LONE WORKING POLICY

Adopted by Ruskington Parish Council on R u S ki ngto n

11 July 2023 : 1
Hly Parish Council
Minute Ref: 6.1, page 44-2023

1. Introduction:

The following policy and procedure have been written to minimise risks to staff working
alone, either in their fixed base or in a remote or isolated location. Under the Health &
Safety Act 1974 and the Management of Health and Safety at Work Regulations 1999 it is
the duty of Ruskington Parish Council to assess risks to lone workers/volunteers and take
steps to avoid or control risk where necessary.

Employees of the Council have a Duty of Care to take precautions, as far as is reasonably
practicable, to ensure that they, or third parties who may be affected by their work, remain
safe.

2. Lone Working / Lone Workers:
These are people who work by themselves without close or direct supervision:
(a). At a fixed base (office or other):

e Only one person working on the premises
e Working separately from others
e Working outside of normal hours

(b). Away from their fixed base:

e Staff member who is required to travel alone to and from a fixed base to another
base or to attend meetings etc.

3. Potential Risks to Lone Workers:

e Open access and unlocked doors — accessible to the public, contractors etc.
e Being taken ill whilst at work

e Lack of training regarding Health & Safety procedures

e Hazards in the workplace

e Remote areas

e Parking arrangements: poorly lit and isolated areas

e Opening and closing workplace and venues for meetings

4. Assessing the Risk:
(a). Before drawing up and recording the assessment of risk, it must be established:

e Whether the work must be done by a lone worker
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e What arrangements will be in place to ensure an individual is not exposed to
unnecessary and unacceptable risk?

(b). When recording an assessment of risk, the following should be taking into
consideration:

o Environment — location, security, access/egress
. Context — nature of the task
J History — have there been any accidents/incidents in the past

All available information should be considered and updated when necessary. If there is
reason for doubt about the safety of a lone worker, the task should cease, and alternative
arrangements should be made

5. Safety Guidelines:
(a). For staff working in a fixed base:

e Familiarise the layout of the building including fire exits and escape routes;

e Keep doors locked that allow direct access to the building/office in which you are
working;

e Do not open the door to unexpected visitors. In the case of contractors ask for
identification. If still unsure check with the contractor’s employer/head office;

e Have emergency contact numbers readily available. Park as near to the building as
possible;

e Arisk assessment to be put in place to assess potential risks.

(b). For staff working away from their fixed base:

e Staff should inform relevant person(s) (Line manager or work colleagues) of the
following:

Where they will be working;

Duration of working activity;

Estimated time of arrival/departure to/from working area;

The locations of any additional venues they intend to visit during the period

of work;

o Keep work calendars up to date and shared with Line-manager

o O O O

e The names and details of any third parties they intend to contact during the period
of work.

e In addition, operatives should: Ensure they have in their possession a fully charged,
Council-issued, mobile phone (or other communication device) complete with
effective GPS device or other agreed SOS or safety software installed;

e Avoid meetings in isolated places or be accompanied by a work colleague or
supervisor.
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6. Responsibility:

(a).

(b).

7.

Employees Responsibility & Personal Safety:

To take reasonable care for the health and safety of themself and of other persons
who may be affected by their acts of omissions at work;

To a maintain a regular line of communication with members of the Council;

To seek authority with their Line Manager before leaving the fixed-base or deviating
from scheduled tasks. To report to the Parish Clerk or relevant person any
accident/incident to allow immediate isolation of the hazard, for a full investigation
to take place and, if necessary, for additional safety procedures/policies to be
implemented.

Employer’s Responsibility:

To take reasonable care for the health & safety of staff by identifying and assessing
potential risks.

To maintain regular communication with staff to identify and minimise risk(s);

To establish and maintain a signing in and out system;

To ensure staff receive all relevant training and information pertinent to their duties;
To equip staff with a mobile phone (or other form of communication) to ensure a
system of maintaining contact.

Exemptions:

Employees and / or Volunteers are exempt from working alone in certain situations:

8.

Young persons under instruction in a fixed base (example work experience, helping
with Council tasks etc);

If after conducting Risk Assessments the activities cannot be controlled to a safe level.

Policy Review:

This policy will be reviewed annually by the Council to ensure that it is relevant to working
practice.

Confirmation that this lone working policy is understood, and the measures will be

followed:
Please note: If you do not understand any part of this policy please speak to the Clerk of
Council.

Name Signature Date
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