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Policy 
Policy Owner:   Venue Manager
Policy Purpose:  To ensure safety and good communication within all staff and management regarding when staff are working alone or in the venue without other staff members present.
Policy Overview:  When staff members are rostered on for a shift that they are working on their own, then the staff members needs to ensure that at least one other member of staff is notified on the day of the shift and also once the shift is completed and they have safely left the building.
Policy Detail:  
1. A Planned shift when you are the only person in the building eg techs maintenance shift

2. This policy also covers any unplanned visit to the building when no one else is there eg after hours, weekends etc.

Policy References:

· Staff Policy and Procedure Manual

· Board Charter

Procedure
Person Responsible: Venue Manager
1) Contact supervisor/Manager when arriving at the venue/building. This contact must be done via a SMS Message  or phone call, with approx. finish time.

2) Contact supervisor/manager when leaving BREC via SMS or phone call once you have alarmed/ left the building and in your car.

3) Dept Managers can nominate another manager as their contact when working alone.

4) All other staff must use their supervisor/manager.

5) It is also a good idea for staff to use a family member in addition to the above.

Definitions:

Working Alone 

· A Planned shift when you are the only person in the building eg techs maintenance shift

· Unplanned visit to the building when no one else is here eg after hours, weekends etc.
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