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1. University policy

Loughborough University acknowledges that there may be an increased risk to the health and safety of it’s employees and students when working alone. The University therefore acknowledges its duty to make adequate provision for the health and safety of lone workers. It is the policy of the University to fully implement the general requirements of the Health and Safety at Work etc Act 1974 and The Management of Health and Safety at Work Regulations 1999 in respect of lone working. 
2. Key legislative requirements

General duties under the Health and Safety at Work etc., Act 1974 and specific duties of the Management of Health Safety at Work Regulations 1999 require the University to provide a safe environment, safe equipment and safe systems of work for its employees and those working on its premises, including students. Risk assessments must be carried out to identify risks to lone workers and control measures introduced to minimise the risks wherever practicable. These requirements are applicable to all work situations/activities and in particular where staff and students are working alone or outside normal working hours.
3. Duty holders responsibilities

3.1 Heads of Departments and Support Service sections
Heads of Departments and Support Service sections shall;

· ensure that a risk assessment of lone working is carried out, control measures introduced and that appropriate records are maintained for their areas of responsibility.
· ensure measures are implemented and maintained to reduce the risk of lone working to its lowest reasonably practicable level within their areas of responsibility.

· ensure that all staff, students and visitors of departments are aware of the University’s, and any additional local arrangements for lone working, through appropriate information, instruction and training.
· ensure that sufficient resources are made available to control and manage lone working arrangements with respect to health and safety within their departments

· ensure the effectiveness of this policy is monitored within the Faculty, Departments and sections.
3.2 Health, Safety and Environment office
The Health Safety and Environment office shall;
· provide advice and guidance on implementation of this policy
· ensure that the effectiveness of this policy is monitored.
· ensure that this policy and associated code of practice is reviewed and revised as necessary at least once every two years.

· consider requests from Departments/Support Services, for safe systems of work, which involve fundamental deviations from the code of practice, (item 5),and where agreement can not be reached, refer the matter to the Health, Safety and Environment Committee.

3.3 Line managers/supervisors
Line managers/supervisors shall;

· ensure that all staff, students and visitors within departments are aware of the relevant lone working procedures
· ensure that the risk of lone working is considered in all risk assessments and that records are maintained for their areas of responsibility.
· ensure measures are implemented and maintained to reduce the risk of lone working to its lowest reasonably practicable level within their areas of responsibility
· ensure faculty or departmental records are maintained.

3.4 Departmental Safety Officers (DSO)
Departmental Safety Officers shall;

· provide advice and guidance on implementation of this policy and code of practice at departmental level.
· assist in the effectiveness of this policy by monitoring within departments.

3.5 University employees
University employees shall;

· ensure that they comply with this policy and code of practice and they shall also report any incidents, breaches of, and non-conformance with, health and safety to their Departmental Safety Officer.
3.6 Students

Students shall;

· ensure that they comply with this policy and code of practice and they shall also report any incidents, breaches of, and non-conformance with, health and safety to their Departmental Safety Officer, academic supervisor or departmental administrator.

4. Risk assessment and control
This policy is little different from other policies which deal with work activities, in that it requires a lone working risk assessment to be undertaken. The objective of the risk assessment is to ensure that the hazards to the lone worker are identified and that suitable and satisfactory control measures are implemented, monitored and reviewed.
Examples of hazards to consider in a lone working assessment can be found in Step 1 of Appendix A.
5. Guidance for lone working 

This guidance offers guidelines to Heads of Departments/Support Services. It is not intended to provide a rigid, restrictive system, but to give guidance to Heads of Department to enable them to construct their own departmental code for out of hours activities around the principles set out below. However, any fundamental deviation from the recommendations of the code of practice should be submitted to the University Health, Safety & Environment office, which will refer these matters to the University Health, Safety & Environment Committee, when appropriate, if a safe scheme of work cannot be agreed upon with the department concerned. 

Normal hours will usually be taken as 8.00 am to 7.00 pm Monday to Friday. Any work occurring outside these times would attract the implementation of this Code of Practice. 

Any activities which occur within normal hours, but involve high or medium risks, should also be organised to comply with the notes of guidance below. 

5.1 Notification of out of hours activities 

Departments/support services may wish to keep a departmental register or log book  to record instances of out of hours work. This should not be considered to be an effective  means of ensuring safety, but rather a way of monitoring the extent of out of hours activity which is a factor in the departments lone working risk assessment.

Routine Security patrols may examine the register as and when they feel it is  necessary to determine who is in a building at any particular time, taking into consideration the nature of risk and type of activity. 

