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1.1

1.2

1.3

1.4

1.5

1.6

Many Devon County Council (DCC) employees are required to work alone or
unsupervised as part of their normal day-to-day work. While this is generally
accepted as appropriate, working alone can put people in a vulnerable
position, therefore it is essential that systems are put in place to reduce any
increased risk due to lone working. It should be emphasised however, that
although Lone Workers may face higher risks, it is important that these risks
are not over exaggerated, as this can have a detrimental effect, by
engendering an unnecessary perception of fear amongst staff that is
disproportionate to the reality.

This guidance is written to support managers, Headteachers and staff to meet
the DCC Loneworking Policy. This policy is designed to be as comprehensive
as possible, but inevitably it cannot cater for every situation that may occur
within a working environment. With this in mind, it should be used as a
template from which local procedures and systems to protect Lone Workers
should be developed, revised or enhanced — but which, in addition, reflects
the local needs of staff and environments within which they have to work.

Definition of Lone Working

In line with The Health and Safety Executive (HSE) a Lone Worker is defined
as: “Any person who works by themselves without close or direct supervision”.
In effect this describes a wide variety of staff who work, either regularly or only
occasionally, on their own, and without access to immediate support from
managers or other colleagues. To be classed as working alone does not
mean that the person has to be working in complete isolation all of the time
i.e., a cleaner may be working in one section of the building, whilst other staff
may be elsewhere.

Most people at sometime during their normal work role will be engaged in a
solo activity out of sight or sound of others, such as being the last to leave an
office. Although due caution is required in such situations, more steps are
needed for increasing the safety of staff such as receptionists, peripatetic
teachers, social workers, domiciliary care workers, care standards officers
and environment inspectors in fact all staff who by necessity work alone to
carry out their duties.

For this to happen, there are three guiding principles within this policy:

1. The Lone Worker has the full knowledge of the hazards to which he or
she is being exposed.

2. The Lone Worker knows what to do if something untoward goes wrong.
Lone Working — Corporate Policy

3. Someone else knows the whereabouts of the Lone Worker and what he or
she is doing, and there will be support or follow-up if needed.

For these three principles to be sustained, managers need to formally assess

the safety needs of their staff and put in place a control strategy
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2.1

2.2

2.3

commensurate with the risk (action plan). Support for the strategy needs to
include having established ‘reporting in’ systems, having a way to determine if
a person has not finished work safely, and a well established follow-up
procedure if it is needed.

OPERATIONAL REQUIREMENTS
Responsibilities

As stated earlier it is not practicable to produce an all encompassing
procedure which will cover each directorate, department or employment task.
Therefore directorates, services and establishments when producing their
own procedures accounting for their working patterns and practices must
include the following minimum requirements:

= A requirement to maintain a log of those who are working alone. This may
take any suitable form of record, electrical or manual, but should include
the following:

- Name they use or prefer to be called

- Working itinerary or location

- Contact number where they can be reached during the working time

- Lone Working — Corporate Policy

— Duration of Lone Working time, e.g. time of departure and expected
time of return

= Method of monitoring the log through the working day and the action to be
taken for those still out working at the end of the working day.

= A contingency plan for action to be taken in the event of staff not returning
at the due time or summons/requests assistance.

= The procedure for those working from home and also outside normal
hours and at weekends and public holidays.

= Guidance on arranging and making a visit and any follow-up action that
may be required.

Risk Assessment

It is important that suitable and sufficient risk assessments are carried out to
consider the potential hazards and risks to which the Lone Worker may be
exposed. This assessment will include the task involved, the working
conditions, the environment, equipment, any substances being used, the time,
and any members of the public that the employee may encounter or is visiting.

Assessing the physical capability of the staff member to carry out lone
working in respect of experience, training, physical state (i.e., being pregnant
or suffering from any medical condition that could place themselves or others
at risk) is also important.
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2.5

2.6

3.1

3.2

4.1

4.2

Need to ensure that the person concerned has received sufficient information
and training and is provided with all of the necessary tools and protective
equipment and clothing, e.g. disposable gloves, head/eye protection,
fluorescent and or waterproof clothing and gloves.

Emergency arrangements are in place and known to all relevant staff.

Appendix 1 provides a checklist that can be used to assist in carrying out a
lone worker risk assessment.

NECESSARY ACTIONS OF EMPLOYEES WHO WORK ALONE
Employees who work alone need to:

= Ensure that someone knows their location or itinerary including the vehicle
being used, and their expected time of return ensuring they use the
signing in/out arrangements at their place of work.

= Inform appropriately of unexpected changes of plans.

=  Comply with signing in/out arrangements at all sites visited

= Always report any incidents or potential hazards. Report any breakages or
damage to protective equipment.

= Comply with safe working practices/procedures developed, giving input to
updating risk assessments especially if changes are made which increase
the risk.

Partnership Working

Staff working in partnership organisation premises must have the full back-up
and protection of their lone working procedures, in consultation with the
Council, to a sufficient standard for there to be emergency contact if the
employee requests or requires it or goes missing. If necessary there will be a
Council back-up for these staff.

INFORMATION AND TRAINING

Within the Council there is a need to share information about problem
locations, dangerous people, and potential or dangerous situations. Therefore
details of known potential dangerous people and situations should be kept for
reference by managers and team leaders. This information can be shared
under joint protocols with partnership agencies.

