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College of Science, Technology and Engineering

Working after Hours / Working in Isolation Procedure
This procedure applies to all staff, students, contractors and their volunteers and visitors working in Faculty of Science and Engineering laboratories, workshops or other research areas outside the hours of 6am and 6pm week days, on the weekends or public and university holidays.
[bookmark: _GoBack]Field trips or work in remote locations away from the campus is to be dealt with in Field Trip Tracker. 
Working Alone
Definition
Working alone (remote or isolated work) refers to situations where a person may be exposed to risks because:
· The area they are working in is remote from others or isolated from the assistance of others because the nature, time or location of their work 
· The work involves the operation or maintenance of hazardous plant, or the handling of a hazardous substance
Roles and Responsibilities
Supervisors are responsible for:
· Approval of personnel to undertake work alone or in isolation in their workplace
· Ensuring all work that is performed alone or in isolation has a risk assessment performed and adequate control measures implemented prior to approval of work
· Ensuring appropriate arrangements for personnel and, if necessary, contractors involved in working alone 
· Consulting with staff, students and visitors that work alone 
· Providing appropriate training for staff, students and visitors that work alone. 
Technical Staff are responsible to ensure:
· Staff or student has been inducted in the specific laboratory or facility
· Risk assessments including contact arrangements have been completed with applicant and approved by supervisor
· Appropriate PPE is available and staff and student have been trained in its use.

Employees, Students, Volunteers, Visitors and Contractors are responsible for:
· Not placing themselves at risk when working alone
· Adhering to all relevant procedures, SOP’s, risk assessments etc.
· Consulting with the line manager/supervisor in relation to developing appropriate measures to control risk associated with working alone. 

Procedure
 All workplaces shall identify all work processes which require staff, students and others to work alone and where they would be unable to readily summon assistance in the event of injury, illness, violence or other emergency. This may include working alone out of normal working and class hours.
The following should be implemented prior to undertaking work alone or in isolation 
Where it is necessary for staff or students to work alone after hours in spaces such as laboratories or workshops a risk assessment is required to be undertaken.
The risk assessment should take into account the hazards associated with the task, assessment of the associated risks and the appropriate controls to be implemented to ensure the safety of the person. Persons required to work alone shall be provided with sufficient information, instruction and training to perform the activities in a safe manner and be prepared for emergency and abnormal events. For further information regarding this, advice and assistance is available from the Faculty Safety Advisor or the University's Workplace Health and Safety Unit.
Considerations:
When performing a risk assessment there is a variety of information worth considering:
· How long does the person need to be alone to finish the task?
· What is a reasonable amount of time for the person to be working alone?
· Is it legal for the person to be alone for specific tasks eg confined space work?
· Does the person have access to any forms of communication?
· Will the emergency communication work properly in all situations?  Ie: Emergency procedures
· What first aid equipment is available for immediate treatment?
 Implement control measures by:
· Identifying a contact person
· Identifying the frequency and method of contact required
· Preparing any Standard Operating Procedures (SOP’s) required
· Obtain an authority to perform work alone or in isolation.
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Monitoring and Communication
Formal arrangements are to be made and implemented to ensure communication is maintained. The extent of these arrangements will be dependent on the type of work undertaken and the outcomes of the risk assessment. A contact person shall be nominated and arrangements agreed and entered into for two way communication. The method and intervals are to be included. The amount of contact required whilst working alone depends on the hazard potential of the work and the experience of the individual undertaking the work. 



Safe Operating Procedures
 Safe Operating procedures may need to be developed for the circumstances involving working alone and shall include consideration of:
· The procedure for security
· The system for communication
· The procedure for response to an incident
· Any special training required
· Requirements of other WH&S procedures.

Authorisation
Authorisation to work alone must be obtained prior to commencement of work.
This should be signed by the supervisor or other person authorised by the supervisor. 
The authorisation will specify:
· Duration of the approval
· Areas that can be accessed/used
· Procedures, equipment and tasks that can be undertaken
· Assessment of competency for activity
· A copy of the risk assessment including controls to be used.
For work which is undertaken on a regular basis the same risk assessment can be utilised while the conditions remain current as documented on the risk assessment and providing it takes into account all conditions likely to be experienced during the period of approval.
The supervisor must determine that the worker undertaking the work alone after hours is competent to undertake the work. The supervisor shall document the assessment of competency on the authorisation form. All persons must have completed appropriate induction training, including emergency evacuation and other necessary emergency procedures prior to approval being given for working alone after hours.

Training
Staff, postgraduate students, and contractors shall be provided with sufficient training to undertake relevant tasks safely, when working in isolated situations. The outcomes of the training are to be documented and included in relevant training records.
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