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Lone working has always been a potential problem for our members, but this is getting worse due to the increases in agile working. 
The basic principles and guidance on Lone working has not changed.  Therefore included in this guide are extracts from previous Napo Lone Working guidance, along with information on more contemporaneous issues relating to agile working and their cross over impact on professional practice issues. 

In line with our advice to employers – that they should write specific Lone Working policies for UPW staff – there is a separate section on Lone Working and UPW (which can be found to the end of this guide). 
Definitions:

Lone working
The HSE define lone workers as 'those who work by themselves without close or direct supervision'. It is recognised that the health and safety risks involved in lone working are greater because the worker is on their own.  

Agile working 
Agile working (sometime known as flexible working) involves working away from the office, meeting clients in public spaces, hot desking and working from other organisations premises.

Lone working is especially relevant in Probation and Family Court Services when:
· Visiting non-employees (offenders, victims etc.) at their homes or other non employer premises;

· Working with offenders, victims etc. on employer premises or UPW projects;

· Working alone in the office etc.

· Working in the community 

The following factors both in probation and family court service are associated with higher risk:

· Out of hours service

· Enforcement, refusal of services, bad news (N.B: the Napo Lone Working survey 2017 results show that of the respondents 50% work alone when denying a service, 88% are alone when discussing sensitive issues, 77% work alone when enforcing a rule and 78% are alone when passing on distressing information). 

· Influence of drugs and alcohol

· Remote and/or dangerous locations 

· Isolation

· Known history of violence 

The Legal position

There is no specific law dealing with lone working. However, all health and safety legislation applies equally to lone workers and in some cases, is even more applicable. Unfortunately employers often forget their responsibilities to lone workers, in particular in respect of issues such as risk assessment, welfare provision, recording of injuries, first aid provision and consultation.

The following laws or regulations are particularly important when considering the position of lone workers:

The Health and Safety at Work etc. Act 1974 places general duties of employers and employees under Sections 2-9. Generally, the employer has a duty to ensure the health, safety and welfare of employees. The requirements regarding safe systems of work, health and safety policies, information, training and instruction, and a safe working environment are particularly important.
The Workplace (Health, Safety and Welfare) Regulations 1992 cover issues such as temperature access to toilets, water and other welfare issues. They do not only apply to one specific place of work so will apply to satellite locations in our organisations.

The Reporting of Injuries, Diseases and Dangerous Occurrences Regulations Regulations 2013 (RIDDOR 2013) states employers must notify their enforcing authority in the event of an accident at work to any employee resulting in death, major injury or incapacity for normal work for seven or more days. This includes any act of violence done to a person at work.

The Management of Health and Safety at Work Regulations 1999, set out what employers are required to do in order to comply with their general duties under the Health and Safety at Work Act 1974.  The regulations require employers to make suitable and sufficient assessments of risks to their employees. They must also make arrangements for the health and safety of employees by effective planning, organisation, control, monitoring and review. If the risk assessment shows that it is not possible for the work to be done safely by a lone worker, then other arrangements should be put in place.

The duty to undertake risk assessments underpins the whole framework of health and safety management in the workplace.

Lone working risk assessment 

The protection of lone workers must start with a full risk assessment of the work that lone workers do. Many employers either think that lone workers are covered by the same policies that apply to other employees or they believe that the only problem facing lone workers who work in the community is violence. While the threat of violence is especially important in the work Napo members do - this is not the only risk.

