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LONE WORKER – CHECKLIST

IN THE WORKPLACE

1. Does the workplace present a special hazard? 

2. Is the access to, or exit from, the workplace safe? 

3. Is the lighting and ventilation sufficient? 

4. Will other adjacent processes and activities present a risk? 

5. Is equipment safe and regularly maintained? 

6. What risks will the worker be exposed to in the event of equipment failure? 

7. Can substances and goods be handled safely? 

8. Does the worker have the appropriate PPE and is he/she trained in its use? 

9. Has the worker been trained to do the task properly? 

10. Has the worker demonstrated his ability to do the task satisfactorily? 

11. Is the worker medically fit to undertake the task? 

12. Has the worker sufficient information about the job, equipment or substances? 

13. Is cash is being handled, will he/she be at risk of violence? 

14. Is the worker known to be reliable and seek help when they reach the limit of their knowledge or experience? 

15. What is the appropriate level of supervision for the task? 

16. What first aid provision is required? 

17. How will you communicate with the worker to ensure his/her well being? 

18. What are the arrangements for the worker in the event of an emergency? 

useful pointers for managers
· Carry out informal inspections of the workplace and access on a regular basis to make sure the workplace is safe, and that people are working safely.
· Ask yourself how you would feel working there - would you feel safe?
· Check to make sure equipment is being maintained properly and records are kept.
· Make sure Materials Safety Data Sheets are available for all materials used and stored on the premises.
· Make sure risk assessments of all processes and activities are available for workers to refer to and that Safe Working Procedures are available.
· Make sure you know workers are fully aware of local rules, especially those related to "working out of hours".
· Check the "working out-of-hours" signing in book to make sure people are signing in, and that they have the Head of Departments permission.
· Periodically speak to those who work alone informally to find out if they have any concerns that can be dealt with easily.
· Make sure they know you do not want them to put themselves at risk. Ask them how the job could be made safer.
· Make sure you have a reliable system for contacting the lone worker and for establishing he is unharmed – this could be by a call-in system, a tracking device, a mobile phone, etc.
· Consider what emergency situations could arise and make sure you have procedures in place to cover them. 

useful pointers for employees
· Make sure someone knows where you are, and establish a contact system so that you can tell someone you’re at work and when you’re leaving.
· Don’t do anything which you feel might put you in danger – report any dangerous incident or situation to your supervisor and ask for advice.
· Don’t "cut corners" or rush the work, set yourself a reasonable target and work towards it – do your best.
· If you start to feel tired either stop for a short break, take a walk outside in the fresh air, or go home after contacting your supervisor and/or signing out.
· Make sure you know, and follow, relevant safe working procedures and guidelines for operating equipment and handling and using substances.
· If you don’t know how to do something – don’t do it – leave it until someone is around to help you.
· If you get injured stay calm, use your training, and if you need assistance contact Campus Control on 24085 or, if off campus, ring 999 giving clear instructions to them of where you are. 

FOR HOME VISITS & MEETING THE PUBLIC

Have your loneworking staff: -

1. Been fully trained in strategies for the prevention of violence? 

2. Been briefed about the areas where they work, or will work? 

3. Been made aware of attitudes, traits or mannerisms that can annoy clients? 

4. Been given all available information about the client from all relevant agencies? 

5. Understood the importance of previewing cases? 

6. Left an itinerary? 

7. Made plans to keep in contact with colleagues? 

8. The means to contact you – even when the switchboard may not be in use? 

9. Got your home telephone number (and you theirs)? 

10. A sound grasp of your organisation’s preventative strategy? 

11. Authority to arrange an accompanied visit, security escort, or use of a taxi? 

Do your loneworking staff: -

1. Carry forms for reporting incidents, including violence or threats of violence? 

2. Appreciate the need for this procedure and use it? 

3. Know your attitude to premature termination of interviews? 

4. Know how to control and defuse potentially violent situations? 

5. Appreciate their responsibility for their own safety? 

6. Understand the provisions for support by your organisation? 

useful pointers: -
· Greet customers politely and with eye contact. 

· Be aware of body language, signs of anger, tension, stress, or nervousness, adopting a hostile or aggressive stance. Bear in mind that you may be sending out body language messages. 

· Avoid invading other people’s personal space or touching them. 

· If attacked your voice is the best defence – shout a positive command or yell loudly to "Stop". 

· Have a mobile phone for emergencies but keep it secure and out of sight with a number pre-programmed for emergency use. 

· Procedures for call-in of staff should be in place together with those for non-arrival. 

· If using car parks in busy areas, use ones which are well-lit at night. 

· Don’t leave a brief case or lap top visible in the car. Lock all doors. 

· Trust your intuition – if the situation feels unsafe or makes you uneasy, use a plausible excuse and get out. Consider taking a colleague with you. 

· Consider meeting clients in public places e.g. hotels. 

