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	OHS Lone or Remote Worker Procedure



Purpose
The Greater Dandenong City Council (GDCC) has responsibility for the health, safety, and welfare of all workers. This duty extends to those staff who perform remote or isolated work. Lone and remote workers may be exposed to hazards such as violence and aggression (including physical and verbal abuse) and difficult work environments, and may be at greater risk of harm in the event of an emergency or if involved in a work related incident. This procedure provides instruction to all managers, supervisors, and staff to identify and understand the inherent risks of working alone or in remote locations and to develop solutions to decrease or eliminate these risks.
Scope
This procedure applies to all GDCC employees who work alone or in remote locations. This may include, but is not limited to:
· One person on the premises
· Working in Client’s homes 
· Working separately from others
· Working outside normal business hours
· Employees working away from their fixed base
· On remote field construction sites
· Remote, isolated areas such as bushland
· Geographical areas with poor or no communication coverage
· Workers on call or availability (eg Emergency management staff, compliance officers including animal management staff)
Definitions
Black Spot: No radio or mobile phone communication in the area
Psychosocial Hazard: Psychosocial hazards are factors in the design or management of work that increase the risk of work-related stress and can lead to psychological or physical harm. Examples of psychosocial hazards include (but not limited to) low or high job demands, remote or isolated work, poor environmental conditions.
Employees are likely to be exposed to a combination of psychosocial hazards. Some hazards might always be present at work, while others only occasionally. There is a greater risk of work-related stress when psychosocial hazards combine and act together. 
Remote Location: An employee is deemed to be working alone or in a remote location in the following circumstances: 
· Has no access to telecommunications; and or
· Where the employees is not in regular contact with another employee (working alone)
· Where the employee is working in an environment involving unpredictable or potentially agitated customers, clients, or members of the public. 
· Where it is hard to get help in an emergency.
Responsibilities
For general OHS responsibilities refer to OHS Responsibility Procedure.
Responsibilities of the Manager OHS 
Manager OHS is responsible for:
· Ensuring the procedure is implemented and reviewed, as required.
Responsibilities of Managers 
Managers have responsibility to ensure the health, safety, and welfare of all their workers. Managers must:
· Ensure relevant information, instruction and training is provided to employees working alone or in remote locations.
· Formally review the assessment of the risks to health and safety as they relate to lone or remote work for their workers and ensure all workers are able to identify and control those risks. 
· Consult with HSRs and staff about arrangements for working alone and/or working in remote areas.
Responsibilities of Team Leaders / Supervisors
Before allowing employees to proceed to work alone or in remote areas the activity being performed must be risk assessed by HSRs (where applicable), the employee(s) and supervisor to identify any foreseeable risks, and to put in place suitable control measures to provide for the safe execution of the work. Where risk assessments are conducted by external providers, involvement from HSRs (where applicable), employee/s and supervisors must occur.
Team Leaders / supervisors must:
· Complete a risk assessment for work activities using the ‘Lone Worker Risk Assessment Checklist’ (Appendix B) as a guide, and implement appropriate controls using the ‘Suggested Solutions’ (Appendix C) as a guide.
· Provide relevant information, instruction and training to employees working alone or in remote locations
· Ensure lone workers have appropriate training, e.g. first aid, emergency procedures, manual handling, and de-escalation techniques, and/or situational awareness training.
· Have an effective action plan in place should the lone worker fail to return on time or does not report in at agreed intervals. 
· Ensure employees have adequate means of communication or systems to summon help (this may include but is not limited to mobile devices, duress alarm systems, emergency apps, satellite phones, GPS devices etc.).
· Periodically check on the welfare of staff, by way of phone where possible, whilst they are working alone or in remote locations and maintain a daily record of call-ins on an electronic spread sheet, or other communication platforms such as ‘Teams’ or ‘SafeZone’. The record shall show the vehicle/plant number of the employee, call in time, date, location where working and the time leaving the remote location. 
· Implement an appropriate response if employees do not report in or return at predetermined times and/or locations. Such response will depend on the circumstances but may require contacting the employee by phone, contacting other team members, or in the most extreme case, contacting emergency services. Refer to example Emergency Procedures (Appendix A)
· Ensure employees are provided with access to an appropriate first aid kit for the task being undertaken. 
Responsibilities of Employees
Employees are responsible for taking reasonable care of their own health and safety, as well as the safety of others who may be affected by their work activities. They must also co-operate with the employer to ensure compliance with all relevant health and safety legislation.
Before entering a remote area or undertaking work where they may be classified as a lone or remote worker, employees must:
· Conduct a risk assessment in consultation with their supervisor or designated person; and
· Follow all established procedures and implement any risk control measures identified.
Compliance with these responsibilities is essential to ensure a safe working environment and to reduce potential hazards associated with working alone or in remote locations.
Employees shall:
· Not undertake any activity alone, which normally would require two or more people to complete the task.
· Carry out all activities in a safe manner in accordance with procedures and training they have undertaken.
· Be familiar with all communication devices (where applicable) for indicating an emergency situation and fully understand the service that supports the device and the policies to be adhered to in order for the service to be effective;
· Test all equipment required, including communication equipment before leaving the work base. 
· Not work alone or in remote areas if equipment is faulty (unless agreed alternative arrangements have been arranged). 
· Be aware of any potential hazards and the risk management procedures required for the particular locations, where they are required to work alone or in remote locations.
· Contact the Supervisor / designated person at the agreed call in times. In some remote locations this will mean driving to a designated spot with radio or mobile phone reception.
· Ensure that all communication devices/means for summoning help are readily available and functioning correctly.
Assessment and Control of Risks associated with Lone or Remote Work
Team Leaders / supervisors need to identify the potential hazards faced by lone or remote workers and assess the associated risks. This includes ensuring that measures are in place to avoid or control such risks. Where the risk assessment shows that it is not possible for work to be done safely by a lone or remote worker, alternative arrangements must be made. The ‘Lone Worker Risk Assessment Checklist’ (Appendix B), and the ‘Suggested Solutions’ (Appendix C) can be used as a guide for this process.
Special attention is required when assessing lone worker activities as the risks inherent in such work are exacerbated by the lack of normal channels of support. Training is particularly important, as there will be no direct supervision of work. Monitoring procedures also need to be established to ensure that lone/remote workers are following safe systems of work.   
References
Occupational Health and Safety Act 2004
Occupational Health and Safety Regulations 2017
Related Documents
OHS Responsibilities Procedure
OHS Communication and Consultation Procedure
OHS Issue Resolution Procedure
OHS Policy
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Appendix A: Emergency Procedures
Whenever an employee is working alone or in a remote location and the risk assessment identifies a call in system as a valid control, an agreed call in process must be established. The following information provides a basic call in process, however if a more detailed process is necessary it should be developed in consultation with all key stakeholders and included as an attachment to the specific lone/remote worker risk assessment.
In the event of the lone worker not ‘reporting in’, the designated person should carry out the following:4
3
1
2