5.2 Hazard categories

Category 1 and 2 activities should not be undertaken alone. The assessment of hazard rating based upon a suitable risk assessment should be made at departmental level. In selecting which particular category an activity fits within, the following guidance should be considered. 
5.3 High risk activities - Category 1 

No person should work alone where there is a serious health or safety hazard. Practical examples of this include: 

1. Work with exposed electrical equipment at dangerous voltages; 

2. High power lasers; 

3. The use of hazardous chemicals; 

4. The use of machine tools and equipment which are capable of inflicting serious injury. 

Wherever the above work is carried out, a second person should remain within calling distance whenever these acute hazards are present. 

Undergraduates would not normally be allowed to work on Category 1 activities unless adequate and immediate supervision is provided. 

5.4 Medium risk activities - Category 2 

Medium rated hazards fit into this category. The dangers would not be so immediate as those outlined under the Category 1 heading, but it would still be desirable for a second person to be present where reasonably practicable to take emergency action. 
Example of Category 2 activities; work involving manual handling likely to cause injury, use of well guarded equipment, external meetings with people.
Undergraduate students would not be allowed to carry out Category 2 work unsupervised. 

5.5 Low risk activities - Category 3 

Where there is no hazard involved in the activity, e.g. reading, writing, use of rooms for reference purposes, computer terminals, etc., it is not necessary for a second person to be in calling distance. The only action required from a person using University premises for such activities outside normal working hours would be to complete the departmental register or log book, if one exists. 

5.6 Category assessment 

The assessment on hazard categories should be based upon an adequate risk assessment (see item 4; “Risk assessment and control” and Appendix A. “Lone worker risk assessment”). Risk assessments should be undertaken by a competent person. 

Departmental Safety Officers, the University Health, Safety & Environment office and the University Fire officer will advise where necessary. 

Before deciding upon the appropriate hazard rating, the competence of the person carrying out the work should be assessed, as should the amount of training received together with any safeguards provided to control the particular hazard. 

5.7 Lone working off campus

To assist those assessing the safety of investigators conducting interviews alone with participants, particularly when such work is undertaken off campus, a safety guidance entitled; "Guidance note for investigators - conducting interviews off campus and working alone", has been issued by the University Ethical Advisory Committee.   
5.8 Students undertaking final year projects 

Students undertaking practical/experimental final year projects are considered mature enough to work without immediate supervision. 

Nonetheless before commencing any laboratory or workshop based activity the student must report to the appropriate member of academic staff, the technician supervisor, or his nominee. Before allowing the programme of work to commence the appropriate member of academic staff, technician supervisor, or his nominee must either; 

1. brief the students and ensure that the student is competent to handle the particular experimental or practical situation, 
OR,

2. be shown a declaration written by a member of the academic staff stating that the student is competent to handle the particular experimental or practical situation. 

In Category areas 1 and 2, the supervising member of the academic staff must always have been notified in advance and approved the monitoring arrangements.
6. Further information
· Working Alone in Safety; INDG 73 (rev), HSE Books ISBN 0 7176 1507 3. Violence at Work; INDG 69 (rev), HSE Books ISBN 0 7176 1271 6. 
· Additional information and advice is available from body’s such as; trade associations or employers organisations, trade unions and some charities, e.g. The Suzy Lamplugh Trust, a national charity for personal safety which offers a range of free and priced publications providing guidance on various aspects of personal safety in the workplace, including lone working.
· Management of Health and Safety at Work Regulations 1999; Approved Code of Practice and guidance. L21 (Second edition) HSE Books 1999, ISBN 0 7176 2488 9.
· 5 steps to risk assessment; INDG 163 (rev1) HSE Books 1998, ISBN 0 7176 1565 0.
· Safe work in confined spaces: Confined Space Regulations 1997 Approved Code of Practice. L 101 HSE Books 1997, ISBN 0 7176 1405 0.
Appendix 1 ;Lone worker risk assessment
	ACTIVITY
	LOCATION

	
	

	DATE OF RA
	REV DATE
	REV NO.
	REF NO.
	ASSESSORS NAME

	
	
	
	
	

	STEP 1; What are the hazards that require control (Tick to indicate)
	Y
	N
	N/A

	01
	Does the workplace present a particular/significant risk to the lone worker?
	
	
	

	02
	Is there safe access and egress for the lone worker?
	
	
	

	03
	Will the work involve/ require any access equipment or work at height?
	
	
	

	04
	Will the work involve the use of plant/equipment or mechanical handling equipment?
	
	
	

	05
	Will the work involve the use of hazardous substances?
	
	
	

	06
	Will the work involve any manual handling operations?
	
	
	

	07
	Is there a risk of violence or aggression?
	
	
	

	08
	Are women especially at risk if they are working alone?
	
	
	

	09
	Are young workers/ students especially at risk if they work alone?
	
	
	

	10
	Does the work involve access/ contact with animals?
	
	
	

