Appendix D

LONE AND REMOTE WORKING PROCEDURE

Responsible Person: Head of Health, Safety & Estates

Approved: June 2026 (Health, Safety & Environment Committee.
Corporation)

Review: Annually
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PROCEDURE STATEMENT

The College is committed to providing a safe and secure environment for all its staff
and students and this procedure will meet the requirements of the Health and Safety
at Work Act 1974 and the relevant statutory provisions.

PURPOSE AND SCOPE

This procedure and procedure will cover anyone working for Harlow College (including
Stansted Airport College, East Gate and The Construction Skills Centre) that are
exposed to lone and/or remote working conditions. Whether working on or off campus
or who work outside normal working hours, to ensure that lone and/or remote workers
are identified and risks inherent in lone/remote worker situations are assessed and
suitable precautionary measures taken.

APPLICATION

This procedure applies to all employees, including temporary and contract workers
or who are provided through an agency.

It is not intended to apply to employees who work in the College on their own during
normal working hours, unless their working alone presents a significant risk.

All areas of the College are required to have in place local arrangements that comply
with this procedure.

DEFINITION REGARDING LONE OR REMOTE WORKING

A lone or remote worker, for the purpose of this procedure, is defined as a member
of staff who, for significant periods of their working time, is engaged in activities which
place them in a situation without direct contact with other staff or without direct
supervision.

All lone or remote working activities on campus outside of normal working hours must
be notified to the Estates Team in advance so that the Campus Operations Assistants
can be informed. If this involves weekend work this must be done in advance so that
alarms can be de-activated and buildings unlocked etc. This is particularly important
in the interests of personal safety and building security.

Normal working hours are as defined in individual employee contracts of employment
and may vary depending upon the role.
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Core working hours for Harlow College can be taken as falling between 0800 and
18:30 on Monday, 08:00-21:20 Tuesday-Thursday & 08:00-18:15 Fridays, 0800 and
1400 hours on Saturdays. At Stansted Airport College core hours are 0730 to 1700
Monday to Thursday (closing at 1630 on Fridays).

Out of hours is anytime outside of the normal working hours for Harlow College and
Stansted Airport College including weekends and public holidays.

PROCEDURE FOR SAFER WORKING ARRANGEMENTS

Establishing safe working arrangements for lone and remote workers is no different
from organising the safety of other employees, visitors etc. Lone and remote workers
should not be exposed to significantly higher risks than others who work together.

Precautions should take account of normal working conditions and foreseeable
emergency situations e.g. fire, equipment failure, illness and accidents.

When considering a safe working environment an assessment of the level of risk
needs to be carried out:
e Avoidance of the risk
e  Control of the risk to the greatest possible degree
J Provision of Personal Protective Equipment (PPE) and security equipment
where appropriate
e To carry out a risk assessment as defined in Section 6.

CATEGORIES OF ASSESSMENT

The level of risk will be determined by completing a risk assessment (please see
appendix 1). College Risk Assessments are graded 1-9, 1 being the lowest and
least dangerous and 9 being the highest and most dangerous.

a) Low risk activities (Assessments graded 1-3)
Should only be undertaken by employees that fall within their job role. Work falling
into this category is deemed to be safe to be undertaken by lone or remote worker
during core hours (as mentioned in 4.3)

b) Medium risk activities (Assessments graded -4-6)
Should only be undertaken if there is at least one other person present either in the
same room or in adjoining room. The person should be competent at the task or
activity and familiar with emergency procedures.

c) High risk activities (Assessments graded 7-9)
Can only be undertaken if there is at least one other person present in the same
room, who is competent at the task or activity and familiar with emergency
procedures. Establishing which tasks cannot be done by lone or remote workers,
e.g. an accident in the engineering workshop where a staff member was working
alone and should not have been. Suitable emergency arrangements, such as
immediate access to a telephone and a first aid kit must be made available in
advance.

The risk assessment should help decide the right level of supervision that is
required.



6.2 The assessment of the risks to which a lone or remote worker may be exposed must
take account of the following:

e The workers ability to carry out their activities safely on their own

e The potential for the worker to be subject to violence / abuse

e The ability for the worker to request assistance to withdraw safely in a
dangerous situation

The workers fitness to carry out the work on their own

Sudden illness or emergencies

Risks related to driving

Fire safety and precautionary emergency measures

It is vital that control measures are put in place to eliminate any potential risks. An
example of these may be to provide:

Suitable Training

Suitable emergency equipment and emergency arrangements

Adequate supervision, if possible

Defined work activities

Provision of contact details, location of working and times to their manager

The above list is not exhaustive as each situation can be different and the relevant
risks for each situation must be considered.

