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LONE WORKER POLICY AND GUIDELINES
1. INTRODUCTION
1.1 Legislation

· The Health and Safety at Work etc Act 1974 (HSW Act)
States that employers have a legal duty under this Act to ensure, so far as it reasonably practicable, the health, safety and welfare at work of their employees. 

· The Management of Health and Safety at Work Regulations 1999
States that employers must consider the risks to employees (including the risk of reasonably foreseeable violence); decide how significant these risks are; decide what to do to prevent or control the risks; and develop a clear management plan to achieve this. 

1.2 Policy Statement

Community Action Northumberland is committed to providing a safe working environment for all staff. It recognises that it has a duty to assess the risks faced by lone workers to determine:-

· Whether the work can be done safely by an unaccompanied person, and 

· What arrangements will be required to ensure that the person is not exposed to greater risks than employees who work together.

The purpose of this policy is to set out in general principles and guidelines, in respect of staff and management responsibilities as it relates to lone working practices. It raises a general awareness of how best to protect lone workers within the organisation and identifies the types of precautions that should be considered in local risk assessments and resulting safe work procedures covering lone working.
1.3 Definition

There is no clear definition of a “Lone Worker”.

Most CAN staff at some time during their work activity are engaged in a solo activity out of sight or sound of others. Similarly, someone has to be the first to arrive at work and someone will be the last to leave, exposing themselves to potential risk. Concentrating on “aloneness” is unnecessarily limiting and CAN believes that the assessment of who is a lone worker must be based on those where the risks are higher, or on those who work alone for considerable periods.

This policy covers mainly, but not exclusively, the potential risks incurred by CAN staff who travel away from their base office to work on their own with other persons, other than CAN staff, on an individual or group basis.  
1.4 Risks / Hazards
These can be placed into three categories; environmental risks, transport risks and interpersonal risks.

1.4.1 Environmental risks may include hazardous substances, unsanitary conditions, unsound buildings and dangerous equipment. 
1.4.2 Transport risks are largely related to traveling by car to premises away from where staff are located. Visits to rural communities may introduce additional hazards especially outside normal working hours or/and in inclement weather conditions.  

1.4.3 Interpersonal risks may include violence and aggression and inappropriate sexual conduct towards staff. 

1.5 Risk Assessments

1.5.1 Risk is part of every day life. However CAN recognises that lone workers may be more vulnerable in certain circumstances. 

1.5.2 The principle adopted by CAN, through their managers, is to minimise risk as far as possible by carrying out risk assessments covering the hazards to be reasonably expected. Such generic assessments are recorded at sections 4.2 and 4.3 of this policy.

1.5.3 Where there are additional factors not covered by the generic risk assessment then a further assessment and any necessary additional precautions, should be recorded, however simple.

2. RESPONSIBILITIES

2.1 The ultimate responsibility for ensuring a safe working environment for all staff rests with the Executive Committee. The General Purposes Sub- Committee is responsible for the assessment and review of this policy.  
2.2 The Director is accountable to the Executive Committee for the implementation of this policy. This includes ensuring:

· Appropriate generic risk assessments are completed and reviewed 
           on an ongoing basis
· Appropriate training is made available to cover safe working 
           procedures and actions to take in event of adverse situations
2.3 Line managers are responsible for ensuring, where appropriate:

· Risk assessments are completed in respect of lone workers where 
           they are not covered by generic risk assessments.  
· Staff are properly trained in safe working procedures and actions to 
           take in event of adverse situations
2.4 Health and safety at work is a shared responsibility. Staff are generally responsible for 

· Avoiding lone working as far as possible
· Following approved safe working procedures

· Attending appropriate training programmes
· Undertaking careful reviews of their work to identify any potential risks  
3. Appendices
3.1 Appendix A    General Points to Consider that may be appropriate when making a  Risk Assessment in respect of lone working

3.2 Appendix B    Generic Risk Assessment for CAN staff carrying out “lone” visits to community groups
3.3 Appendix C   Generic Risk Assessment for CAN staff working in remote offices or likely to be working alone on frequent occasions at Tower Buildings

3.4 Appendix D   A list of relevant reference documents available from various websites 
APPENDIX A
General Points to Consider that may be appropriate when making a Risk Assessment in respect of lone working
This list can only be a guide. Concerns need to be addressed according to the circumstances being assessed. All or some of the questions may or may not be relevant.  

· Have members of staff left a list of contact numbers for relatives in case they need to telephone someone about the whereabouts of a member of lone working staff (possibly out of hours)?

· Does the workplace present a specific risk to the lone worker?

· Is there a risk of violence?

· Has training for vulnerable staff been considered, such as a violence at work course? 
· Where members of staff have any doubts, have they checked out the person(s) they are to meet prior to any meeting taking place, particularly if they have concerns about those persons?