Note: Mobile phones should not be used while driving or undertaking certain activities. 
Council’s duress system ‘SafeZone’ has a “Check in Timer” function in the app that addresses the above protocols in a more efficient and effective way. 

Appendix B: Lone Worker Risk Assessment Checklist
	Health and Safety Issue
	Y/N
	Solution (e.g. from the list in Appendix C or your risk assessment for this job)

	1. The length of time the person may be working alone
	
	

	How long will the person need to be alone to finish the job?
	
	

	Is it reasonable for the person to be alone at all?
	
	

	Is there a legal requirement for a person to stand by? – eg Confined spaces
	
	

	Is there a likelihood of fatigue issues?
	
	

	2. The time of day when a person may be working alone
	
	

	Is there increased risk at certain times of the day?
	
	

	3. Communication
	
	

	What forms of communication does the person have access to?
	
	

	Is voice communication essential for the safety of the person?
	
	

	Will emergency communication systems work properly in all situations?
	
	

	If communications are vehicle based, what arrangements are there to cover the person is away from the vehicle?
	
	

	4. The location of the work
	
	

	Is the work in a remote location?
	
	

	What is the form of transport? The level of risk may vary with the type of transport or vehicle? 
	
	

	Is the vehicle fitted with emergency supplies, such as drinking water?
	
	

	What will happen if there is a vehicle breakdown?
	