The HSE, in its guidance on lone working, stresses that the risks must be assessed and controlled and says that employers of lone workers should:

· involve staff or their trade union  representatives when undertaking the required risk assessment process;

· take steps to check control measures are in place (examples of control measures include instruction, training, supervision and issuing protective equipment);

· review risk assessments annually or when there has been a significant change in working conditions/practice;

· when a risk assessment shows it is not possible for the work to be conducted safely by a lone worker, address that risk by, for example, making arrangements to provide help or back-up; and

· Where a lone worker is working at another employer's workplace, that employer should inform the lone worker's employer of any risks and the required control measures.
Factors which can increase the risk in particular circumstances include:

· Working alone

· Working after normal working hours 

· Working and travelling in the community 

· Handling valuables or medication 

· Providing or withholding a service

· Exercising authority 

· Working with people who are emotionally are mentally unstable 

· Working with people who are under the influence of drink or drugs

· Working with people under stress
Special consideration should be given to staff that may be at greater risk in certain circumstances, for example women, disabled and LGBT+ staff.
Although risk assessments for some of the work that lone workers do can be carried out on a generic basis, it is not just the actual work but also the working environment which must be considered:

· A lone worker undertaking a home visit in a remote area with no mobile phone coverage should consider how they can call for help if required, or even check in and out with a nominated contact.

· Staff who work away from a central base may spend long periods driving alone as part of their work activities. The main risk for drivers working alone is breaking down in an isolated area. This risk could be increased by employers expecting staff to use their own vehicles where there may be a possibility that the vehicle has not been maintained for a higher than usual mileage. 
Employer’s action to access/control the risks
Having identified the risks, the employer must take preventative measures to eliminate that risk or reduce it to as low as is reasonably practicable.  Those measures will include both procedures and physical features ranging from reception areas and interview rooms equipment that is a potential weapon in UPW. 

All work settings should have clear and well understood security arrangement and arrangement for raising the alarm. Regular three monthly health and safety checks (ideally undertaken jointly by line manager and safety reps) should seek to highlight any change in the buildings work working practices necessary to provide a safer working environment. Risk assessments should include consultation with staff and safety reps. 

Lone working in offices, not with offenders or victims etc., carries significantly less risk; no special measures are required over and above the normal workplace/task risk assessment and if there are concerns staff should buddy up in an office scheme. Where it is necessary, it should be undertaken with the agreement of the relevant local management. 

Dynamic Risk Assessments 

In our services we require 'dynamic risk assessments' for lone working situations. This is a process where workers themselves have to make operational decisions based on risks which cannot necessarily be foreseen. It covers risks which may arise such as if there is a hostile dog or a person in a clients home who is under the influence of drink or drugs and abusive. Dynamic risk assessments are not a substitute for a comprehensive risk assessment but in some cases it is not always possible to identify all hazards relating to our roles where the working environment is outside the employers control.

However it is not an excuse for our employers to transfer responsibility to the staff member and most risks CAN be pre-empted.

Where a risk assessment identifies circumstances where a lone worker may have to undertake a dynamic risk assessment they must receive proper training on what to do. They must also get support for their decisions and feel confident that they can make decisions independently without punitive consequences. For instance what will happen if a lone worker decides not to go on a home visit as risks are considered too great, how does this impact on performance where National Standards are not met? For example a home visit within 5 days). 
The TUC give an example of a paramedic working alone. He was sent to deal with an emergency, which on the information available was probably an unconscious drug addict in a derelict building at a location where crime was rife. No back up was provided and despite the worker expressing misgivings about the situation he was instructed to proceed. He was attacked and was unable to continue working as a result. It went to court and the court judgment included the following statement: 'the final decision on whether to 'go in' must rest with the paramedic who is after all the one who has to take the risk with his or her own safety.

Often information about potential risks is not shared between agencies. Many employers including some of our partnership agencies claim that they cannot share information about such matters as a history of threatening or violent behaviour because of the Data Protection Act. This is not true. The Information Commissioner has given detailed advice which makes it clear that agencies can and should share information that may help protect workers and recommends the use of 'warning markers' to highlight any possible risks. How many of our partnership agencies warn us of specific risks? 

Violence and risk assessment

When a risk assessment shows that there is a possible risk of violence, the recommendation from the TUC is that an employer's first line of response should be to introduce lone worker devices etc. Issuing these devices should include training on how to use them and maintain them. 
Is easy to use the device? Do staff know how to operate it? 

