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Personal Safety at Work (Lone Worker) Guidance
Introduction:
The University is committed to providing a safe working environment and ensuring the health and safety of all staff, to include those working alone. Training is offered to managers and staff to develop an understanding of when and how risk to personal safety might occur, through the use of risk assessment, and the steps that can be taken to mitigate risk.
Definition of a lone worker:

A lone worker, for the purpose of this guidance, is defined as a member of staff who, for significant periods of their working time, is engaged in activities which places them in a situation without direct contact with other staff, or without direct supervision. Some examples of this include:
· Only one person on the premises, e.g. Car Park Attendant.

· People working separately from others, e.g. Sports Centre Staff at Bullocksteads
· Working alone in an office and receiving visitors– in particular, where the office is not linked to a reception or suite of offices
· People working outside normal hours, e.g. Library Night Staff, Caretakers, Cleaners, etc.

· Mobile workers working away from their fixed base, e.g. Drivers, Researchers working at a client’s address or meeting with research subjects, field trips, national and international business travellers, etc. 

A member of staff, who requests to work at home rather than remain in their normal workplace (and consequently may be on their own) does not meet the definition of a lone worker. 

Responsibilities:

The University has a general duty under the Health and Safety at Work Act 1974 to ensure the health, safety and welfare of employees which includes providing safe systems, a safe place of work and suitable arrangements for employees’ welfare. 
1. Managers Responsibilities: 
To ensure safe systems of work for lone workers, managers are required to:

· Undertake, periodically, a risk assessment to include the physical working environment and work activities in order to determine whether or not such activities can safely be carried out by a single person (Please see generic Lone Working Risk Assessment pro-forma – http://www.northumbria.ac.uk/sd/central/estates/healthandsafety/riskassess/.) Managers and lone workers should attend a Risk Assessment workshop offered through the Staff Training and Development programme 
· Ensure, through Occupational Health, that staff are medically fit and suited to working alone on identified activities.

· Train staff to understand the risks involved and how to respond to hazardous situations that might occur, e.g. injury to themselves, outbreak of fire, violence from students or members of the public. All staff who have the potential to work alone should attend the ‘Personal Safety and Crime Prevention’ workshop offered through the Staff Training and Development Programme. 
· Advise staff who may be called upon to give students difficult news, to familiarise themselves with the “Guidance Tutor Handbook”, in particular, section 5. http://www.northumbria.ac.uk/static/5007/guidancetutor_handbook.pdf
· Provide facilities, systems and equipment to enable lone workers to deal with hazardous/emergency situations, e.g. first aid kits, fire fighting equipment.

· Put in place appropriate arrangements for communicating with lone workers, including procedures for when a lone workers return to base/contact is overdue.
· Regularly monitor reported accidents and consult staff on related       preventative measures.

In developing safe systems of work, managers are also required to:

· Give consideration to the greater risks to expectant mothers, disabled persons and inexperienced staff.

· Involve staff (or representative groups of staff wherever practicable) who are working alone in the risk assessment process and in the development of safe working practices.

· Ensure all staff are aware of the University Incident Reporting Procedure and that all accidents and incidents (including near misses) are reported in a timely manner. http://www.northumbria.ac.uk/sd/central/estates/healthandsafety/ra/
· Ensure all staff are advised of the University, and local, health and safety arrangements as part of local induction, (Included as part of Local Induction Check List).
2. Staff Responsibilities: 
· Staff working alone  are required to follow the safe working arrangements developed and put in place by the University as well as taking reasonable steps to ensure their own safety, including informing their manager/supervisor of any incidents or safety concerns.
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