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Willow Bank Pre-School does not encourage lone working. However, there may be occasional circumstances where this is required. The following procedures have been put in place taking into account that if an accident were to happen to the individual present in the building only the key holders would be able to provide assistance to that person due to the security measures currently in place :

· Any staff member who is aware that they will be working alone on the premises should make their next of kin aware of this in advance.
· If the lone worker is able to access one of the telephones in the Pre-School following an accident they should use this to contact their next of kin. The steps shown below should then be followed by the next of kin to gain access to the building and provide assistance where necessary.
· The other scenario that may occur is that the next of kin cannot contact the lone worker in question when required. In the event of this occurring they will raise the alarm by contacting the key holders on the emergency contact list as detailed below.
· The Manager, Deputy Manager, Chairperson and Cleaner have provided their personal contact details in the event of an emergency. These are the only staff members who are permitted to work alone on the premises of the Pre-School unless prior permission has been given by the committee. 
· All the above persons have been provided with a copy of these details which they have passed to their next of kin to be kept in a safe and confidential location at their home address.
· In the event that the next of kin needs to access the building in an emergency they should use the emergency contact list to contact a key holder.
· The key holders available should then attend the Pre-School as soon as possible and gain access to ascertain the nature of the emergency or otherwise. It is the responsibility of the key holder, as an employee of the Pre-School, to take any action that is required as a result of the incident. To make clear, it is not the responsibility of the next of kin to do this.
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