Lone worker devices are not a replacement for prevention. Simple moves such as having people work in pairs where risks are identified can have a dramatic effect on the risk of violence. Even when working in pairs you need to consider whether:

· If having a second person present could escalate the situation? 

· How you raise the alarm between you?

If your safety is reliant on having a mobile phone with you there must be consideration for what happens if you lose your phone. With any Lone Working control measure there must be a backup plan – personal safety shouldn’t be reliant on only one system. 

Interconnection between stress and personal safety 

You may lose sight of personal safety issues if you are stressed and distracted, and therefore not think about the environment. For instance you could be distracted and forget about where your car is parked etc…. 

The Napo Lone Working survey results 2017 show the range of places our members now work from, a combination of offices, cafes, hubs, YMCA etc….It is easy to stop noticing what is going on when moving around like this – thereby underestimating one’s own vulnerability. Planning is very important; it is all too easy not to have the time to do this. But you should check out in advance public transport street/the block/ the house etc… (this can be done on google earth). 
If you are feeling stressed you need to consider what happens when your stress and impact on you comes up against the stress the client maybe under and the consequential risk this may place you in. 

Professional practise issues
In relation to discussion with offenders it is important to consider what can you achieve in a public space? What can you talk about? What is out of bounds?

How will this impact your personal safety?
Working in remote areas and risk assessment

When a staff member is working or travelling through a remote area where there may be little access to services, and there may be no mobile phone signals this must be reflected in the risk assessment and steps taken to reduce the risk and ensure that staff have access to welfare and other facilities.

Steps our employers should take must include:

· a safe means of travel to and from the workplace/ premises - including when working out of hours

· procedures to assess the time it will take to do the work and how frequently the employee should report in and what will happen if they don't

· Making sure the employee must have access to toilets, rest, refreshment, and first aid equipment for example in satellite reporting locations. 

· having a policy and procedures for reporting and responding to emergencies

· Giving consideration to the ease with which emergency services are able to reach the isolated area easily and safely without hindrance.

Lone Working policies 
Policies are designed to alert staff to the risks presented by lone working, to identify the responsibilities each person has in this situation, and to describe procedures which will minimise the risks. Basically, the policy is designed to give staff a framework for managing potentially risky situations. 
It should be a working document that is easily accessible to all staff and succinct enough to be read through and applied to working environments throughout an organisation. 
Check:

· Are staff aware of the policy? Do they follow the policy? If not, why not?

· Is the procedure as outlined in the policy tested?
· Does the policy need to be reviewed?
NPS policy 

Arrangements for Lone Working are covered in:

PI 19/2015 Health and Safety arrangements for the risk management of home/community visits.

Cafcass policy

Cafcass doesn’t have specific lone working policy; instead arrangements for Lone working are covered in Cafcass health and safety policy– 

3.2.3   Lone and remote working 

i)             Managers should ensure that any member of staff who is a lone or remote worker is not at risk of harm. Staff have a duty to follow procedures and systems designed for their safety.

ii)           HSE Guidance is available that provides advice in regard to working alone.

iii)           Managers should refer to the Cafcass generic risk assessment for lone and remote working when discussing lone working issues with staff.

CRC policy
Individual CRC’s may have Lone Working policies or they might be working to legacy policies.
Working at Home 
Homeworkers are particularly at risk from hazards and the lack of support and procedures to deal with them. “Normal” work systems rarely take account of the presence of children and babies in the “workplace”. 

Hazards include: 

· Stress and long hours

· trying to fit in work and family at home without child care provision

· adequate pay and with social and professional isolation

Homes are not designed as work-places: there can be lack of information 

and warning about equipment and substances, fire hazards and procedures, first aid and protective equipment and clothing; lack of storage facilities can be a fire risk.  There is no regular collection of waste material produced; no regular servicing or maintenance of equipment; and lack of help if an accident occurs or if homeworker feels unwell.