	

	Will the person be required to leave the vehicle for long periods of time?
	
	

	Is there a first aid kit in the vehicle? 
	
	

	If first aid equipment is vehicle based, what arrangements are there to cover the person when they are away from the vehicle?
	
	

	What level of first aid training is required for the person to be able to use the first aid equipment?
	
	

	5. The nature of the work
	
	

	Is there adequate information, instruction for the person to work alone safely?
	
	

	What plant and equipment may be used? 
	
	

	Is there high risk work, eg work at height, hazardous substances, chainsaws, firearms, animals?
	
	

	Is there an effective system for checking PPE, clothing, and emergency equipment is packed and in good order? 
	
	

	Is there a procedure for regular contact with the person who works alone?
	
	

	If the person is inside a locked building, how will emergency services gain access if the person is unable to let them in? eg cleaners at night/after hours
	
	

	6. Competencies and work experience of employee working alone
	
	

	Is the employee suitably qualified to undertake the inherent requirements of the role/task? 
	
	

	If a road vehicle is used, is the person competent to drive on country roads and where applicable in off-road situations?
	
	

	Ability to contact someone? 
	
	

	Are you aware of any pre-existing medical condition that may increase risk?
	
	

	Is the person physically capable of completing all work activity alone? 
	
	

	
	
	

	Is there anything else that applies to your situation that is likely to increase risk for the worker who works alone?
	Y/N
	Solution (e.g. from the list in Appendix C or your risk assessment for this job)

	
	
	

	
	
	



Appendix C – Suggested Solutions 
Buddy system - Certain environments may be unsuitable for employees to perform alone.  In such cases, a buddy system should be implemented.  This includes situations where there is a history of incidents, or where insufficient information is available to adequately assess potential risks.
Environmental design – workplaces and their surrounds can be designed to reduce the likelihood of violence. Environmental design features include:
· Controlling access through installing effective barriers
· Layout of client consultation rooms
· Increased visibility
· Monitored CCTV.
Design solutions need to be tailored to the specific workplace
Communication or location systems – systems that can quickly locate workers or enable quick communication will help in directing assistance. Provide and maintain communication with workers in isolated environments (e.g. calling in or checking in regularly). 
Employers should maintain continuous communication with workers working in the isolated environment of a confined space. 
Some examples of communication or location systems are mobile or radio communications and global positioning systems (GPSs). The technology selected must always be supported by the infrastructure (e.g. not all rural areas have adequate coverage for all mobile phone technologies). Council’s ‘SafeZone’ app has this capability.
Alarms – such as duress alarms can also notify authorities of workplace emergencies. Council’s ‘SafeZone’ app has this capability.
Movement records – knowing where workers are expected to be can assist in managing risks. Examples are call in systems with supervisors or colleagues or using whiteboards at a base.
Training – workers who deal with potentially violent clients alone need appropriate training. Workers in remote locations also need training in first aid and the use of duress systems.
Knowledge sharing – local, industry or client specific knowledge on where hazards and risks may arise can assist with good OHS planning. Flagging systems, briefings, and log books can all help in making sure that knowledge is shared between employers and workers.
Managing the risks associated with working alone typically requires a combination of strategies. A multi-faceted approach enhances protection and ensures that workers are better equipped to manage unexpected situations.
Additional information and guidance: WorkSafe Victoria - https://www.worksafe.vic.gov.au/workwell-toolkit-remote-or-isolated-work 

Phone the lone worker/remote on the number(s) given. If there is no response, leave a phone message with the time of the call, and state that the lone / remote worker is overdue for reporting in.


Repeat this after 15 minutes, and a third time up to one hour after the due reporting-in time. If there is still no response then the designated person should exhaust all other options before calling the emergency services.


If still unable to contact or locate the lone/remote worker,notify (SG) the designated person should call the local police (use 000 only if you are sure there is an emergency, though it is better to err on the side of caution). The police should be advised of the Lone Working Procedures, the areas being visited, travel details, any known risks, reporting in times and any contact details; and they should leave a contact number should further information be required.


If any other emergency services are involved, the designated person should also advise them of the details provided by the lone worker, notably the areas being visited, travel details, any known risks, reporting-in times and contact details.
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