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Standard Lone Working

1 Introduction

The purpose of this standard is to set out the requirements for lone working.

This Standard requires that all personnel involved in lone working are provided with suitable and sufficient
information on the processes and standards required to carry out the works in a safe manner, preventing
injury or harm to Unitas personnel and others.

Lone Working refers to situations where employees, in the course of their duties, work alone in the
community, on sites, in their own home, or may be the only staff member present in an office or other
establishment maintained by Unitas. They will be physically isolated from colleagues, and without access to
immediate assistance. This last situation may also arise where there are other staff in the building but the
nature of the building itself may essentially create isolated areas.

2 Scope

The scope of the SHEMS covers all persons, workplaces and operations in our business.
Exceptions will be documented through a SHEMS appendix B process (SHEMS-FOR-GR-999), authorised
by Unitas Operations Director Responsible for coordinating SHE.

Unitas SHEMS (SHEMS-STD-GR-003) provides guidance and signposting for the compliance,
implementation, monitoring, audit and review of our systems, demonstrating continual improvement and
achievement of the business objectives.

Those individuals who drive to a variety of Unitas locations are not considered as lone working while driving
within standards. Refer to the Safe Driving Guidance document (SHEMS-GUI-GR-010).

2.1 External References

®= The Management of Health & Safety at Work Regulation ACOP L21
= Working Alone — Health and Safety Guidance on the Risks of Lone Working INDG73
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https://mykier/teams/she/SHEMS/SHEMS-FOR-GR-999%20Appendix%20B.doc?Web=1
https://mykier/teams/she/SHEMS/SHEMS-STD-GR-003%20Safety%20Health%20Environment.pdf
https://mykier/teams/she/SHEMS/SHEMS-GUI-GR-010-Safe%20Driving.pdf
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Standard Lone Working

4 Unitas Requirements

Lone working exposes employees and others to certain additional hazards. Unitas’s intention is to
remove/minimise the lone work activity or to minimise the risks associated with lone working.

Where lone working is identified any associated hazards need to be determined so that risks from them can
be assessed and suitable and sufficient control measures adopted.

The control measures should take into account normal work and foreseeable emergency situations, and
should aim to ensure that the lone working activity is managed to an acceptable risk.

4.1 Considerations for Lone Working Activities

Where a potential lone working situation has been identified managers should consider the following factors
to determine the suitability for lone working. Factors could include considerations such as:

= Does the workplace present any special risks to a lone worker i.e. remoteness?

=  Any problems with communication (poor signal reception etc.)

"  The operation of plant and equipment

= Whether any manual handling tasks would necessitate a second person being present

= The suitability of the individual, whether they suffer from any medical condition that may make lone
working unsuitable

=  Are there any chemicals or hazardous substance that may pose a risk to the operative?

® The possibility of interference, such as violence or criminal activity from other persons

®= The amount and type of supervision available for the activity and/or buddy system

= Emergency Plans for ‘worst case’ scenarios

®= The information, instruction and training given to the operative

" s asigning in and out process in place for office staff?

" |s abuddy system in place?

4.1.1 Lone Working Exceptions

Lone working shall not be considered under the following circumstances:

= Entry into confined spaces

® Using a chainsaw

= Requiring manual handling that would necessitate a two man lift

= Working in an excavation >1.2mtrs

= Roof works

=  Medium/High risk Temporary Works

= Tree surgery

= Or any other works that may lead to a serious injury where immediate first air is required.

4.2 Provision of Supervision

Although lone workers cannot be subject to constant supervision, there is a duty on Unitas to provide
appropriate control of the work. Standards need to be put in place to monitor lone workers to ensure that
they remain safe at all times.
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Standard Lone Working

These shall include:

=  Supervisors periodically visiting and observing employees working alone

=  Supervisors/ Resource controllers maintaining contact with lone workers using either telephone or radio
at appropriate intervals (minimum every hour). Contact arrangements must be documented as part of
the Risk Assessment and Safe System of work (SSW)

® The use of signing-in/logging systems is useful for monitoring the safety of lone workers. Signing-in can
be used as part of a monitoring system at sites that are regularly patrolled by Security staff outside
normal hours. However, in such situations there must be an agreement with the Security staff about
their monitoring role; it cannot be assumed they will carry out this function

Contingency plans specifying the action to be taken should a pre-arranged contact not be made, or an
operated alarm device activated, must be included as part of the risk assessment.

4.3 Communication & Personal Alarms

Appropriate two way communication must be maintained with the lone worker at prescribed periods. The
lone worker must be equipped with a means of two-way communication via telephone or radio, a pager or a
personal alarm. Any communication system must be verified to ensure that a suitable signal is available.
The system must enable the worker to raise an instant alarm or be located accurately if assistance is
required. Automatic warning devices, which operate if specific signals are not received periodically from the
lone worker, are also available. Those also include a GPS signal identifying whereabouts/location and a
panic alarm. Always check that batteries are charged before carrying out any lone working.