 

Growth and improvements in technology had allowed for a significant increase in remote and flexible working – particularly for our CRC and Family Court members. For many employees, homeworking can provide major gains to their autonomy and ability to balance home and work commitments. However, research has shown that there are problems in relation to feeling isolated. An ACAS Research paper in 2013 showed that individuals benefited from using homeworking only “moderately” and making sure to put in place “work-home“ boundaries. 
There are also considerable concerns that homeworking leads to a blurring of the line between work and home life around issues such as where does the job end? For example if you open up emails late at night that are about horrible incidents/contain horrible photographs, how will this impact on you?

In a workplace there is opportunity to let of steam as a way of coping, seeking support form colleague sand using humour to cope, which is not so readily available when working from home.
Technology
There can also be tendency to work far more hours when homeworking, from the employers point of view it is a very productive way of working. We need to be making sure that we own the the technology which makes home working (and other forms of flexible working) possible, so that it is used to our advantage – and not the employers. 

Lone working in UPW (unpaid work)
In the 2017 Napo Lone Working survey respondents working in UPW said:

· adequate facilities were not available when they worked remotely
· staff whereabouts was  not always know on UPW site visits

· supervisors were working alone with too many offenders on UPW 

· sometimes there was no washing or toilet facilities 

· there was not a UPW lone working policy 

· There was not a risk assessment. 

When assessing risk employers should ask:

· Is there a safe way in and out for one person? Can any temporary access equipment, such as portable ladders or trestles, which is necessary, be safely handled by one person?

· Can all the plant, substances and good involve in the work be safely handled by one person?

· Consider whether the work involves lifting objects too large for one person or whether more than one person is needed to operate controls for the safe running of equipment.
· If there are foreseeable emergencies, e.g. fire, equipment failure, illness and accidents, 

There is an inherent risk in lone working. Where there exists the possibility of specific hazards, such as interaction with potentially violent persons, supervising groups of people, supervising work and equipment particularly in isolated areas, supervising groups of people, supervising work and equipment particularly in isolated areas, having driving responsibilities – the first question must maybe – can we eliminate the risk? Some of the risks cannot be eliminated, but lone working can be. 

Risk assessments in some criminal justice areas – security firms escorting prisoners, prison officers and police have decided that the risk is sufficient to justify doubling up. So we should be arguing the same for UPW. This will mean that staff are then best placed to deal with other identified hazards – such as dealing with medical emergencies, supervising properly whilst a colleague is driving and other emergencies requiring action away from the main group. 

Risk assessment and thinking of who might be harmed and how

The level of straff training and skills affects their vulnerability to assaults. 

Remember impact on staff of severe verbal abuse or threats. Continued exposure to verbal abuse can create high levels of stress and anxiety, reduce the morale of employees, and lead to expensive sickness absence. 

Most effective precaution is to avoid risks altogether. For e.g. if the risk arises from carrying drugs, make other arrangements for their delivery, this may not always be possible – then have to find other ways to minimise the risk… 

Staffing levels – critical factors in the assessment will be the size of the group, type of offender – particularly if some are assessed as violent. Nature of work asks (e.g. work with power tools or machines will require closer supervision). Characteristic of location – particular remoteness. 

If a risk assessment shows it is not possible for the work to be done safety by a lone worker then help or back up must be in place, The could be double working, limit the size of the group or arranging for a sup to visit periodically. Also potential risks to women LGBT+, trainees, new appointees must be taken into consideration. 

Lone workers face particular problems whether arising from accidents or emergencies, sudden illnesses or a potentially greater risk of violence.

The key to maximising safety wherever lone working is under consideration is the performance of a satisfactory risk assessment which should address two main features:

· Whether the work can be done safely by a single person

· What arrangements are required to ensure the lone worker is at no more risk than employees working together?