Training for Lone Workers needs to be commensurate with the risk involved,
how to work alone safely, and whatever the context, employing the safe
systems of work, and a good practical knowledge and understanding in the
use of all security technology employed.
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5.1

5.2

5.3

6.1

6.2

SAFE WORKING SYSTEMS AND BACK-UP TECHNOLOGY

All staff are to carry out their own personal assessment of risks before and
during any activity which involves working alone. They should make
themselves aware of any written risk assessment and safe system of work or
control measure instructed for that particular activity or situation. If, during a
lone working activity the worker believes themselves to be in serious or
imminent danger and, for reasons of their own or another person’s safety,
removes themselves to a place of safety, their actions will be supported by the
Council.

Technology can play a part in helping to protect Lone Workers; however, it is
also clear that technology can only be effective if it works alongside clear and
robust procedures. Communication needs to be adequate for the risks
involved and easily utilised. The following are examples of technology to be
considered for the risk assessed: - mobile phone, pager, personal or screech
alarm, hand held or vehicle two way radios and the ‘Pronto’ ‘38’ system.
Additional technology could include:- Internal alert systems activated from
static panic buttons; internal alert systems activated from fobs; fixed panic
buttons linked to Police stations and Lifeline facility activated from a pendant
worn round the neck.

There can be agreed ‘Code’ or ‘key words’ for each directorate or department
and used that will help Lone Workers convey the nature of the ‘threat’ so that
the appropriate response can be provided. Other local systems can be
developed to reduce risk. Training in the use of the technology used is
essential.

MONITORING

Managers are to monitor the effectiveness of measures implemented as a
result of the risk assessment process to find out how successful they have
been. This will allow managers to identify those control measures and
strategies that are not working, or which have unforeseen consequences, and
modify them where appropriate. This can be achieved by:

= Managers checking that systems and procedures are working, without
waiting until something goes wrong.

= Managers need to investigate all incidents and near misses so that
everyone involved can learn from the experience. However, managers will
not be able to investigate unless there is an effective reporting and
recording system which is understood and supported by all.

Incidents will be reported to the Devon Health and Safety Service and
annually to the Central Health Safety and Welfare Committee. Effectiveness
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7.1

7.2

8.1

8.2

of this policy can be measured by continuous low prevalence or increasingly
lower prevalence over time, of incidents involving lone workers.

ADDITIONAL PRECAUTIONS AND PROCEDURE DEVELOPMENT

The precautions will reflect the degree of risk identified in the assessment.
Where the risk is significant such measures are to form a safe working
procedure. Different or additional control measures may exist to protect
employees working alone during normal working hours to those working
outside of these hours e.g. evenings or weekends.

A basic log out/in procedure is to be observed to ensure that all lone workers
are identified as being away from their base location. Additionally, further
rules and instructions may be developed to cover:

Selection of, and skills required by, lone workers

Work equipment and personal protective equipment
Communications systems

First aid and emergency and accident procedures
Regular and appropriate Training and Information
Supervision and monitoring

Directorate or service contingency plans (see Appendix 4)

SUMMARY

It is intended that this overview of the risks associated with Lone Working has
been as comprehensive as possible. However it must be used as a template
from which local procedures and systems to protect Lone Workers should be
developed, revised or enhanced. Therefore it is expected that more specific
guidance will be developed in conjunction with all Directorates and their
associated agencies, to cater for the wide range and more diverse risks that
staff working in those environments face.

The importance of robust Risk Assessment can never be demeaned, together
with the appropriate training that supports procedures and systems arising
from the risk assessments. Technology can play a part in helping to protect
Lone Workers, it is also clear that technology can only be effective if it works
alongside those other measures referred to.
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APPENDIX ONE

Checklist to Assist with the Assessment of Risk

When making the assessment the following questions should be addressed:

1.

2.

Does the workplace present a significant risk to the lone worker?

Are there satisfactory procedures for dealing with illness, accidents and
emergencies involving the lone worker?

Note: Lone workers should be capable of responding correctly in emergency
situations. Emergency procedures should be established and employees
trained to implement them.

Is there safe access and exit for one person? Can one person safely handle
necessary temporary access equipment such as portable ladders?

Can all plant, substances and goods involved in the work be safely handled
by one person? Does the work involve lifting objects too heavy/large for one
person etc?

(Reference should be made to relevant manual handling assessments).

Can the safe system of work be managed by one person?
Is there a risk of aggression or violence?

Is the person medically fit and suitable to work alone?

Note: Checks should be made to ensure that lone workers have no medical
condition which makes them unsuitable for working alone, either routinely or
in a foreseeable emergency situation.

Has the lone worker received sufficient information, instruction and training to
enable them to understand the risks involved in the work, the precautions
necessary and when to seek help and advice?

What arrangements exist for supervising the lone worker?

Notes: Whilst constant supervision is not practical there should be appropriate
control of the work. The extent of the supervision will depend on the risks
involved and the competency and experience of the individual employee to
identify and handle safety issues.

Employees new to the job, undergoing training or dealing with special risks or
new situations may need to be accompanied at first. It must not be left to the
individual.

In the case of staff engaged in manual duties, safety supervision can
generally be carried out when visits are made to check the progress and
quality of the work. A routine check should be made on each member of staff
at least once during the day.



