[image: image1.png]


Workington Town Council

Workington Town Council Community Centre, Princess Street, 

Workington, Cumbria, CA14 2QG. 

Telephone: 01900 702986

Email: office@workingtontowncouncil.gov.uk

Website: www.workingtontowncouncil.gov.uk


Lone Working Policy 2024
Statement
Workington Town Council regards the health and safety of its staff in the highest importance. Set out in this policy are the guidelines and procedures for Lone Working. Lone Working may be fully or partially applicable, in any circumstances this policy must be followed. 

Definition - Lone Working

Lone workers are those employees who work by themselves without close or direct supervision. 

This includes employees:

· in fixed establishments where only one person is on the premises

· working separately from others including those undertaking research and training courses
· undertaking home working 

· working in different offices

· delivering or collecting goods or services

· working on sites including horticultural, site maintenance and location visits

· working outside normal office hours for special events and meetings  

 

Legal Duties and Responsibilities 
In line with the Health and Safety at Work Act (1974) and The Management of Health and Safety at Work Regulations (1999) risk assessments must be conducted prior to Lone Working, with all significant results recorded. 
Risk assessments will: 

· identify risks in relation to lone working 

· assess the risks to lone workers 

· implement measures to reduce the risks to lone workers, including appropriate staff training to minimise these risks 

· evaluate the control measures 

This policy must be followed in conjunction with the specific information set out in the risk assessment. Lone Workers must always adhere to Workington Town Council’s Health and Safety Policy.
1. Training

1.1
Supervisors must ensure that all necessary training is completed prior to Lone Working. 
1.2
Supervisors must inform employees of the limitations of what may and may not be done whilst working alone. 

1.3
Lone Workers must understand these limitations and know when to stop and seek advice in unusual or new circumstances that are beyond their training.
1.4
Employees who feel that they require additional training must raise concerns with their supervisor or the Chief Officer/RFO as soon as possible.
2. Protective Clothing/Equipment
2.1 Supervisors must ensure that the employee is aware of any protective clothing/uniform they are required to wear before undertaking Lone Working, this includes hi-vis jackets so they can be easily identified if necessary.
2.2 Supervisors must ensure that employees operating equipment are fully aware how to operate and maintain the equipment and who to report to if the equipment has a fault.

3. Medical and Sickness
3.1
Supervisors must ensure that any employee undertaking Lone Working has declared any medical condition that may affect their ability to work alone. Medical advice should be sought if necessary. 

3.2
Employees must ensure they declare any developing medical conditions that may affect their ability to work alone.
3.3
If an employee becomes unwell, they must contact their supervisor and inform them that they are no longer fit for work.
3.4
If a supervisor cannot be reached, they must contact the Chief Officer/RFO and inform them that they are no longer fit for work.
3.5
If an employee becomes unwell and is not able to return home at their own accord their supervisor must make any necessary arrangements in order for them to return home.
4. Supervision

4.1
New employees whose job description requires regular Lone Working must be accompanied until competencies are achieved. Supervisors may periodically visit to observe work being done. 

4.2
In accordance with risk assessment, employees must maintain regular contact with supervisors or office base, either by telephone, radio, text or e-mail.
4.3
Employees must report to the supervisor or office base when:

a) They have arrived on site.
b) They are moving between sites/locations.
c) They have returned to the office base.
d) They are leaving site at the end of the working day. 

4.4
In the event the employee does not report to supervisor or office base automatic warnings should be activated to establish their location.
5.  Emergencies and first aid 

5.1 Lone Workers with First Aid training must follow their training in the event of a medical emergency.
5.2 Lone Workers must have access to a First Aid kit.
5.3 In the event of a criminal incident Lone Workers must report the incident to their supervisor and contact the police if necessary.

5.4 All injuries and near misses must be recorded using the Near Miss Form or an Accident Form. This includes staff, subcontractors, visitors and members of the public.
5.5 Those accidents involving injuries will be recorded in an Accident Book. The Chief Officer/RFO or a designated individual will ensure that suitable investigations are undertaken and reports made, where relevant.
5.6 Those incidents and injuries that must be reported to Enforcing Authority under RIDDOR (Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995) are listed in Workington Town Council’s Health and Safety Policy.  
6. Working in different offices/training establishments

7.1
Employees working alone in the offices of a different organisation or using a training establishment must follow the guidance and health and safety regulations set out by the team leader/training provider of that establishment. 
7.2
If an employee becomes unwell, they must report that they are no longer fit for work to the person of authority at the establishment e.g. meeting chair, training advisor they must then follow the reporting procedures as set out in item 3.
7. Home Working

8.1
A definition of Home Working is detailed in the Home Working Policy. Those employees undertaking Home Working must also adhere to this Policy.
The terms in this policy stand unless otherwise specified in your contract of employment. 
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