Staffing levels in UPW
The circumstances of UPW projects vary widely and it is not possible to be prescriptive on staffing levels. Critical factors in the risk assessment will be: 

· Size of group

· Type of offender, particularly if some are assessed as potentially violent

· Nature of work tasks (e.g. work with power tools or machines will require closer supervision)

· Characteristics of location, particularly remoteness

If the risk assessment shows it is not possible for the work to be done safely by a lone worker then help or back-up must be put in place. This could be double working, limiting the size of the group, arranging for a supervisor to visit periodically etc. 

Special consideration should be given to staff who might be at a greater risk in certain circumstances – black, women, lesbian and gay and disabled staff along with trainees and new appointments. 

Overall, the essential points are accurate risk assessment, the proper management of the risk and ensuring suitable training. 

Remoteness and isolation in UPW
· Safe means of travel to and from location

· Procedure for emergencies

· Access to adequate rest, hygiene, refreshment, welfare and first aid facilities

Communication and Lone Worker device in UPW
Lone worker devices should be discreet and should enable the worker to raise an instant alarm or to be located accurately if assistance is required. The device will not stop an incident; you are still on our own. 
Breaks

There are problems for UPW staff in taking a break from the workstation. There may be ways round this problem, e.g. peripatetic staff visiting work groups or arrangements made with local probation offices when nearby, and these should be explored. Otherwise staff should be compensated in some way for not having paid breaks: this might be by way of extra annual leave or the payment of a lunch allowance, for example.

Paid breaks are an important objective as all probation staff benefit from proper rest and recuperation during the working day.

Training, instruction and info

Particularly important where there is limited supervision to control guide and help in situation of uncertainly. New staff should be accompanied until it is clear that they competent to deal with all likely circumstances. 

It is common practise that UPW staff can shut down projects if a dangerous situation arises; this is underpinned by a statutory right to refuse work if in imminent danger. 

Medical suitability 

Two points need to be determined:

Does the job impose any extra demands on the lone worker’s physical or mental stamina?

Does the lone worker suffer from any illness that might increase the risk of the job?

Training for Risk assessment. 

Staff should refuse the competent person role if no training is given. The training should be suitable and sufficient and the aim should be that all competent persons achieve the NEBOSH certificate. 

Written Safety policy for UPW work 

There is a general requirement under h& s law for employers to have a written h&s policy: given the complexities of UPW work there should be a detailed written policy and procedures specifically for UPW. 
Reporting

It is very important that all incidents, including near misses, which could affect the health, safety and welfare of staff and UPW workers are reported. Information on the number of previous incidents is crucial for the monitoring and review of stages of risk assessment. 

On the particular issue of violence it should be noted that the definition of violence includes verbal abuse and management and staff must both work to create a culture where all incidents are recorded. 

What Can Napo representatives do to tackle lone working problems? 

Napo representatives might want to consider the following; 

1. Membership awareness
Use posters and leaflets to bring up the issue of lone working with members and take the opportunity of discussing it with them to see if they think that there are any specific problems. Health & Safety representatives should report their concerns and those of their members to management in writing.

2. Encourage reporting
Any incident should be reported, not only violence or threats of violence but any issue that has impacted on health and safety.
REMEMBER - If it doesn’t get reported – it doesn’t exist.

3. Surveys and inspections
Local Health & Safety representatives could conduct a survey to find out whether lone working is a problem in particular workplaces. Safety representatives can also use their routine inspections or undertake special inspections to speak to members about lone working.
4. Raise the issue of Lone Working/agile working at Safety Committee meetings

· Lone working policy and procedures
We need to ensure that there are jointly agreed policy and procedures to manage lone working and that these are reviewed on a regular basis.

· Risk Assessments, safety representatives are entitled to be involved in the risk assessment process and for any review or revision of the risk assessment if thought not necessary. 

· Discuss employers’ plans for introduction of new technology and impact on lone working, home working and other forms of agile/flexible working.
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