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This section should be read in conjunction with the CSF Personal Safety procedure and guidance on violence and aggression 
1.0
INTRODUCTION
1.1
These guidelines have been produced to cover a wide range of situations in 
which staff within Education may find themselves from time to time.  Each 
section raises the main issues and identifies a range of measures, which 
could be put in place to reduce the risk to the personal safety of the staff 
concerned. 

1.2
As this section relates to ‘personal’ safety many of the considerations are 
directed to the individual. It is important that all staff have read and 
understood this section.

1.3
In each section there is reference to the need to carry out a risk assessment 
in any situation where there is the potential for staff to be at risk.  It is worth 
stressing that:

	IF THE RESULT OF THE RISK ASSESSMENT IS THAT THERE IS A HIGH LEVEL OF RISK THE ACTIVITY SHOULD NOT BE UNDERTAKEN UNTIL APPROPRIATE CONTROL MEASURES HAVE BEEN IMPLEMENTED. 


1.4
It is recommended that any member of staff who works or travels alone as 
part of their duties should also receive personal safety training.

2.0
WORKING ALONE ON THE PREMISES
2.1
Most instances of attacks on staff whilst lone-working can be attributed to    

           poor risk assessment. Wherever possible staff should be discouraged from 
remaining alone on the premises and should only be done in exceptional 
circumstances in agreement with the head teacher or manager. 
2.2
In these circumstances it is important that all is done to consider the 
implications of this in order to decide whether it is appropriate, and what 
measures need to be in place to ensure that staff will be safe. Wherever 
possible, these judgements should be made in advance when planning the 
activity or work programme. There will be times when this is not possible, and 
it is still important to consider the basic issues.

2.3
When undertaking a risk assessment the following should be taken into 
consideration:

· how secure is the building?

· who knows you are there?

· how would you summon help if you needed it? 

· are the tasks being undertaken hazardous? 

· how will you leave the building safely?

2.4
Some control measures that should be considered are:

· assessing if it is appropriate for you to carry out the tasks on your own;

· ensuring there is the means to summon assistance readily to hand;

· ensuring that you know the appropriate emergency numbers;

· letting someone (e.g. at home) know when you plan to leave and when they should expect you;

· making sure you have a well lit route out of your workplace and in the car park.

All individuals will need to:

· try to anticipate situations where they may be working alone in a building;

· co-operate with their manager in undertaking a risk assessment;

· ensure that they comply with the requirements identified by the risk assessment.

All Headteachers/Managers should:

· anticipate the circumstances under which any of their staff will be working alone in a building and, preferably, consider if there are suitable alternatives;

· undertake an assessment of the risks involved;

· identify measures which will ensure a low level of risk;

· take the necessary action required by the risk assessment;

· ensure that all relevant staff are aware of the requirements identified by the risk assessment;

· monitor to ensure that the arrangements are being complied with;

· review the risk assessments regularly or sooner if the circumstances change.

3.0
TRAVELLING ALONE
3.1
Many employees travel as part of their work, often alone, in the evenings as 
well as during the day.  They need to be confident that they can stay safe in 
their vehicle and know how to deal with an emergency.

3.2
Issues to be taken into account:

· Are they healthy and fit to drive today?

· Is the vehicle regularly serviced and in a roadworthy condition?

· Do they know how to deal with a breakdown? 

· What to do if involved in an accident?

· What to do if others are involved?  

· What should they do about aggressive drivers?

3.3
Things they should do:

· Ensure that someone knows when and where they are going, the route they expect to take if possible, and when they expect to arrive.

Take precautions to protect their own safety, for example by:

· planing the journey;

· having emergency contact details handy;

· having a personal alarm;

· having a blanket, in case of prolonged breakdown in cold weather;

· keeping a basic tool kit and torch;

· having a mobile telephone;

· having a road atlas to hand;

· checking driving conditions before setting out;

· planning adequate rest and comfort breaks at public locations into long journeys;

· ensure that there is sufficient fuel for the journey;

· ensuring valuables and personal details are not left in clear sight.

3.3
All managers should:

· include reference to this guide if appropriate, when inducting new staff;


· know where all their staff are at any one time (recorded in an office ‘diary’);

· do a risk assessment of the risks involved;

· identify measures which make sure the level of risk is as low as is reasonably practicable;

· take the necessary action required by the risk assessment;

· ensure that all relevant staff are aware of the requirements identified by the risk assessment;

· monitor to ensure that the arrangements are being complied with;

· review the risk assessments regularly or sooner if the circumstances change.

3.4
Staff will need to:

· co-operate with their manager in undertaking a risk assessment of lone driving;

· ensure that they comply with the requirements identified by the risk assessment.
4.0 
CARRYING PASSENGERS IN PRIVATE CARS


4.1
In the interest of safety and child protection it is good practice that, wherever 
possible, staff do not transport young people on their own. In order to ensure 
that there is no undue risk to the member of staff or to the young person it is 
important to carry out a risk assessment to determine the circumstances 
under which it might be done safely. 

