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Protocol – Use of Personal Alarms 

INTRODUCTION

East Ayrshire Leisure has taken the decision to provide personal alarms in many of its buildings, where employees may be lone workers or in buildings where the potential for violence to employees may exist.

It is the responsibility of employees to ensure that the following Protocols are adhered to.

1. PERSONAL ALARMS
Personal alarms will be issued to employees in the buildings where the system has been incorporated. It is the responsibility of employees to ensure they wear the fob issued to them at all times, including entering or leaving a building.
The fob you are issued with connects directly to the building intruder alarm that will sound if the fob is activated. The signal from the fob can cover a distance of up to 50 meters from the alarm panel.
In most circumstances the range will give employees enough cover till they get to their vehicle. However, if you choose to attend your place of work on foot, by bicycle or public transport it will only cover you until the fob is out of range.
2. GOOD PRACTICES
It is good practice to always check your CCTV monitor before leaving the building to ensure no one is loitering near the building and to have a look out of the exit door before finally leaving the building. If you feel it is unsafe to leave the building then employees should call the police.
If you have not parked your vehicle within the range of the fob, or are not travelling in a personal vehicle it is essential you take some additional safety measures when leaving the building. Always travel routes that have good lighting and avoid dark or isolated pathways.
3. ACTIVATING THE ALARM
Fobs should only be activated if an employee is in imminent danger of physical assault. In all other circumstances normal procedures should be followed. That is, call the police and report the incident on the SHE system.
If the alarm is activated it will alert the Risk Management Centre that there is potentially a live incident occurring at the venue. The Risk Management Centre will thereafter contact the police to enable them to respond to the incident.
It is essential that no false alarms occur as this may affect police responding to other emergencies. It is essential therefore, that the employee contacts the Risk Management Centre immediately should it be a false activation. 
The number to contact in case of a false activation is the same as the one used when the fire alarm is tested or activated at the venue.
It is essential that all employees working at a venue who hold a fob have access to this number so it can be phoned immediately in the event of a false activation of the fob.
4. TESTING THE FOB
It is important that employees who are allocated personal alarms fobs ensure these are operational. On a monthly basis they should call the Risk Management Centre on the number the venue calls for fire alarm activations, and inform them that they are testing their fob.  Once this has been done and the intruder alarm is activated it should be reset.
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5. REPORTING ALARM ACTIVATIONS
In all circumstances where the personal alarm has been activated it will be necessary for the employee to complete a SHE report. If the activation is due to a threat of violence the incident should be entered under the heading violence and aggression. However, if it is a false alarm it should be entered as a near miss.
In all circumstances the Development Manager should carry out an investigation and complete the ‘necessary actions’ section of the SHE report.
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