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         Issue No. 1
	SERVICE:       
YOUTH SERVICE                                                                                              
	LOCATION:     DENIS HEALEY CENTRE
                           LS14 6RD

	ACTIVITY:     LONE WORKING AND CLOSING OF BUILDING AFTER YOUTH WORK SESSIONS

	Responsible Manager
	 Philip Spellacy 
	Signature
	
	Date
	 July 27

	Assessment by
	 Philip Spellacy
	Signature
	
	Date
	November 2011
	Review Date
	 April 2011

	What are the hazards?
	Who might

be harmed and how
	Evaluate the risks.

What are you already doing?


	What further action is necessary?
	Action

By

Whom?
	Action By When?
	Complete Y/N

(Date)

	Working in office / premises alone
	Lone Worker
	All staff made aware of, and instructed to familiarise themselves with and abide by the  Lone Working Procedures July 2011. 
Phone accessible at all times in case of an emergency.  Relevant phone numbers available.
Only workers that are authorised to do so, allowed in the building, following an induction

All entries into the building to be secured at all times.  Only to be opened by lone worker if s/he knows visitor is authorised to enter.
Lone worker to check all visitors ID  .
Worker needs to notify an appropriate person of their work schedule and whereabouts at all times, including expected time of leaving.


	Managers to ensure that procedures for logging staff whereabouts are adhered to.
Managers to ensure that all new staff are made aware of Lone Working Procedures.
Lone workers to be given a personal panic alarm and have it readily available as exiting
Worker to call appropriate person on exiting building and keep contact until safely away and in car/on bus
	Management
	On going
	

	What are the hazards?
	Who might

be harmed and how
	Evaluate the risks.

What are you already doing?


	What further action is necessary?
	Action

By

Whom?
	Action By When?
	Complete Y/N

(Date)

	Attack by dog or other animal on exiting building

	Staff may suffer from scratches / bites leading to shock or injury

	Employees instructed to comply with procedures for medical follow up after incident/attack. 

All staff made aware of, and instructed to familiarise themselves with and abide by the  Lone Working Procedures Dec 2010. 

Workers vehicle to be parked as near to the entrance as possible.

Main entrance and approach areas o be well lit during darkness.

Worker to be vigilant and check area before leaving building/vehicle.

Worker to have easy access to keys when entering building.

Worker needs to notify an appropriate person of their work schedule / whereabouts at all times, including expected time of leaving.

	Managers to ensure that procedures for logging staff whereabouts are adhered to.
Managers to ensure that all new staff are made aware of Lone Working Procedures.

Lone workers to be given a personal panic alarm. 

Feedback any incidents or issues to Manager and police when appropriate.

Complete any incidents or issues on the appropriate CF50/CF50A forms

Worker may need to go for further medical treatment

Lone worker exiting building to have personal panic alarm readily available

 
	Management

	On going
	

	What are the hazards?
	Who might

be harmed and how
	Evaluate the risks.

What are you already doing?


	What further action is necessary?
	Action

By

Whom?
	Action By When?
	Complete Y/N

(Date)

	Fire
	Staff may be exposed to fire leading to burns or smoke inhalation, or may be trapped in building

	Current fire risk assessment for the premises 

Fire Safety procedures in place inc fire drills
Fire safety induction provided for new staff

Regular  inspections carried out with remedial action taken as necessary
Adequate cleaning and disposal of waste takes place
Electrical safety procedures in place inc. PAT testing
Phone accessible at all times in case of an emergency.  Relevant phone numbers available.


	Ensure all staff are aware of and comply with safe working practices.

Ensure all fire doors are maintained and in good working order and are kept closed.

Worker to vacate building immediately and phone emergency services.

Worker to wait in well lit and secure area for emergency services
	Management
	On going
	

	Illness / accidents
	Staff may suffer accident or illness
	Staff instructed to follow local safety arrangements for working alone in the building.
Local security arrangements in place for locking / unlocking of premises
Phone accessible at all times in case of an emergency.  Relevant phone numbers available.
Worker needs to notify an appropriate person of their work schedule / whereabouts at all times, including expected time of leaving.
Avoid any activity that increases the risk of possible trips, slips and falls.
Worker to call emergency services and seek assistance if appropriate


	Managers to ensure that procedures for logging staff whereabouts are adhered to.
Managers to ensure that all new staff are made aware of Lone Working Procedures.
Lone workers to be given a personal panic alarm. 
Feedback any incidents or issues to Manager and police when appropriate.
Complete any incidents or issues on the appropriate CF50/CF50A forms

Worker may need to go for further medical treatment
	Management
	On going
	

	What are the hazards?
	Who might

be harmed and how
	Evaluate the risks.

