SUGGESTED SAFE WORKING PROCEDURES TO BE IMPLEMENTED BY THE SERVICE

WITHIN NORMAL WORKING HOURS

1.
Ensure someone knows where the lone worker is


In order to do this it will be necessary to have a booking in/out system whereby employees detail their time of departure, estimated return and location.  See Appendix A (for an example of checklist).

2.
Ensure someone is appointed/responsible for monitoring the lone worker

If a checklist/logging system is used, it will be necessary for someone to monitor the lone worker and maintain the log.

3.
If the lone worker alters their plans, ensure someone is told


It may be that the employee may be inadvertently delayed and will not return to the office at the estimated time.  Employees are expected to notify their colleagues if they are delayed for any considerable time.

If an employee is delayed to such an extent that the office will be closed on their return or if they decide it is not worthwhile returning to the office then they must contact the office before the end of the working day.

4.
What if the lone worker fails to contact the office within the given time

There must be procedures in place to deal with employees who forget to return a call to the office, and also procedures to deal with a possible/actual emergency situation.

5.
Methods of Communication

Employees should have access to a means of communication i.e. mobile phones if they have any concerns over their safety (mobile phones may also be issued as part of the monitoring procedure).


6.
Consider working in pairs


If members of the public or employers are known to be troublesome or are aggressive in nature, employees should visit in pairs.


7.
Alarm Status


Employees should check with any existing records/database to see whether the premise to be visited has in fact an indicating alarm.


8.
Other General Precautions/Advice to employees

General information should be provided to employees.  For example:  whilst out in the field, if it is reasonably practicable to do so ensure that you park in a well lit area, preferably a public place.

OUTWITH NORMAL WORKING HOURS

The procedure for dealing with lone workers ‘within normal working hours’ could be used, if there are the resources within Services to deal with out of hour/weekend monitoring, and responses to any emergency situations.  (The Appendix A checklist could be modified to include Evenings, Saturdays & Sundays)

LONE WORKING COMPUTERISED MONITORING SYSTEM (still to be decided upon)

A monitoring system is to be used by employees who have been identified by Services, who have been suitably trained and issued with the necessary equipment.

This system should be used as a tool to support lone workers effectively. Any system used should not detract from the responsibility of the Manager to undertake a full risk assessment, looking first at all other methods that could be employed to reduce the risk and ensure the safety of their employees. 


Management should put arrangements in place to ensure that lone workers are communicated with at suitable intervals (this will be determined by the degree of risk).  Obviously if communication breaks down a suitable and sufficient system of back up should be in place.  Other examples may include training and emergency response.

Where the risk assessment shows that the work cannot be carried out safely by a lone worker, arrangements for help or back up must be put in place.  Any new monitoring system introduced to the Council should be used as an additional control measure for ensuring employee safety.

Procedures for this will be included here, once a system has been decided upon.
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