Managers’ Health and Safety Policy Checklist


	Lone Working Policy and Guidance


	This checklist aims to help managers to complete essential health and safety, H&S, tasks contained in the Council’s Lone Working Policy and Guidance.  Completing it will help to show you’ve met your H&S responsibilities.  

Copies of the policy and guidance document and the assessment form are on iDerby and the Schools’ Information Portal (SIP).  Alternatively, you can get copies from the Health and Safety Team (HST) 

Remember - lone workers are people who work by themselves without close or direct supervision.  This may mean that they’re exposed to greater risks from their work, equipment or surroundings.  Council lone workers include:

· employees based in our buildings, such as caretakers, technicians and attendants

· mobile workers, such as home care staff, surveyors and inspectors.  

The law doesn’t ban lone working, except for certain high-risk tasks or specific groups of workers.  This includes work in confined spaces and young workers using woodworking machinery.



	Your name, service and directorate
     

	Date completed

     

	KEY MANAGEMENT TASKS

	Getting started
	X

	· Decide whether a specific lone working risk assessment is needed.  

Your general risk assessment should highlight any lone working issues.  You must do a specific lone working assessment if there are significant risks.


	 FORMCHECKBOX 


	· Decide who’ll help you with the assessment.

Involve your employees and their H&S representatives.  Don’t forget shift, part-time and homeworkers, plus those on casual, temporary or fixed-term contracts.


	 FORMCHECKBOX 


	· Decide how you’ll record the assessment.

You must have a ‘readily retrievable’ written record.  Use our lone worker risk assessment form or ask your H&S adviser for any ‘approved’ alternative.  


	 FORMCHECKBOX 


	Doing the assessment
	X

	· Identify employees who work alone.  

Review the work employees do, plus where, when and how they do it.  Remember to include:

· employees who cover emergency call-out situations

· irregular or unusual tasks, such as out-of-hours enforcement or inspection

· staff working in isolated areas, or when colleagues are absent

· working patterns that have some elements of lone working

· employees who handle cash or deal with members of the public.

	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 



	· Identify the hazards.

Are hazards the same as those faced by team workers or are there others that only affect lone workers?  Is the risk of harm greater for someone working alone?


	 FORMCHECKBOX 



	· Identify workers who might be at increased risk.

Make sure lone workers are fit and capable of working by themselves.  Check that:

· employees with special needs or medical conditions can work safely alone.  You must do specific individual assessments with these employees.  Get advice from Occupational Health.

· pre-employment information and medical assessments cover lone working

· night workers get statutory medical assessments.


	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 




	Doing the assessment - continued
	X

	· Evaluate the risks.

Decide, realistically, whether the work can be done safely by a lone worker.  Are:

· lone workers trained and competent to work safely alone

· you able to monitor and supervise them adequately

· effective procedures in place for all foreseeable emergencies?


	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 



	· Evaluate existing precautions.

What’s already in place to protect lone workers from harm?  Is it enough?  If you’re concerned, stop lone working until you can put better measures in place.


	 FORMCHECKBOX 



	· Decide what extra protective measures are needed and implement them.

What do you need to do to make sure lone workers aren’t exposed to greater risk than team workers?  Follow the hierarchy of measures outlined in the policy.  An action plan with timescales will help you prioritise tasks.


	 FORMCHECKBOX 


	· Record your assessment and send it to key stakeholders for comment.

Make sure it’s detailed enough to show how you did the assessment and that you covered all the key steps.  Consult your employees and their H&S representatives, your manager, and your H&S adviser before finalising it.  


	 FORMCHECKBOX 


	· Plan how and when you’ll review the assessment.

Review your assessment and protective measures at least once a year.  Do it sooner if jobs change significantly or you think precautions aren’t working.


	 FORMCHECKBOX 


	Risk management
	X

	· Develop written safe working procedures for all tasks.
Make sure these include how lone working tasks should be done, the protective measures you’ve designed, emergency procedures and supervisory arrangements.


	 FORMCHECKBOX 


	· Supervise and monitor employees.
You must set up structured and proactive monitoring arrangements to check the safety and performance of lone workers.  Make sure that:

· your arrangements are based on risk assessment.  More supervision may be required for higher risk tasks.

· your lone workers have easy access to help and support when they need it

· you take account of new starters, trainees and anyone new to the task

· you can show how and when you’ve made supervisory contacts.

	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 



	· Set up effective emergency procedures.

Draw up contingency plans for foreseeable emergencies, such as fire, sudden illness, accidents and aggressive incidents.  Make sure you’ve included a procedure for summoning emergency assistance.  The Council’s computerised lone worker management system may be helpful.  Get more information from Carelink by calling 01332 642203 or emailing carelink@derby.gov.uk.

	 FORMCHECKBOX 

 FORMCHECKBOX 



	· Train employees.

Arrange adequate training to allow lone workers to work safely and confidently.  They must fully understand the risks and precautions of working alone.


	 FORMCHECKBOX 


	· Monitor health and safety performance.

Do regular workplace inspections, spot checks and audits to check work practices and protective measures.


	 FORMCHECKBOX 


	Where to get help

· Health and Safety Team on 64 0748 or employee.healthandsafety@derby.gov.uk
· Occupational Health - 64 0543 or occupational.healthservice@derby.gov.uk
· The Health and Safety Executive website - www.hse.gov.uk.
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