC 

· Carry Greening Wingrove CIC, or line manager’s, contact numbers with you at all times

· Keep a diary of each session – including brief notes of work covered, people present and any other appropriate information

· Compile your own risk assessment of each venue you use.

· Report any concerns to Greening Wingrove CIC as soon as possible
 Risk Assessment:  Home Visiting 
	Hazard 


	Risk involved 


	Control measures introduced to minimise risk
	Further action taken or recommended

	No adult present
	Risk of allegations

Danger of attack
	Staff  not to stay if appropriate  adult not present
	Record visit in log

Report to GW CIC /manager

	Aggressive Pet
	Bite to staff
	Tetanus injection

Hepatitis injections

Ask for animal to be in alternate room or outside 
	Report to police 

Use other premises  

Report in accident book

	Staff threatened in home
	No witness available

Threat may escalate into physical violence
	Staff to leave 

Report to GW CIC/ line manager

Seek medical advice if needed
	Report to police



	Staff ‘tricked’ into entering house and detained
	Threats / injury to staff
	Contact GW CIC/colleague/line manager if possible


	Report to police

	Unacceptable behaviour to/by members of family witnessed
	Involvement in family disputes

Risk of abuse/assault
	Leave premises


	Report to appropriate service, eg, police, social services

	Illegal substances visible 


	Interpreted as accepting/condoning use of substance
	Explain situation 

Leave premises

Inform GW CIC/ line manager
	Advice to client before next session 

	Theft of items from home visitor
	Loss of personal possessions
	Do not take valuable items or large amounts of money with you.  Explain situation to client; Inform GW CIC /line manager
	Report to police

	Involved in accident on route to/from venue
	No-one aware of accident
	Phone/contact team colleague or GW CIC/line manager as soon as possible


	Make reports (police, insurance, accident book)

	Additional/unforeseen  hazards:
	Be aware of possibility of unforeseen risks
	Insert details of risk and share with GW CIC/line manager and team colleague(s)
	Update Risk Assessment Form
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