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The United Nations Convention on the Rights of the Child (CRC) is at the heart of our school’s planning, policies, practice and ethos. As a rights-respecting school we not only teach about children’s rights but also model rights and respect in all relationships – Linked to Articles 3, 7, 16 (CRC)
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Introduction 

The purpose of this policy is to ensure that there are adequate safe systems in place to ensure the health, safety and wellbeing of employees whose job role requires them to work alone. 

Working alone is an accepted practice and not in itself against the law and it will often be safe to do so. The law requires employers to consider and deal with health and safety risks for people working alone.

Swansea Council is committed to providing a safe and secure work environment for its employees, whilst carrying out their duties irrelevant of the workplace location. 

Policy Statement
2.1
In line with the Corporate Health and Safety Policy, Swansea Council (Authority) recognises and accepts its duties and responsibilities to ensure, so far as is reasonably practicable, the health, safety and wellbeing of its employees and others who may be at risk from its activities. 

2.2
This document is intended to be a framework, with Service Units supplementing it by having in place their own procedures and guidelines, which reflect the principles of this policy and the individual needs of their Service Units.  

2.3
All Directorates and Services within the Authority must be able to demonstrate compliance with this policy via audit. 

2.4
Serious and deliberate violation of the Authority’s Corporate Health & Safety Policy, health and safety rules and standards may be viewed as gross misconduct under the Disciplinary Policy of Swansea Council.

2.5
Managers may choose to delegate their duties but can not delegate their responsibilities.

Scope   

3.1
This policy applies to all employees, volunteers, agency staff and elected members who are all required to comply.
3.2
When considering the terms on which work, services or supplies should be provided to the Authority, the procuring officer will ensure specific provision in the contract concerning the health, safety and wellbeing of the contractor, its staff, Swansea Council employees and the public. 
Definition
4.1
For the purposes of this policy the definition of Lone Working is:

“Lone workers are those who work by themselves without close or direct 
supervision”. (HSE)

4.2
Lone worker roles may include:

· People working separately from others in a building (for example, basement or attic areas) or alone in an office

· Those working in a remote locations, including outdoors

· People who work outside office hours
· People who work away from their fixed base without colleagues i.e. Social Workers; Education Welfare officers  
· Travelling alone in the course of their work

· Pool car returns – out of hours working: if a car is to be returned to site after 7pm staff must follow the Pool Car Usage protocol and individual service area guidance.
Responsibilities
5.1 Cabinet
5.1.1
Cabinet will nominate one of its members as the portfolio holder for health, safety and wellbeing issues. Cabinet will promote this policy and comply with its provisions.
5.2
Chief Executive
5.2.1
With reference to the Corporate Health and Safety Policy, the Chief Executive is ultimately responsible for the health, safety and wellbeing of all employees and others who may be affected by the Authority’s undertakings.
5.3
Corporate Management Team (CMT)
5.3.1
CMT will be collectively responsible for strategic health, safety and wellbeing planning and for periodic review of health and safety performance.

5.4
Health & Safety Wellbeing Champion

5.4.1 To promote a positive health, safety and wellbeing culture throughout 
the authority.

5.4.2 To discuss and monitor issues placed in the corporate health and 
safety risk log and other high risk incidents with the Corporate 
Health, 
Safety, Emergency Management and Wellbeing Manager, the 
relevant 
Director and the Chief Executive as appropriate.

5.5
Directors/Chief Officers
5.5.1
Ensure Heads of Service deliver their responsibilities under this policy and report any failings or barriers that may affect compliance to CMT.
5.5.2
Ensure that the Heads of Service and all managers comply with procurement procedures for equipment or specialist services in relation to lone working.

5.6
Heads of Service
5.6.1
Ensure that suitable and sufficient arrangements and resources are in place to manage lone working within their Service Unit. 
5.6.2
Ensure that risk assessments are undertaken and risks are minimised in those areas of work, or circumstance where a predictable risk from lone working exists. 
5.6.3
Ensure that adequate monitoring systems are in place to evaluate the effectiveness of local arrangements to minimise the risks related to lone working.
5.6.4
Review lone working data, identify trends and take action as appropriate e.g. improve processes.
5.6.5
Identify key health and safety risks and specify in the Service business plan and ensure control measures are implemented to reduce the risk.

