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Lone Working Policy
Statement of Policy & Objectives

It is Coedffranc Town Council policy that all requirements for Lone Working are properly assessed to minimise the risk of harm to the employee.  The objective of this procedure is to ensure a coherent approach to such work throughout the Council as a contribution to a culture of proactive protection.

Scope of the Application
The requirements set out in this procedure present the best practice to be applied throughout the Council in respect of the assessment of risk of hazards to all employees (whether engaged in activities on the Council premises or elsewhere) who may be required to work alone 
The mandatory elements of best practice which must be implemented are stated below (‘Specific Requirements’). Outline guidance on the implementation of these is given in the Annex.

The Specific Requirements
The following are statements of best practice to be applied throughout the Council Outline guidance on best practice for implementation is set out in the attached Annex. the Council is required to have in place suitable & sufficient arrangements to ensure that:
· All requirements for lone working are subject to an appropriate risk assessment;

· Where the risk to the individual employee is significant then lone working is not undertaken unless precautions are implemented to adequately control the risk;

· Suitable and sufficient procedures are in place to protect any employee required to undertake lone working irrespective of the risk.
Implementation.

Consistency with the guidance aspects and compliance with the mandatory aspects of this arrangement must be demonstrated by the Council staff.
Definition of Lone Working

‘Lone Working’ in the context of this Arrangement means any employee (or Contractor’s employee) required to work alone (ie not with an appropriate colleague) in the following circumstances:

· Work  projects;

· Working alone in any office, building or any Council site in any circumstances.

Specific requirements for these categories are set out below.

Risk Assessments

· Whilst lone working may be a necessary and important part of the work of Coedffranc Town Council, nonetheless it should not be undertaken unless it has been subject to a proper risk assessment. Where the risk is judged to be ‘significant’ then lone working must not be undertaken.  

· In extreme cases a Permit to Work might be relevant to ensure that all the necessary precautions have been taken.

· Where the risk assessment identifies the need for a second person to be in attendance or available, that person must be suitably trained and experienced to respond to the relevant emergency situations.  This may require the individual to be an operational staff member 

Visits not on Coedffranc Town Council Property

.

· Risk assessments must be reviewed if information is received which could materially change the basis of the original assessment.  Lone visits must not be undertaken until the risk assessment has been reviewed and any necessary protective mechanisms put in place.

· Wherever possible, home (and other similar) visits should be undertaken within normal office hours and during the hours of daylight.  Where visits outside these times are necessary, this must be taken into account in the overall risk assessment.

· the Council should liaise with the relevant authorities (including Police) to identify any issues relating to specific risks associated with the 
location of the intended visit (especially where the location is remote or has a history of public order disturbances) and to identify possible places of safety. Knowledge obtained by other Council employees should also be taken into consideration. 

· All home (and other similar) visits must be logged before the visit together with the anticipated time of completion. The employee undertaking the visits must inform an identified contact point between visits and when the visits have been completed or when planned arrangements are changed.

Lone Working on Coedffranc Town Council Property 
· Lone working should be considered against the general risk criteria noted above.  Where the risk is considered to be ‘significant’ (eg in some circumstances of evening, night or weekend work) then the work should not be undertaken by a lone employee.  Completion of out of hours work should be reported to an appropriate contact point. Suitable alerting systems should be available (eg mobile phones or remotely operating emergency alerting systems).

· Lone working in offices, carries significantly less risk and whilst no special measures are required over and above the normal workplace/task risk assessment, it should be discouraged.  Where it is necessary, it should be undertaken with the agreement of the relevant Council management.

Additional considerations

· the Council should have in place contingency arrangements for handling any problems, failure to report etc.
· Employees undertaking Lone Working should be properly trained and informed of the hazards likely to be encountered.  Due account must be taken of conditions, access availability, adverse weather conditions etc.

· Employees must always be advised to withdraw from a potentially violent situation.

· The experience of the employee to detect an emerging problem should be taken into account when planning Lone Working together with any pre-existing medical conditions which could affect their ability to handle such a problem.
Employees at risk/ Lone Workers Guidelines

Any member of staff working for the Council is potentially at risk from a violent incident. Whilst this is true, certain areas of work also provide more risk of violent episodes than other areas. 

A further group of staff who are particularly vulnerable to violence are those who work alone. The Health and Safety Executive define lone workers as those who work by themselves without close or direct supervision. They are found in a wide range of situations, for example where:

· Only one person works on the premises

· People work in the same fixed establishment but are not in mutual contact

· People who work outside normal hours

· People who are mobile and work away from their fixed establishment

Although there is no general legal prohibition on working alone, the broad duties of the Management of Health and Safety at Work (Amendment) Regulations 2006, and the Management of Health and Safety at Work Regulations 1999 still apply. These require identifying hazards of the work, assessing the risks involved, and putting measures in place to avoid or control the risks.

When the risk assessment shows that it is not possible for the work to be done safely by a lone worker, arrangements for providing help or back up will be put into place.

· If you are working alone on the premises during office hours, first identify the caller and their business.

· If they have an appointment and there is no one to see them then advise them when someone will be available and ask them to return at that time.

· If you are working alone outside office hours do not respond to the caller by entering into dialogue or by opening the door.
· If you are working alone in the office but there are other members of staff on the premises, first identify the caller and their business.  If they have an appointment, let them in and notify the member of staff they have come to see.

· Telephone calls can be abusive or threatening.  Try to get the caller to identify themselves and terminate the call as quickly and politely as possible.  

DRIVING

1.
If you carry a mobile phone, check it is fully charged and that emergency batteries are carried with you.  Obtain a list of contact numbers to use in an emergency.  Mobile phones (even the use of hands free devices) is forbidden whilst driving.   You must also be aware of your own security when pulling over to use the mobile telephone and lock all doors.

2.
Complete vehicle checks before a journey, e.g. petrol, oil and tyres.  Breaking down will put you at risk.  Always carry a First Aid Kit in case of emergency.

3.
Plan your route to avoid remote areas or stopping to ask directions.

4.
Ensure that staff in the office know your destination and when you expect to arrive.

5.
Doors should remain locked and windows closed in built up areas or slow moving traffic.

6.
Park in well lit areas, especially if you are not returning to your car until after dark.  In multi storey car parks, park as near to the exit as possible and away from pillars.  Reverse into the parking space.  Have your keys ready when you return to the car and check the back seat.
7.  If you break down, pull off the road as far as possible and use the hazard warning lights.  If you do not have a mobile telephone, note landmarks as you walk to the nearest telephone in order to relay your location to the breakdown organisation or police.  If possible, drive your car as near to the telephone using the passenger door to get out when on the motorway.

8.
It is advised in the case of motorway breakdowns, that you wait outside the car on the verge to avoid collisions on the hard shoulder.  Consideration should then be given to your security when you are outside the vehicle.

9.
It is advised that you ask the recovery vehicle driver for identification when arriving at your vehicle.

10.
If another driver intimidates you, or a car is following you, drive to a busy public place and call the police if necessary.  If a car pulls in front of you and forces you to stop, leave the engine running and if the driver approaches you should sound the horn continuously with the hazard lights on.

11.
If you see an incident or someone tries flagging you down, it could be safer to use a phone to report what you see. Gesture to acknowledge that they need help and indicate that you will phone for help
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