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Purpose of this Paper
To report to committee on the outcome of a trail to assist staff and research students with compliance with the University Out of Hours working policy.
Action required
To comment on the need to have accurate information on work being conducted in buildings after hours and to comment on the options available to manage this effectively.
Background
The University adopted a policy to control Lone Working in October 2009:

http://www.lboro.ac.uk/admin/hse/policies/download/Lone%20working%20policy%20and%20guidance.pdf.
Key points

· Lone working arises both during and out of standard working hours but out of hours working is a very common activity for many member of staff and research students. 
· The policy defines standard hours as 8.00 am to 7.00 pm. 
· The policy requires that Heads of Department/Heads of Support services assess the risks to staff working alone and put in place arrangements to manage the risk. 

· The guidance within the policy requires that a record should be kept of who is working alone and…

· Lone work is categorised into levels 1-3 with no lone work permitted for level 1 activities

The policy applies to all staff, research students and final year students who may be undertaking project based work in laboratories and workshops.

Purpose of the Policy
The purpose of this policy is purely to manage the safety of staff and students if an emergency, such as a fire, occurs in a building. 
Out of hours working on campus – monitoring trial 
Implementing the Lone Working policy is difficult without knowing who is working alone after core time. Paper log book/registers left at the main exits are a traditional means to provide workers with a means to record their presence in the building but these registers are not effective in the majority of cases. 

To overcome some of the limitations of the paper systems IT services have produced an electronic version of the log book. This has a number of advantages:

· The data is inputted by the worker onto a standard form via their PC/laptop or phone to record their presence after core time.
· This data is captured in a database accessible to Security staff in the Gatehouse

· Security staff can print off a list of all staff who are in the building after hours

· In an emergency this list can be used to confirm that occupants are either safe or have not been accounted for.

· The system is less disruptive for staff staying late as there is no need to break their work to walk to the register and record their intention to stay in the building.
In order to gauge the opinion of users, a trial was arranged by the School of AACME using staff in the Chemical Engineering department. This Department defines out of hours as after 6.00 pm in the evening although no technical support is available after 5.30 pm when the laboratories are typically locked. Anyone wishing to work in laboratories after this time must seek approval to do so by submitting a risk assessment to the Departmental Safety Officer.  
A trial of the electronic logging system involved 7 people representing academic staff, technical staff, research staff and IT staff. 

Findings

· All the users reported that they did not comply fully with the systems as it is designed. Most deliberately adapted the “rules” to suit their own work patterns. Typical comments were:

· “I log on in the morning and out again at night rather than only when staying late.” Some users then forget or choose not to log out before leaving

· Some users forgot to log if starting work very early – before 7.00 am in one case

· All users had irritations with the fact that all data needed to be resubmitted each day
· A lecturer who logs on in the morning finds it hard to remember to log off when he is coming and going during the day

· Although the system is easier to use than a paper log book, there is still a possibility that the work is not carried out near to a PC and this requires the worker to break whatever they are doing to sign in

· The user has to open up a link from their computer in order to sign in and without a reminder popping up they can be working on other computer based tasks and forget to log in 

· Although the test group did not have personal concerns about their data protection, some felt that this would be a concern for others if the trial was rolled out to all staff. 

Full compliance was not achieved although the group of staff are motivated and responsible individuals.   
Options

1. Abandon the trial – no alternatives in place
2. Abandon the trial - implement and enforce the risk assessment and paper based systems rigorously 

3. Extend the trial after making some changes  e.g. include pop up reminders, pre-set some data, consider producing a smartphone app
4. Consider alternatives - card readers have been suggested (costly?, not all doors have swipe card systems and where card readers are in place they are only on the external door faces as they are not intended for use by people leaving the building).

If any management system is selected, the psychology of rolling out the arrangements to large groups of staff must be considered. The only objective acceptable to some would be the safety argument and some people may still be sceptical about the reasons behind the system.
Any system will need the support of the HSE committee and will require monitoring in the school to remain effective. Arrangements to tackle non-compliance will need to be agreed (HR/Union issue?). 
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