5.6.6
Ensure that there is effective consultation, and communication between 
management, trade unions and staff to address risks, and raise 
awareness of risks from lone working e.g. SMT, Team Briefs. 
5.7
Managers (as defined by the Corporate Health & Safety Policy)
5.7.1
Managers are responsible for ensuring that suitable and sufficient 
arrangements and procedures are in place to implement this policy 
within their sphere of responsibility. 
5.7.2
Identify all lone working activities within their area of responsibility and 
undertake a suitable and sufficient risk assessment ensuring control 
measures are implemented to minimise health and safety risks. 
5.7.3
Ensure the provision of appropriate training, information and instruction 
in relation to the lone working procedure is given to all employees 
identified as being at risk. This includes the provision of refresher 
training at appropriate intervals and if identified in risk 
assessment as 
control measure, this includes appropriate violence and 
aggression training. 
5.7.4
Will ensure that, where equipment or safety device is provided to 
employees for the purposes of lone working procedures:

· Appropriate information, instruction and training is given.

· Will be checked & tested regularly for its workability

· Maintained in accordance with manufacturer’s instructions
5.7.5
Implement appropriate control systems for monitoring of employees 
who are lone working. Ensure employees are aware of and comply with 
the lone working arrangements. 
5.7.6
Will where lone working hazards have been identified or concerns 
have been raised by employees, ensure that appropriate action is taken 
5.7.7
Communicate to all employees the systems and the procedures for lone 
working, and ensure regular updates are provided through the 
appropriate team briefings. Ensure all new employees are made aware 
of lone working procedures and arrangements. 
5.7.8
Will report all accidents, incidents and near misses arising from lone 
working to the Corporate Health, Safety, Emergency Management & 
Wellbeing Service as required by the Authority’s accident and incident 
reporting procedure. 
5.8
Employee

5.8.1
Accept and understand their responsibility for reducing the risks from lone working and to cooperate and comply with any information or instruction given by management provided for reasons of health and safety.

5.8.2
Will comply with the provisions of this policy and will conduct their work in a manner which is safe for themselves, their colleagues and members of the public who may be affected by the employee’s acts or omissions.  
5.8.3
Where identified through lone working risk assessment as a control measure, employees will attend any health and safety training provided and adopt safe working practices. 
5.8.4
Will comply with any lone working procedure and emergency procedures established by their manager or service
5.8.5
Bring to their managers attention and/or trade union representative if they become aware of a work situation where there is a risk to themselves or others which has not been adequately addressed. 

5.8.6
Will not engage in unsafe practices and take unnecessary risks which have the potential to harm themselves, colleagues or members of the public.
5.8.7
Report accidents, incidents and near misses as a result of lone working to the manager.  
5.8.8
Will complete relevant accident/incident reporting forms as required by the Authority’s accident/incident reporting procedure. 
5.9
Corporate Health, Safety, Emergency Management & Wellbeing Manager
5.9.1
Will ensure that the provision of advice and guidance in respect to lone working risk assessment; preventative and protective measures and training will be given to those identified as having responsibilities under this policy.
5.9.2
Collate all data submitted by managers as a requirement of this policy, and ensure its analysis and interpretation.

5.9.3
To bring to the attention of the Corporate Health & Safety Wellbeing Champion or CMT any known serious or uncontrolled risks in relation to lone working.
5.9.4
To ensure that all accidents/incidents/near misses reported that are notifiable under RIDDOR are referred to the Health and Safety Executive.
Review and Monitoring 

6.1
The requirements of this policy will be monitored by way of a risk-
prioritised process of auditing. 

6.2
The training and responsibilities of individuals will be monitored by the 
Authority through its management and appraisal processes. 

6.3
Where necessary the Authority will take appropriate action to ensure 
that this policy is upheld.

6.4
This policy will be reviewed by the Corporate Health, Safety, 
Emergency Management & Wellbeing Manager every 3 years or if:

· New legislation is published or existing legislation is updated. 
· New guidance is published or existing guidance is updated. 
· Research, monitoring or auditing suggests that a review may be required. 
· Incident investigation suggests that a review may be required. 
Reference
· Health and Safety at Work Act 1974 
· Management of Health and Safety at Work Regulations 1999 
· Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013

· Lone Working Policy Guidance

· HSE guidance INDG73(rev3) – ‘Working Alone’
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