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1. Introduction  
 
North Tyneside Council has a duty under the Health and Safety at Work Act 1974 to ensure 
the health, safety and welfare of its employees and other workers, as far as is reasonably 
practicable, and to provide safe systems of work. Under the Act employees have a duty to 
take reasonable care of the health and safety of themselves and that of others, and to co-
operate with their employers in meeting their legal obligations. They also have a duty to 
comply with the Council’s health and safety policies and procedures.  
 
Whilst lone working in itself does not contravene the law, it can bring additional risks to a 
work activity, and there are some circumstances when there is a legal requirement for at 
least two people to be involved in the work. Some examples are:  
 

 Working at or near live electrical conductors - (Electricity at Work Regulations 1989)  

 Entry into confined spaces (storage tanks, manholes, boilers etc) – (Confined Spaces 
Regulations 1997)  

 Young persons (under 18 years of age) working certain specified machines must be 
under adequate supervision from a person who has a thorough knowledge and 
experience of the machines – (Management of Health and Safety at Work 
Regulations 1999)  
 

2. References  
 

 Health & Safety at Work etc. Act 1974  

 Management of Health and Safety at Work Regulations 1999  

 HSE Guidance INDG 73 ‘Working Alone In Safety’  

 HSE Guidance INDG69 (Rev) ‘Violence At Work’  
 

3. Definition  
 
The Health and Safety Executive (HSE) defines lone workers as those who work by 
themselves without close or direct supervision. The Council has a number of operations and 
a wide variety of situations where lone working is found.  
 

4. Scope  
 
North Tyneside Council has developed policies and procedures to control risks and protect 
employees and other workers, and the Council has a duty to monitor and review these 
policies following any significant change and at least annually. It is the responsibility of each 
individual employee to familiarize themselves with the policies and comply with them.  
 
This document details the arrangements and responsibilities for the management of lone 
working and out of normal hours working. It provides specific information and guidance for 
managers, employees and other workers, based on Health and Safety Executive guidance, 
(See References). This document applies to all employees and other workers working for 
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North Tyneside Council and in particular, to managers and supervisors of staff, and those 
who actively control contractors engaged on Council business.  
 
Once risk assessments have been carried out and significant risks identified for lone 
workers, control measures to reduce the risk to an acceptable level should be introduced. 
The following should be considered:  
 

 Managers/Supervisors to visit the lone worker regularly  

 Record whereabouts of staff  

 Having Mobile Phone at hand  

 Personal attack alarms  

 Planning Escape routes  

 Time Limit call backs  

 Aggression/Conflict training  

 Gathering and sharing of information regarding high risks  

 Location/Person(s)/Environment 

 Physical checks on staff by security provider  
 
Guidance for both managers and employees is contained in Appendices A - D.  

 
 

5. Safe Systems Of Work  
 
To ensure the safety of people who have been identified as lone working or working out of 
normal hours, a safe system of work should be implemented that operates at all times, and 
which identifies the location of employees who are lone working together with trigger times 
when they should report in. The system should raise the alarm once a trigger time has been 
reached without contact from the individual and should include the procedure to be 
followed at that time.  
 
NB ‘Trigger time’ is an agreed period of time set down either by the process itself or between 
the employee (lone worker) and the manager/supervisor.  
 

6. Training  
 
Everyone involved in lone working will receive the appropriate information, instruction and 
training, including training for de-escalating situations, breakaway and control and restraint 
based on the risk assessment. Auditing and monitoring arrangements to ensure managers 
and employees are complying with the system will also be implemented.  
 

7. Employee Support  
 
It is worth remembering that each individual is different and where incidents have taken 
place, depending on details, lasting trauma and/or stress may take place. It will be 
appropriate to consult with employees concerned, regarding support which may be 
counselling, stress assessment by Occupational Health and Safety or other post incident 
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action. Any subsequent action should be within certain timeframes and will depend upon 
what has happened and how the person has reacted to the incident. Where incidents do 
occur they must be recorded and control measures implemented.  
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Appendix A - Manager’s Duties And Responsibilities  
 
In general the risks to lone workers and out of normal hours workers are the same as for 
those employees working in the Council’s normal premises during normal hours. 
Nevertheless, as a result of the lack of control, support and available resources or 
information, certain aspects make the risks more significant than they would otherwise be. 
Precautions should take account of normal work, and foreseeable emergencies, e.g. 
violence, fire, equipment failure, illness and accidents.  
 
Managers are to ensure adequate resources and support are provided to enable employees 
to address the problems for lone working. Managers are responsible for ensuring that those 
workers who report to them and who may need to work alone or in isolation are identified, 
and that a suitable and sufficient risk assessment is undertaken for all work activities. (See 
Lone Working Risk Assessment Form at Appendix C). 
  
In order to be suitable and sufficient, the risk assessment should take into account both 
physical factors and issues such as the emotional effects on workers of isolation. Wherever 
a risk assessment identifies that one person cannot carry out the work safely, alternative 
arrangements are to be implemented. Consideration should be given to whether the lone 
worker is dealing with the public and whether there is a threat of violence. Manual handing 
and the use of tools whilst lone working must also be taken into account.  
 
Where specialist advice is required, managers are to contact the Occupational Health and 

Safety Team. Managers must consult with all employees under their direct control on the 

findings of any risk assessment. Managers should have the names, locations and working 

hours of all lone/isolated workers and wherever possible supervisors should monitor them. 