4.2
Head teachers/Managers should ensure that child protection issues are given 
most serious consideration within any associated risk assessments. 
4.3
When undertaking the risk assessment, some questions that staff might need 
to consider are:

· who knows that you are making the journey?

· what do you know about any previous history of violence or inappropriate behaviour of the young person?

· have you considered the route and destination?

· what will you do if there is an incident? For example if you are assaulted or the young person absconds?

4.4
Some control measures that might be introduced if the situation allows would 
be:

· never transport young people on your own whenever possible;

· ensure the journey is necessary and there is no suitable alternative;

· confirm the arrangements have been authorised;

· ensure colleagues know that you have arranged the journey and ask them to note the departure time;
· ensure that a mobile telephone is carried for emergency contact;
· if you are carrying more than one young person, ensure pick up and drop off points are in the same location wherever possible;

· ensure that you have the appropriate insurance;

· make sure that the seatbelts are in good order and that the young person is wearing one.

5.0
HOME VISITS
5.1
As part of their official duties it may be necessary for some members of staff 
to visit families in their homes. Normally there will be no significant risk when 
making a home visit, as in a high percentage of violent incidents the person 
already has a history of aggression and alternative measures can therefore be 
taken.  However, unknown family members or other visitors lend an 
unpredictable factor to the visit.  It is therefore essential that members of staff 
take precautions to ensure their safety at all times. This can best be achieved 
by undertaking a Risk Assessment.

5.2
Here are some factors that would need to be taken into account:

· is a home visit the most appropriate way of dealing with the issue?

· have you checked the records to see if any previous violent incidents have been recorded?
· do you know the family history and/or of likely visitors who may be present?

· if you have concerns about your personal safety, have you worked out a clear strategy for dealing with the visit?

NB
if there is any doubt you should not be making this visit on your own without further investigation.

5.3
Some control measures that you might want to consider would be:

· making an appointment  prior to the visit;

· ensuring that details of the appointment are recorded in the office so that the whereabouts of individuals are known and concerns raised if they do not return or contact the office at the expected time;

· the appropriateness of clothing and taking sensible precautions such as removing long earrings, scarves or ties, or tying back long hair;

· parking your car as near as possible to your destination, but be aware of possibility of being traced through number plate;

· being aware of where you park your car such as location of bushes or street lighting;

· consider issues such as stairs or lifts in high rise buildings;

· being aware of local trouble spots and tensions;

· taking a mobile phone/torch/personal alarm where appropriate;

· to take in only what is necessary, i.e. phone, and paperwork but not handbag/wallet/briefcase etc;

· have a plan in place for getting out safely.

NB
if in doubt at the doorstep – do not go in!

6.0
KEY HOLDER CALL OUT
6.1 As part of their responsibilities some staff may be required to be a registered 



key-holder for a building. This is an important role and will, from time to time, 



involve them in being called out at night and when they are alone. 
Consideration should be given in advance to the circumstances that are likely 



to prevail when a call comes and steps taken to ensure their safety. 

6.2 Staff should not wait until the phone rings but ask themselves the following 



questions now:

· how will I travel to the premises?

· where will I park when I get there?

· will there be any lighting on arrival?

· if the lights are not on, or have been damaged, have I got a torch?

· will I be alone? (The police or security company may not arrive before you)
· have I got a personal alarm?

· are relevant phone numbers available? (Glazier, Locksmith, Headteacher/Manager, CSF emergency contacts)

6.3 A risk assessment should be carried out in order to identify measures, which 

will ensure that the level of risk is acceptable and that any necessary actions 

are taken. The risk assessment should be reviewed regularly and when 

circumstances change.

6.4 Key holders should never put themselves at risk by tackling an intruder or 

entering a building where they think an intruder is present without backup.  If in 
doubt – never enter a building alone. If you think intruders are still on the 
premises retire to a safe distance and contact the police.
6.5 Establishments that operate school or office hours only should seriously consider the use of a professional key-holder and/or security monitoring company. The contract provides a means by which schools can avoid the need 
for staff to respond to alarm activations outside of office hours (or are accompanied by a security officer if they attend alarm activations). 
6.6 Details of keyholding / buddie services provided by the current contractor, Arena Security Ltd, are available on the Grid at:           http://compass.hertscc.gov.uk/area/hcc/resperf/riskmangmnt/articles/arenaappmg/
7.0 
FURTHER INFORMATION

7.1
Further information or advice on personal safety, including Personal Safety 
Training provided is available by contacting the Education Health and Safety 
Team.

7.2 Further information and advice on vehicle and/or driver safety can be obtained through the HCC Road Safety Unit.













Someone who has not been CRB checked should never supervise young people alone.
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