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          Lone Working Policy
Note that this policy is to be read as part of the Trust’s Health & Safety Policy. As such, the general guidance on health and safety issues contained in that policy should be followed.

Each employee must:

· Be aware that the law imposes upon them the duty to take reasonable care for the health and safety of himself and of other persons ( this includes all visitors to the Trust’s premises who may be affected by his acts or omissions at work);

· Co-operate with their employer to ensure that all statutory duties or requirements are complied with.
Lone workers are those who work alone without direct supervision. An employee, who normally works in the office or with others on the estate, will become a lone worker if they become responsible for late-night working, working alone on the estate or other location – this includes working at home if there is no other person in the house.

This policy applies to any employee that is in a situation where they are working alone, and exists to provide guidance on the procedures that should be followed to ensure that the employee is safe.

Lone working should be avoided wherever possible as this increases the chance of delays in emergency action should an accident occur, and exposes the employee to unforeseen risks.
1. Serious Risks and Hazards
There may be some activities that the employee undertakes when carrying out their job that should not be undertaken when working alone. These include, but are not limited to:
· Any activity identified in the risk assessment as carrying a high risk of injury;

· Working at height;

· Working with hazardous substances;

· Carrying out hazardous procedures.

2. Procedure to be followed

If lone working is unavoidable the following procedure must be instigated:
· Prepare a risk assessment and file this as appropriate;

· Prepare a Lone Working Plan (template form filed on shared drive) to cover:
· Agreement with your line manager for the work to be carried out;

· The nature of the work to be undertaken. Check that it does not fall within the activities listed in section 1. Serious Risks and Hazards;

· Location, including grid references if appropriate. If the location is remote from a centre of population, major road, or otherwise difficult to reach, list the route by which the emergency services can locate you;

· The date of the lone working, together with the expected start and finish times;

· Your contact details including country and local exchange dialling codes. If staying in a hotel or other accommodation other than that held on your personal file, the details of that accommodation including contact telephone numbers, e-mail address or web site URL must be recorded in the Lone Working Plan;

· Arrangements for contact with your line manager or other Nominated Person. 
· The name of the Nominated Person should be noted together with contact telephone numbers, including country and local exchange dialling codes;

· Frequency of contact, setting out the times of the calls and the person responsible for originating the call;

· Define an emergency plan to be implemented if contact cannot be made;

· Agree and pass the plan and the associated risk assessment to your line manager or other Nominated Person before commencing the period of lone working.

2.1
An employee undertaking lone working must carry with them at all times the following items:

· A copy of the plan, including the contact details of the Nominated Person(s), and the agreed frequency of contact;

· A first aid kit appropriate to the task to be undertaken;

· A mobile telephone in working order and with sufficient credit available to make the routine contact and any emergency calls;

· Clothing appropriate to the task.

2.2
A Log must be maintained using the Lone Working Plan form of the routine contacts noting the time of the contact (template form filed on shared drive).
2.3
When the period of lone working is completed, the employee must notify the Nominated Person that they are safe. If, within 30 minutes of the agreed final contact time, the Nominated Person does not receive confirmation that the employee is safe, he must implement the following procedure:

· Attempt to contact the employee on the agreed telephone number(s);

· If contact is not made within 15 minutes the agreed emergency plan should be activated.
2.4 The line manager or Nominated Person is responsible for ensuring that the routine contact with the employee is undertaken. If that person is not able to maintain the supervision until the end of the working period, then the responsibility should be delegated to another Nominated Person who then becomes responsible for implementing the procedure. The name and contact details of the second Nominated Person must be included in the Lone Working Plan.
2.5
Regular patterns of lone working may follow the shortened procedure:

· The Lone Working Plan and risk assessment should be written as normal, but needs to be revised only if there is a change in the activity undertaken;

· Agreed contact details and procedures may be kept in a generic file and made available to the Administration team as well;

· This shortened procedure does not relieve the employee and line manager or Nominated Person of the need to work in a safe manner.

