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1. Rationale
Chilli Studios will ensure, so far as reasonably practicable, that employee’s personal safety is maintained at work. While it is impossible to eliminate risk, several steps can be taken to increase employee safety. This policy outlines employer and employee responsibility in this regard and highlights the crucial roles of communication, co-ordination and co-operation.

2. Safety Features

The following features are fundamental to maintaining personal safety at work:

2.1 “Buddy Working” i.e. at least two staff (employed and/or sessional but excluding volunteers) should be present in the studio during hours of operation. Additionally, at least one person should know the whereabouts and workloads of colleagues, in the event of working alone or without direct supervision and should be contactable or available to them.

2.2 A secure working environment (internal & external)

2.3 Structured means of communication

2.4 Post incident support / debriefing

2.5 Information, instruction and training

2.6 Sufficient supervision

3. People at Risk

3.1 Employees working alone

3.2 Employees travelling on Chilli Studios business

3.3 Visitors
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4. Hazards
4.1 Violence (Physical or Verbal)

4.2 Illness or accidental injury

4.3 Personal loss or theft of personal property

4.4 Intruders

5. Control Measures

5.1 Employees working alone

5.1.1 Context

All Chilli Studios employees work in teams but may have occasion to work without direct and immediate contact with colleagues. This may occur as a result of:

• Being the only staff member in the building

• Engaging in activities with service users in the community

• Travelling from building to building on Chilli Studios business

5.1.2 Employer / Managerial responsibilities
Managers and staff in supervisory positions must ensure that all staff are foremost ‘buddy working’; and in the rare instance this is not possible, are capable of working alone safely i.e. they have sufficient induction, experience and information.

Employees must have a means communication for times of emergency and general communications.

Managers must put systems in place to ensure staff are aware of when working alone is inappropriate or unsafe.



5.1.3 Employee Responsibilities
· Employees working alone or without direct supervision must inform colleagues of their whereabouts (e.g. verbally, in writing, using whiteboards, diary, in-out boards etc.) In particular it is important that when leaving their bases they inform colleagues of; where they are going, who they are going with, who they are meeting and likely return time.

· Employees must maintain regular contact with colleagues.

· Employees must be aware of and apply safety provisions e.g. training, communication systems (mobile phones, staff call systems, personal alarms).
· Employees should communicate their whereabouts at regular intervals e.g. where they are going, who they are meeting, when they have left that location and are going on to another and so on.

5.2 Employees travelling on Chilli Studios Business
· Employees travelling in a car should keep doors locked (unless travelling on a motorway) and keep windows closed in busy areas.
· Any valuables should be kept out of sight.
· When parking in the hours of darkness, employees should park in a well-lit and busy area, when parking in daylight, they should consider what the area will be like in the dark
· Employees must have some form of communication device e.g. mobile phone (do not use a mobile
phone whilst driving or even when parked with engine running. Pull over to a safe place and switch off engine).
· Employees should carry spare change or change card for public phone muse in emergency.
· When walking ensure you know a safe route, look confident and not as though you are lost. Keep valuables in inside pockets. Ensure bags are closed and carry them close to your body.



5.3 Visitors
As far is reasonably practicable, Chilli Studios will ensure their building and surrounding grounds (e.g. car parks etc.) are well maintained and well lit, to prevent any injury or loss.

Chilli Studios will endeavor to ensure visitors are aware of any potential hazards within their premises.

6. Local Procedures

Each Chilli Studios location must have written local procedures detailing how the above policy is to be followed.
7. Induction and Training

This policy and related procedures must be covered in the induction of new employees (i.e. during both “at- work” and organisational induction).

8. Important Reading
Ensure the safety of lone workers: Health, Safety, Premises Guidebook Business Link 2011

Personal Safety at Work: The Suzy Lamplugh Trust: London 2003

Positive Risk Taking: An Organisational Approach. Mental Health Concern 2009

Working Alone: Health and Safety Guidance on the risk of lone working HSE 2009
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