Where a risk assessment has identified a need, managers must ensure that all employees 
under their direct control are provided with information, instruction, training and 
equipment, which should be regularly reviewed and updated.  
 
Managers must establish safe systems of work, giving consideration to providing an 
effective means of communication. It should be understood that making a mobile telephone 
available does not of itself constitute satisfactory provision for individual safety. Where 
required, managers should introduce further procedures/processes to ensure the safety of 
lone workers. This should include provision for regular routine contact and for 
booking/in/out. Thought should be given to emergency procedures appropriate in the event 
of fire, accidents, illness, breakdowns, etc, and arrangements for first aid. Procedures should 
be recorded in writing and circulated to all staff.  
 
Managers must review the risk assessment for lone/isolated workers:  
 

 Whenever there is a change in the nature/method of work  

 Where new equipment or material is introduced  

 Where there is significant modification to plant or premises  

 When new information is available on nature of risk  
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 Unexpected results of monitoring following an accident  

 Where there are changes in legislation  

 There are new categories of personnel (young or disabled)  

 Where time has elapsed. (At least annually)  
 
Where necessary, the risk assessment must be modified to take account of changes and 
developments.  
 

Summary  
 
In summary, managers must:  
 

a) Identify lone workers under their control and create list with their names  

b) Carry out a risk assessment for each activity undertaken by the employee to identify 
the hazards and who might be harmed and how  

c) Evaluate the risks and Implement control measures to reduce risks to an acceptable 
level  

d) Record your findings and implement them  

e) Implement tracking/monitoring system for lone workers, particularly those whose 
are deemed to be at high risk  

f) Review your assessments and update if necessary, however at least annually  
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CHECKLIST FOR MANAGERS RESPONSIBLE FOR LONE WORKERS  
 

In The Workplace  
 

 Does the workplace present a special hazard?  

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

 Is the lighting and ventilation sufficient?  

 Will other adjacent processes and activities present a risk?  

 Is equipment safe and regularly maintained?  

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

 Can substances and goods be handled safely?  

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

 Has the worker been trained to do the task properly?  

 Has the worker demonstrated their ability to do the task satisfactorily?  

 Is the worker medically fit to undertake the task?  

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

 If cash is being handled, will he/she be at risk of violence?  

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

 What is the appropriate level of supervision for the task?  

 What first aid provision is required?  

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

 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".  

 Periodically speak to those who work alone informally to find out if they have any 
concerns that can be dealt with easily.  

 Ensure they know you do not want them to put themselves at risk. Ask them 
whether the job could be made safer and how..  

 Make sure you have a reliable system for contacting the lone worker and for 
establishing he/she 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 including out of normal working hours.  
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FOR HOME VISITS AND MEETING THE PUBLIC  
 

Have your lone working staff:  
 

 Been fully trained in strategies for the prevention of violence?  

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

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

 Been given all available information about the client from all relevant 
agencies/databases?  

 Understood the importance of previewing cases?  

 Use the Rapid Risk Assessment Form to assist in previewing cases? (See Appendix D)  

 Left an itinerary?  

 Made plans to keep in contact with colleagues?  

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

 Got your home telephone number (and you theirs)?  

 A sound grasp of your organisation’s lone working procedures?  

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

 Considered their personal safety if using public transport or travelling in a private car 
at night?  

 Appreciate the need for reporting all accidents/incidents and been made aware of 
the procedure for doing so?  

 Been given forms to record incidents  
 

Do your lone working staff:  
 

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

 Appreciate the need for this procedure and use it?  

 Know the guidelines to premature termination of interviews?  

 Know how to control and defuse potentially violent situations?  

 Appreciate their responsibility for their own safety?  

 Understand the provisions for support by your organisation? 
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Appendix B - Duties And Responsibilities Of Employees And Other Workers  
 
Employees and other workers are to ensure that they:  
 

 Understand and accept responsibility for their own personal safety  

 Comply with all relevant Health and Safety Legislation  

 Carry out their duties in line with the Council’s safety document on lone working and 
follow any procedures/processes put in place following a risk assessment  

 Participate in any training deemed necessary by the Council  

 Report all accidents/incidents that have occurred as the result of lone working to 
their immediate supervisor in accordance with the Council’s reporting procedures  

 Advise their line manager of any medical condition that prevents them fulfilling their 
duties.  

 Take part in any reviews concerning incidents that have arisen as a result of lone 
working.  

 Advise managers of any changes in circumstance, which may affect the procedure.  
 

Useful pointers for employees  
 

 Make sure someone knows where you are, and establish a contact system so that 
you can tell someone you are at work and when you are 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 or ill, 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 possible ring your control for 
assistance or ring 999 giving clear instructions to them of where you are.  

 Ensure your mobile telephone is regularly charged.  
 

When making home visits or meeting the public  
 

 Apply the 3 Vs of visiting, Vet, Verify, Vigilance  

 Use rapid risk assessment to prepare for visit or meeting see Appendix D  

 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.  
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 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 briefcase or laptop 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 if possible.  

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

 If using public transport at night, always ensure you sit close to the driver or other 
passengers, do not isolate yourself  

 When walking at night whenever possible stay in well lit pathways and always 
maintain an awareness of your surroundings, walk facing oncoming traffic to avoid 
kerb crawlers.  
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