What are you already doing?


	What further action is necessary?
	Action

By

Whom?
	Action By When?
	Complete Y/N

(Date)

	Poor lighting within environment
	All staff and visitors
	· External lighting on building continuously
· All issues regarding lighting to  be reported 
	· None at this stage

· None at this stage


	
	
	

	(Internal working)

extremes of weather conditions
	Employee, other building users and the general public from adverse weather conditions
	· Protective footwear is supplied where required

· Jackets provided

· Extra heating and light if necessary
	· None at this stage

· None at this stage
	
	
	

	Rudeness, threat, abuse to youth work staff 


	Staff may suffer verbal abuse and possibility assault from members of the youth groups and others.

 
	· Staff report all instances of abuse via Riddor/CF50 forms/Investigation

· Staff trained in working with young people

· Staff trained on how to deal with violence and aggression   

· Post Incident Help via Care First or Occupational Health

· Develop staff confidence   
· Staff are trained to avoid being patronising, to help create an equal balance of power between staff and young people.
· Call Police 999 or Redhall Security on 0113 214 3695 / 0113 263 4401
· Do not exit building until problems resolved and keep doors locked until assistance arrives                                                      
	· None at this stage

· Training for new starters

· Training for new starters

· Develop coping mechanisms
· Implement  adequate emergency procedure
	Training to be covered by management or suitable trainer 
	From day 1


	

	What are the hazards?
	Who might

be harmed and how
	Evaluate the risks.

What are you already doing?


	What further action is necessary?
	Action

By

Whom?
	Action By When?
	Complete Y/N

(Date)

	In effective/Poor Communication
	Staff  may be ill informed of  events  or operational issues
	· Weekly  meetings with the Senior Management team provide the opportunity for information to be cascaded down via the appropriate structure

· New Digital Radios 

· Effective use of staff Notice Boards
· Daily printed schedule to all staff
	· YWM to convene regular staff briefings

· Staff to monitor
	
	
	

	Physical Attacks when dealing with young people under the influence of dink or drugs


	Staff may suffer verbal abuse and possibility assault from members of the youth groups and others
	 Call Police 999 or Redhall Security on
0113 214 3695/0113 2634401

 Staff adopt a non-confrontational and non-judgmental approach to young people.             

Panic alarms situated throughout the building

CCTV and digital radios
RH1 Reporting Procedure                                                         
	· 
	
	
	

	Slips, trips and falls 
	Staff risk injury such as bruises

Or fractures

Trips over objects

Slips on spillages

Fall on wet floor


	· Good housekeeping 

· Use warning signs 

· Basic manual handling training 

· Reporting system for uneven surfaces
· CF50 forms

	· Training for new starters

· Interim Review at 3 months


	Training to be covered by centre manager or suitable trainer


	From day 1


	

	What are the hazards?
	Who might

be harmed and how
	Evaluate the risks.

What are you already doing?


	What further action is necessary?
	Action

By

Whom?
	Action By When?
	Complete Y/N

(Date)

	Strains and sprains


	Staff risk injuries such as back problems if they try to lift objects that are heavy, bulky or awkward to carry, e.g. 

tables and chairs etc


	· Basic manual handling training completed and recording

· Good housekeeping 

· Trolley wheels are available to move heavy loads and staff use them

· Staff not to move heavy goods whilst lone working
	· Training for new starters

· None at this stage 

· Manual Handling Risk Assessments


	
	From day 1


	

	Use of electrical equipment / 

Electrocution
	Staff risk electric shocks or burns from faulty electrical equipment or from the misuse of electrical appliances 


	· Pat testing of equipment

· Visual inspection of equipment before use

· Monthly and Quarterly recorded inspections

· Basic electrical awareness training completed and recorded
	· None at this stage

· None at this stage

· None at this stage

· Training for new starters


	Training to be covered by centre manager or suitable trainer


	From day 1


	













