7. LONE AND REMOTE WORKERS IN THE COLLEGE AND OTHER WORK BASED
PREMISES

71 Where there is a situation where members of staff are in a lone or remote working
situation, they should, where possible, ensure that most / all the following below are
adhered to:

e Ensure that the worker has control of the access to the room / building

e |If applicable, for the worker to lock themselves in but ensuring that they can
get out quickly if required

e Must be able to be reached in an emergency situation and are aware of
emergency procedures for this place of work

e Only give access to people that the worker knows or identity can be proven

e Arrange for the worker to be contacted at a predetermined time

e The worker has been provided with appropriate information in the event of an
emergency situation

e Check that the worker has access to communication tools, i.e. phone

e Ensure that they understand the importance of keeping valuables out of sight

e Ensure that they have access to welfare facilities including toilets, drinking

water etc.
8. LONE AND REMOTE WORKERS UNDERTAKING HOME VISITS AND
TRAVELLING
8.1 Where there is a situation where members of staff are required to undertake a home

visit or to travel to a venue on their own, they should, where possible, ensure that
most / all the following are adhered to:
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10
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Home Visits

e Try to visit in daylight and with someone else

e Telephone the person on the day of the visit to confirm they will be there and if
they will be on their own or accompanied

e |If on arrival a situation/suspicions have emerged that gives concern, leave and
make other arrangements

e If a visit is taking longer than planned, contact the line manager and update

o |If there is a domestic pet, that could potentially cause problems making the
worker feel unsafe, ask the person being visited to remove them from the room

e Ensure that their manager knows their itinerary, expected time of arrival and
departure

Travelling
¢ Avoid having to stop to check the route — always plan ahead — ensuring that
their manager knows their planned route
Keep car doors locked when travelling
Keep valuables out of sight in the car
Park in open, well-lit places
If the worker is approached whilst stationary, ensure all doors are locked. Open
the window a fraction to allow conversation. Only offer help if there is the
certainty that the situation is genuine
e Avoid walking or waiting in isolated or poorly lit places or in train stations,
wherever possible

REMOTE WORKING FROM HOME

The College recognises that employees may undertake work from home or other
remote locations as part of approved working arrangements. Whilst the College
retains a duty of care towards employees undertaking remote work, employees also
have a responsibility to take reasonable care of their own health and safety and to
report any concerns to their line manager.
Employees working remotely should ensure, so far as reasonably practicable, that:
e Their workstation is set up to minimise the risk of musculoskeletal discomfort
and injury.
e They have adequate lighting, ventilation and heating.
« Work activities can be completed safely without creating risks to themselves or
others.
o Walkways and work areas are kept free from significant trip hazards.
o Electrical equipment provided by the College is used in accordance with
manufacturer instructions and any defects are reported promptly.

Employees working remotely should ensure that they remain contactable during
agreed working hours and that arrangements are in place to summon assistance in
the event of an emergency.

RESPONSIBILITIES

All staff have a responsibility to ensure that this procedure is adhered to by complying
with the measures that have been detailed in points 6 to 9. The following key
managers have a further duty as listed below.

Head of Health, Safety and Estates
e To provide advice on lone or remote working risk assessments
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e To review this procedure and associated arrangement when required and
ensure that this is included at induction

Senior Managers

e All employees and visitors in their area are aware of this procedure and any
local arrangements for lone or remote working.

e Arisk assessment of lone and remote working for their areas is carried out and
that a record is made and control measures identified and implemented
accordingly

Line Managers (with responsibility for employees who work alone or remotely)

e Ensure that lone or remote working is considered in all risk assessments
carried out in their area of responsibility

e Carry out a risk assessment ensuring the employee(s) are aware and able to
identify control risks based on lone working, in relation to the above findings

¢ Ensure lone or remote workers in their areas have read this procedure

e Check that appropriate precautions and records are being taken in accordance
with the identified controlled measures

e That consideration is given to individuals personal medical and physical needs
when planning work

APPENDIX 1

RISK ASSESSMENT CHECKLIST

The risk assessment can be carried out using the College standard risk assessment
form but detailed below is a checklist of points to be covered. This list is not exhaustive
and each situation can vary. Using the checklist will assist you in determining whether
lone working is acceptable within the activity you are risk assessing.

Some useful points for managers:

>
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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 suitable and sufficient risk assessments of all processes and activities
are available for workers to refer to and that safe working procedures are available
and adhered to

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.

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 they are 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.



If you are unsure of what is required, please seek advice and support from the health
and safety manager in the first instance.

In the Workplace

ONO RN =
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10.
11.
12.
13.
14.
15.

16.
17.
18.
19.

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 and stored safely?

does the worker have the appropriate effective personal protective equipment
and are they trained in its use?

has the worker been trained to do the task properly?

will there be any hot works carried out — has the permit being completed fully?
has the worker demonstrated his 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?
is cash being handled, will they be at a 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 wellbeing?

what are the arrangements for the worker in the event of an emergency?

For home visits and meeting the public

Have your lone or remote workers:
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11.

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?
understood the importance of previewing cases?

left an itinerary with their line manager/colleagues?

made plans to keep in contact with colleagues?

the means to contact you, when there is not reception service available, out of
hours?

got your home telephone number (and you theirs)?

a sound grasp of your organisation’s preventative strategy?

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

Do your lone or remote workers:
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carry forms for reporting incidents, including violence or threats of violence?
appreciate the need for this procedure and use it?

know your attitude 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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7.

know not to reveal personal or private information including references to family
or residency, including the use of social media etc...