Examples where the shortened procedure may be appropriate include:
· Working on the estate close to the offices;

· Warden duties at SODC sites;

· Warden duties at Radley Lakes.
3 Special Situations
3.1
Hire of Fison Barn outside of normal working hours
· The Lone Working Plan should be prepared on each occasion as normal;

· Before proceeding with the closing procedure the lights in the courtyard, the public car park, and on the exterior of the barns should be switched on by over-riding the timer. (The switch is located in the Learning Barn); 
· At the end of the closing procedure exit should then be via the Learning Barn, switching off the over-ride when setting the intruder alarm system. (The final exit door is the one opposite the offices);

· Arrangements have been made with the key-holder service to act as the Nominated Person if necessary. They will follow the procedure outlined in 2.3 above. A copy of the Lone Working Plan must be lodged with them before the date of the barn hire;
· If the barn has to be secured late in the evening a second employee must be present. There must always be at least one member of staff present; the key-holder service provider must be booked to attend the closing procedure if no second member of staff is available.

3.2
Learning Barn and Poem Tree
· If it is a small-scale event the Lone Working Plan should be prepared using the shortened procedure as provided for in 2.5 above;

· If it is a large-scale event, and there is a significant amount of cash on the site, a second employee must remain on site until the cashing and closing procedures are completed;

· The Cash Management Procedure must be followed;

· Both employees should then leave together once the site is secure.

3.3
Green Birthday Parties

· The Lone Working Plan should be prepared using the shortened procedure as provided for in 2.5 above;

· The party should be timed so that it is finished before the hours of darkness. This will reduce the risk from locking up in the dark. If this is not possible then the exterior lights should be over-ridden as described in the section: 3.1 Hire of Fison Barn outside of normal working hours.
3.4
Events – Short Duration
· The Lone Working Plan should be prepared using the shortened procedure as provided for in 2.5 above. Any variances should be agreed in advance and the Plan amended as required;

· The event should be timed so that it is finished before the hours of darkness. This will reduce the risk from locking up in the dark. If this is not possible then the exterior lights should be over-ridden as described in the section: 3.1 Hire of Fison Barn outside of normal working hours.
3.5
Events – Long Duration

In addition to the procedure outlined in 3.4 above, the following additional steps should be taken as the event may finish during the hours of darkness, or a substantial amount of cash is on site:

· A second employee must remain on site until the cashing and closing procedures are completed;

· The Cash Management Procedure must be followed;

· Both employees should then leave together once the site is secure.

3.6
Working at Home
· The Lone Working Plan should be prepared by each employee working at home using the shortened procedure as provided for in 2.5 above.
3.7
Earth Trust Site Security

The site is remote and because of planning constraints, the lighting to the exterior of the barns, the offices, and the two car parks has to be switched off by 6:30; we have voluntarily agreed to switch them off at 6:00. The security of employees and visitors is of paramount importance, and for this reason the over-ride facility must be used during the hours of darkness. 
When the lights are not on, the route to the staff car park is lit by a PIR-activated motion sensor, with floodlights on the entrance to the car park and end of the scout hut. This provides a degree of security, but is not perfect. 
When locking the site after an event or late night hire of Fison Barn, the following procedure is recommended:

· Two employees should remain in order to carry out the procedure. One employee and someone from the key-holding service provider is an acceptable alternative;

· Switch on the exterior lights if this has not already been done by using the over-ride switch in the Learning Barn;

· Secure the entrance gates and security barrier at the entrance to Earth Trust Centre;

· Lock the external gates to the courtyard;

· Secure and set the alarm system in Fison Barn and Poem Tree;

· Leave via the Learning Barn, turning off the over-ride switch before setting the alarm system and securing the final exit door. (The final exit door is the one opposite the offices);

· Report to the Nominated Person that you are safe and leaving the site in a secure state. (This is not necessary if two people are carrying out the procedure);

· Leave the site via the staff car park entrance, securing the gates.

4
Employee

Where used in this policy the expression includes any person who is volunteering to work at the Trust.

5
Cash Management Procedure
Where used in this policy the expression refers to the Procedure dated 02 February 2010.
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