4.4 Medical Suitability

Consider whether the task imposes any extra demands on the lone worker’s physical or mental wellbeing
and if the lone worker suffers from any illness that might increase the task risks.

Both routine work and foreseeable emergencies may impose additional physical and mental burdens on the
individual. When medical advice is necessary, Unitas’s Occupational Health Provider must be consulted.

4.5 Emergency Situations

The risk assessment must identify any foreseeable events, and emergency plans established and the
operatives trained in them. Lone workers must be capable of responding correctly to emergencies and must
have access to adequate two way communication and first aid equipment. Employees must be made aware
of the emergency arrangements for lone working emergencies and these arrangements must be tested
regularly in all work-streams.

45.1 First Aid

Individuals who regularly complete lone working shall be aware of the first aid arrangements and must carry
a fully stocked personal first aid kit when working alone at all times.

4.6 Monitoring and review of safe working practices

Once the safe working arrangements have been implemented, they need to be regularly monitored and
reviewed to ensure that they remain effective. Monitoring the way in which employees are working is a
routine day-to-day management function during regular safety inspections.

Lone workers must be actively encouraged to report any incidents which could affect their safety or the
safety of others to allow the proper review of the working arrangements and allow improvements to be made.
All verbal or physical violence has occurred or threatened by tenants or members of the public this must be
reported and the manager must arrange for details to be added to the flag warning system.
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Standard Lone Working

4.7 Out of hours working

Out of hours working shall be that generally considered to be outside normal working hours.

Such situations may include surveying, testing and client specific activities outside the contractual agreement
between Unitas and the client themselves. In such situations it is imperative that, where Unitas is the
Principal Contractor and/or a Service visit e.g. Housing Maintenance, Facilities Management/Home Visits, an
agreement has been reached in the planning stages as to how supervision and activities shall be managed
and maintained.

The hazards that exist in out of hours working may generally be the same as those mentioned in above in
relation to lone working. The results of a specific risk assessment shall identify these. The main issue is the
type and level of control measures that are necessary in order to maintain the well-being of the lone worker.

It is imperative that out of hours working is agreed in advance and that all likely hazards and risks are
identified. A safe system of work must be developed and include risk assessments and method statements,
emergency plans, site briefings (to include ‘no go areas’, etc.) and communications.

Should the risks be considered to be too high for out of hours working, Unitas must arrange for competent
supervision to be provided and subsequent safety and health provisions to be made as required.

On projects where out of hours working is likely owing to a client’s need to have 24-hour access to deal with
emergencies for example, it must be agreed between all relevant parties and written down in the form of a
safe system of work.

4.8 Security of buildings

Managers are responsible for ensuring that all appropriate steps are taken to control access to the building
and that emergency exits are accessible at all times whilst persons are inside.

®= Managers shall ensure that alarm systems are tested regularly.

= Managers shall ensure that key codes for access are changed from time to time, and as a matter of
course if a breach of security is suspected.

=  Employees working alone shall ensure they are familiar with the exits and alarms.
= Managers shall ensure that access to a telephone and first aid equipment for staff is available.

= Managers shall ensure that in buildings where staff may be working in relative isolation, there should be
an agreed system in place to alert colleagues in an emergency.

4.9 Incident Management

Directors / Managers shall ensure that incident plans are documented and communicated as appropriate to
their types of work.

Consider if an employee fails to attend/arrive as planned, after an hour, their line manager shall take the
following steps:

=  Where is the individual supposed to be?.....remote location/surveying...no mobile signal.

= Attempts shall be made to call the member of staff on their mobile phone, leaving no more than a
minimum 5 minute gap between calls. (If driving they will not be able to answer/if remote they may have
no signal)

=  Were they working in a high risk environment?

= Telephone any previous visit/locations to establish their actual time of departure

= Telephone other personnel in the field to see if they have had any contact from the ‘missing’ lone worker.
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Standard Lone Working

4.9.1 Escalation

If all of the above fail and there is still no contact after a further cut off time (to be agreed and recorded in the
Lone working risk assessment), the Project Manager will nominate a member of staff to retrace the route of
the ‘missing’ lone worker (if practicable).

= |f the employee(s) are not located by retracing their steps, the relevant Director should be informed, and
then the Management should phone the police and ask for advice and/ or assistance.

= Where an employee calls on a mobile to raise the alarm a manager should be notified and police and or
relevant emergency services assistance obtained. Where possible the exact location of the member of
staff should be obtained and relayed to the emergency services. The person receiving the call should
inform the persons line manager and escalate to Director as appropriate.
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