Whitby Community College Policy document – Lone Workers

Lone Workers – guidance based on 
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Do you work alone? 
If so, this guidance is for you. 

If you think the answer is “NO” please read on ………… 

· Are you ever alone in the office/building? 

· Do you travel alone by car for work? 

· Does your job place you in a position where help may not be on hand if you had an accident? 

· Does your job make you vulnerable to possible confrontational situations when you are alone with a client/customer/member of the public? 

· Does your work require you to answer emergency call out situations? 

We are often more alone in our work than we realise and some of us are more alone than others. The County Council is committed to ensuring a safe working environment for all staff and these guidelines are set out to help you to protect yourself against possible hazards related to lone working, and will help you to meet your personal responsibility for Health and Safety. 

· …Whether you habitually work alone because you are a cleaner or a caretaker in a small school working outside school hours or a public rights of way officer; 

· …whether your job frequently exposes you to difficult situations with clients or the general public; 
· …or takes you to potentially hazardous sites to carry out surveys or inspections; 

· …whether you cover a large geographical area which means extensive travelling; 

· …or whether you suddenly discover your alone in the office because everyone else has gone out or gone home – 

these general principles affect you. 
1st Principle – Identify the Hazard & Assess the Risk 
It is easy to think “it won’t happen to me” and most of the time it won’t – but think through all the ‘what ifs….’ 

…what if an intruder gets into the building? 

…what if I fall and break my leg? 

…what if the car breaks down – in the dark – in the snow – over the moors – on the A1? 

…what if a one to one encounter turns threatening or even violent? 
2nd Principle – Eliminate the Hazard or minimise the Risk 
Having considered the potential hazards, think about ways in which you can prevent them happening or minimise their impact. Follow up thoughts with actions. 
3rd Principle – Control the Risk 
Whenever you find yourself in a solitary situation at work follow good communication procedures: 

· …let someone know where you are or where you are going, and what time you expect to be back, 

· …if you change your plans – let someone know 

· …if possible take some form of communication with you, for example, a mobile telephone or check in advance that a working phone is available, 

· …always carry some form of work relates identification. 
General Guidelines 
Some staff are in lone working situations more than others and some lone working situations present more potential hazards than others. In these situations, your Directorate (Children and Young People’s Service) will have specified procedures for you to follow but the following guidelines are general and may be relevant to you. 

If you are alone in a building 
· Follow good communication procedures. 

· Familiarise yourself with fire exits and procedures, first aid kits and emergency numbers. 

· Avoid jobs which could cause injury – climbing ladders, lifting heavy objects etc. Pre plan work and arrange assistance for these tasks. 

· Follow safe working practices – make sure you are familiar with Health and Safety guidelines applicable to your work group. 

If you are travelling as part of your job. 
· Remember North Yorkshire is big, wild, sparsely populated and prone to changeable weather conditions. 

· Think whether you should set off at all – check the local weather forecast. 

· Follow good communication procedures. 

· Leave enough time to complete your journey safety, check your route and carry a map. 

· Make sure your vehicle is in good working order and that you have sufficient fuel, a correctly inflated spare tyre and you know how to change a wheel. 

· Be prepared for bad weather – carry a torch, warm clothing, something to eat and drink 

· If you break down or have an accident, call the breakdown service or the Police control room if you are on the motorway. Then stay with your car and lock yourself in, unless it is safer to leave the vehicle and stand on the embankment or hard shoulder. 

· If you are a women alone – tell the Police control or breakdown service and they will give you priority attention. 
· If you have to travel by taxi make sure you use a licensed company. 

· When using public transport try and avoid solitary situations and ensure that you follow appropriate Health and Safety practices. 

Working alone with members of the public 
Some groups of staff are required to interact with clients/general public in situations which could lead to verbal or physical abuse, threats or accusations. 

In such a situation: 

· Make sure that you understand the situation and that your information is up to date. 

· Consider whether you should go alone and in doubt – don’t. 

· Arrange for suitable back up if required and establish a system for checking in and calling for assistance. 

· Follow good communication procedures. 

· Follow your departmental policies and procedures. 

· If threatened – keep calm and keep your distance. 

If you have to attend emergency call outs 
· Make sure you are familiar with the Police procedures relating to the site you have to attend. 

· If possible, let someone know where you are going and carry some means of communication. 

· Do not enter a building alone – wait for the Police to arrive or call them if they do not turn up. 

· Do not confront intruders or try to stop them leaving a building. 

· Do not put yourself at risk. 

If you have to make a site visit or work outside 
· Do your homework – make sure you are as familiar with the site/job and what you are likely to encounter as possible. 

· Should you go alone? – if in doubt arrange to be accompanied.

· Follow good communication procedures and if possible establish a checking in/call for assistance system. 

· Wear appropriate protective clothing and make sure you have the necessary equipment and that it is in good working order. If you have been issued with a personal alarm – take it with you. 

· Familiarise yourself with the Health and Safety regulations which are specific to your job and avoid actions which may cause accident or injury e.g. lifting heavy objects, climbing ladders, entering confined spaces, using machinery and equipment you are not familiar with etc. 

Information & Training 
If you feel, having read these guidelines, that there are areas of your work where additional training/information may help you to cope better with lone working situations, you should consult your Line Manager. The County Council can organise a variety of training courses which are relevant, covering areas such as Health and Safety, Customer care, dealing with violence and aggression etc. 

And finally ……. 
If you are involved in any incident, accident or unsafe situation whilst working alone, report it to your Line Manager as soon as possible. Make sure that your report is documented and that any action which could prevent a recurrence of the situation is taken.
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