	11
	Will the work require access to restricted areas, containment areas, zones or confined spaces?
	
	
	

	12
	Will the work involve radiation sources or lasers?
	
	
	

	13
	Will the work involve naked flames, heat, smoke or fire?
	
	
	

	14
	Will the work involve gas, electricity or water? 
	
	
	

	15
	Will the work hand tools, sharps, needles or glass?
	
	
	

	16
	Will the work involve compressed gases and or air?
	
	
	

	17
	Will the work involve access to dangerous moving parts etc?
	
	
	

	18
	Are any particular individuals at risk e.g. those at increased risk due to a medical condition?
	
	
	

	19
	(additional risks – please specify)
	
	
	

	20
	
	
	
	

	EXPLANATORY REMARKS

	

	

	

	

	

	

	

	

	

	

	STEP 2; Decide who might be harmed and how

	PERSONS AFFECTED
	DESCRIPTION OF INJURY ETC
	CLASSIFICATION
	NUMBERS EXPOSED

	Employees            □
Other workers       □     

Public                    □  

Other (Specify)     □

_________________

_________________

_________________
	
	Young person        □
Inexperienced        □    

Experienced          □         

Disabled (Specify) □

_________________

_________________

_________________
	1-10

11-20

21-50

50 plus

	STEP 3: Evaluating the risk (initial risk rating) Minimal or no current controls in place.

	RATE SEVERITY
	RATE PROBABILITY

	LOW
	(1)
	All other injuries
	LOW
	(1)
	Where harm will seldom occur

	MEDIUM
	(2)
	Injuries causing absence of more than 3 days (see Riddor)
	MEDIUM
	(2)
	Where harm will frequently occur

	HIGH
	(3)
	Death and/or major injury (see Riddor)
	HIGH
	(3)
	Where certain or near certain harm will occur

	Express the overall hazard and risk in accordance with the guidelines given above, expressing it in terms (whichever is applicable) as High (H), Medium (M), Low (L); (Risk = Severity x Probability


	SEVERITY RATING
	PROBABILITY RATING
	INITIAL RISK RATING
	L
	M
	H

	
	
	Risk = Severity x Probability
	□
	□
	□


Risk rating evaluation
(1) = Low risk (L); Maintain and review control measures 
(2-4) = Medium risk (M); Improve control measures

(6-9) = High risk (H); Improve control measures and consider stopping work activity

	STEP 4: Evaluate the risk and decide if existing control measures are adequate

	01
	Present controls satisfactory
	□
	15
	Eliminate / substitute hazardous substances / materials
	□

	02
	Training & competency
	□
	16
	Personal protective equipment (PPE)
	□

	03
	Written procedures / local rules
	□
	17
	Plant / tools / machinery
	□

	04
	Additional specific information
	□
	18
	Housekeeping improvements / arrangements
	□

	05
	Permit to work / safe system of work
	□
	19
	Communication arrangements
	□

	06
	Fire safety precautions / arrangements
	□
	20
	First Aid arrangements
	□

	07
	Health surveillance
	□
	21
	Access / egress improvements / arrangements
	□

	08
	Zoned / restricted area / access
	□
	22
	Security arrangements
	□

	09
	Emergency lighting
	□
	23
	Supervision and monitoring arrangements
	□

	10
	Means of escape / travel distance
	□
	24
	
	□

	11
	Ventilation arrangements
	□
	25
	
	□

	12
	Temperature
	□
	26
	
	□

	13
	Electrical safety
	□
	27
	
	□

	14
	Smoke detectors
	□
	28
	
	□

	CM INDEX (e.g 20- First aid)
	CONTROL MEASURES TO BE ADOPTED
	ACTION DATE

	
	
	

	
	
	

	
	
	

	
	
	

	ASSESSORS COMMENTS

	

	

	

	

	

	STEP 5:Evaluate the risk (final risk rating) Control measures now in place

	SEVERITY RATING
	PROBABILITY RATING
	FINAL RISK RATING
	L
	M
	H

	
	
	Risk = Severity x Probability
	□
	□
	□

	SIGNED
	
	POSITION
	

	PRINT NAME 
	
	DATE
	

	STEP 6; Communicate the risk assessment to those who might be exposed or at risk

	Assessment agreed by
	
	Signed
	

	Additional controls agreed
	
	Print name
	

	Time and date
	
	Position
	

	Action to be taken / comments;

	

	

	

	

	

	

	


Risk rating evaluation

(1) = Low risk (L); Maintain and review control measures 

(2-4) = Medium risk (M); Improve control measures

(6-9) = High risk (H); Improve control measures and consider stopping work activity

This document forms part of Loughborough University’s health and safety policy

Revised July 2009
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