· Are there hazards related to travelling alone?

· Are there health and safety implications in lifting or using equipment alone?

· Are there any particular types of people more at risk?

· Has the employee got a medical condition that may make them unsuitable to work alone?

· If the member of staff is attending a meeting, could it take place at Tower Buildings or other suitable location?

· Have members of staff considered the possibility of inclement weather and the suitability of footwear and clothing?

· Is the use of mobile telephones/pagers/personal attack alarms necessary?

· Have staff arranged for a phone call to be made from the site to make people aware that their whereabouts are known to the office?

· Have staff been advised to be alert at all times and beware of changes in their surroundings and the need take extra care with people that they do not know?

· Is the vehicle used suitable/road worthy for the intended journey?
· Has the member of staff ensured that they park in a suitable location (this should be well lit during the hours of darkness)?

APPENDIX B

Lone working risk assessment for staff working in the community
Typical hazards – Persons exposed to the hazards are staff themselves, unless otherwise stated.
	Hazard / Risk
	Possible control measure

	Transport
	

	Breakdown

Puncture

Accident

Being broken into

Hazardous items
	Condition of service that essential car users are required to provide a car in roadworthy condition. This should include that it is checked and maintained in line with the manufacturers recommended schedule;

Membership of motoring organisation, AA, RAC etc;

Ensure legal and useable spare tyre, jack and tools for wheel change are carried;

Consider whether safe (weather, road conditions) to start journey in the first instance;

Carry mobile phone to call assistance (bearing in mind areas where phones will not work);

Carry a warning triangle to warn other motorists of presence thereby reducing risk of other vehicles becoming involved

Do not leave valuable items on display;

Tools, chemicals, hazardous items or substances, if needed, should be safely secured in boot.


	
	

	Persons
	

	Persons, who might include individuals or a whole group, who could cause difficulty because of their temperament, alcohol or substance abuse or a grievance.

Animals may cause difficulty if not under control
	If not known to visiting staff seek information from line manager or/and other staff who might have knowledge (fore warned is fore armed) 

Training in coping with conflict

Second person in attendance where risk assessment determines this

	
	


	Environment
	

	Place of visit may present hazards such as remote location, difficult access, unheated and generally below normal standards expected. 
	Prior knowledge of premises may allow re-arrangement of venue

	
	

	Lack of Communication
	

	It is essential that other persons are aware of visiting staff’s movements to ensure that in instances of the unexpected assistance can be initiated.
	Itinerary of visits recorded centrally (Google calendar) preferably with address of place visited and contact telephone number for person or group visited.

Staff have access to mobile phone (acknowledging the difficulty in accessing signal in some rural areas).  
Partner, relative of visiting staffs have a CAN telephone number they can ring in an emergency that is outside of normal working hours. 




Appendix C:    Generic Risk Assessment for CAN staff working in remote offices or likely to be working alone on frequent occasions at Tower Buildings

	Hazard / Risk
	Possible control measure

	Violent or Threatening Persons (or fear of such persons)
	

	These may include authorised visitors to the premises, workmen, or unauthorised persons who may cause difficulty because of their temperament, alcohol or substance abuse or a preconceived grievance.

 
	Secure reception procedures to ensure monitoring of visitors.

Ensure appointments, where ever possible are pre arranged and in the diary.

Training in coping with conflict



	
	

	Materials or substances
	

	Hazardous substances could include some types of cleaning materials, white spirits or inflammable material.
Secure reception procedures to ensure an opportunity to preview 
	Ensure risk assessment takes place in line with Health and Safety policy guidelines.

	
	

	Emergency Procedures
	

	Awareness of evacuation procedures.
	Staff aware and practiced in procedures in event of fire 

	
	

	Sickness/Medical Condition
	

	Staff have an underlying medical condition which could endanger their safety if immediate assistance not available
	Health statement from appropriate staff regarding their suitability for lone working

	
	


	Lack of Communication
	

	Communication is essential to have other persons aware of your presence, respond to if you do follow your expected schedule and to initiate assistance in the event of the unexpected. 
	Ensure phone line is available, landline or mobile (preferably both)

Partner, relative of lone worker have a CAN telephone number they can ring in an emergency when they are unable to contact the worker.

	Security
	

	Is staff safe and secure from unauthorized visitors, especially outside normal hours? 
	Secure reception procedures to ensure monitoring of visitors.

Ability to lock doors outside of normal hours

Panic alarm/button available?


 APPENDIX D

A list of relevant reference documents available from various websites 
· Working Alone in Safety   -  a 12 page booklet from the Health and Safety Executive covering lone workers from a variety of occupations:  http://www.hse.gov.uk/pubns/indg73.pdf  

· Personal Safety Guidelines published by the Suzy Lamplight Trust and a number of other publications  :  http://www.suzylamplugh.org/index.asp  
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