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SECTION 1 - INTRODUCTION
PURPOSE

In recognition of the flexible working arrangements in place at Swinburne University and the complex range of occupational health and safety (OHS) hazards present, this procedure provides guidance to managers and supervisors in managing the associated health and safety risks of persons working alone or in isolation. 
For staff and students working outside normal business hours, alone or in isolated areas certain hazards may be increased due to the reduction in immediate assistance in the event of an accident or incident. The assistance of Wardens, First Aid Officers, Campus Nurses and Medical Centre services may not be available and the lower level of emergency response needs to be considered for persons working under these conditions. 
Risk of injury may also be magnified for staff / students working at other sites not controlled by Swinburne, for which existing local control measures are not known or do not exist.

SCOPE

This policy and procedure applies to all Swinburne work sites where staff, students and visitors work / conduct research / study alone in isolation and to Swinburne sanctioned activities that take place at other locations which has any person working alone or in isolation.
This procedure excludes:
· Campus residences

· Working in confined spaces (permit required from Facilities Services Group)
· Students undertaking private study as part of their course in their private residence
· Persons conducting work under a working from home agreement
For field work activities conducted by TAFE students refer also to the relevant Divisional procedures e.g. QTAFE50
DEFINITIONS
	Word/Term
	Definition

	Qualified Buddy
	A person generally more senior or who has the required knowledge, skills and competencies and has received instruction in the relevant emergency procedures for the hazards associated with the work task.

	Off-Site
	Where a person is required to carry out activities on behalf of Swinburne at a site not controlled by Swinburne, including duties in the public domain.

	Outside business hours
	Those hours outside business hours, generally 
· Before 8 am Monday to Friday

· After 8 pm Monday to Friday

· Saturday, Sundays and public holidays
Recognising that work / activities undertaken during these hours is taking place at a time when emergency response capabilities are reduced due e.g. usual aid officers and building wardens not on location.

	Working alone or in Isolation
	Work / study carried out in an area where normal means of contact (e.g. verbal, sight) with other persons is not available, so that the potential risk of existing hazards is increased to the extent that extra precautions are needed. This includes working in isolated areas on or off site, either during or outside normal working hours.

	Reasonably practicable
	In determining what is ‘reasonably practicable’ regard must be had to the following:
· The likelihood of the hazard or risk concerned eventuating

· The degree of harm that would result if the hazard or risk eventuated

· What the person concerned knows, or ought to know about the hazard or risk and any ways to eliminate or reduce the risk

· The availability and suitability of ways to eliminate or reduce the hazard or risk

· The cost of eliminating or reducing the hazard or risk

	Manager
	For the purposes of this procedure a manager is any person who: 

· Supervises or controls the work of staff or; 

· Supervises or controls study activities of students including the overseeing of students in practical classes and on field trips.


LEGISLATIVE CONTEXT

	Name
	Location

	Occupational Health & Safety Act 2004
	http://www.austlii.edu.au/au/legis/vic/num_act/ohasa2004107o2004319
 


RESPONSIBILITIES

	Responsibilities

	Heads of Management units shall:

· Implement this procedure in areas under their control including activities conducted on sites other than university property.

· Ensure that managers who approve working alone or in isolation arrangements are adequately trained and informed in conducting risk assessments to ensure that the staff / students they supervise are able to perform  their work safely;

· Ensure that reliable means of communication are supplied and maintained for the purposes of emergency contact.

	Managers shall:

· Ensure that local procedures are developed in response to this procedure and that these are followed by staff and students;

· Explain the purpose and process for working alone or in isolation to staff an students required to work under these arrangements;

· Ensure via information, training, instruction and supervision that all affected staff and students are aware of this procedure and of their responsibilities and resulting risk control measures;

· Ensure that where necessary that that a Working alone / in Isolation risk assessment & control form is completed for activities where staff / students are working alone or in isolation.

	Staff & Students shall:

· Take reasonable care for their own health & safety, and for the health & safety of anyone else who may be affected by their acts or omissions in the work / study environment.

· Follow local arrangements / guidelines developed under this procedure and any other additional requirements set out by their department or manager.

· Assist their manager in the completion of the working alone and / or in isolation risk assessment & control form.

· Report any hazards, incidents / near misses or injury / illness as they become aware of these.

	The OHS Consultant will:

· Assist Heads of Management Units and Managers to ensure the appropriate training has been delivered to personnel in order for them to fulfil their obligations under this procedure.
· Provide support and guidance to personnel who undertake risk assessments or approve working alone or in isolation arrangements.


SECTION 2 - PROCEDURE
PROCEDURE

	
	Procedure steps
	Responsibility

	1.
	Working alone or in isolation at non Swinburne locations
	

	1.1
	Where staff / students are working alone or in isolation at a location under the control of a third party – the manager must verify with the host employer that all hazards and risks within that setting and associated with the activity have been identified, assessed and controlled. This can include: 
· seeking written confirmation / evidence
· requesting the host employer complete and provide their own documentation or complete Swinburne’s ‘Working alone and / or in Isolation Risk Assessment & Control Form’
	Manager

	1.2
	Where staff / students are working alone or in isolation offsite and the setting is not under the control of a host organisation (e.g. public domain) the manager is responsible for ensuring that a ‘Working alone and / or in Isolation Risk Assessment & Control Form’ is completed prior to project / work activity commencing.
	Manager

	1.3
	For activities taking place off-site where it is not practicable for the Manager or their delegate to visit the worksite and conduct a risk assessment prior to work commencing, the staff member / student shall complete the ‘Working alone and / or in Isolation Risk Assessment & Control Form’.
The checklist (including identified risks and control measures) must be reviewed and signed off by the Manager prior to the work / activity commencing.
	Manager

	2.
	Risk Assessments
	

	2.1
	Managers are to conduct risk assessments using the ‘Working alone and / or in Isolation Risk Assessment & Control Form’ for all staff and student activities that fall within the scope of this procedure.  
	Manager

	2.2
	It is the responsibility of the Manager to ensure that actions required to control foreseeable hazards are implemented prior to the work / activity commencing.
	Manager

	2.3
	Wherever practicable the process of risk assessment should be conducted in conjunction with the staff member(s) / student(s) who will be working or undertaking the activity.
	Manager

	2.4
	Where hazards are identified, risk shall be assessed and controls developed for each hazard in accordance with the Hierarchy of Controls as follows: 

· Eliminate the hazard entirely (the most effective measure), or if that is not practicable,

· Substitute a less hazardous plan, process, item or substance, or if that is not practicable,

· Isolate / guard people from any contact with the hazard, and

· Engineering controls such as redesigning plant or equipment, and

· Put administrative arrangements in place such as safe work procedures, training and supervision, and

· Provide Personal Protective Equipment and Clothing
	Manager

	2.5
	Risk assessments should be used to determine the level of supervision required, whether this should be:

· Direct with a qualified buddy 
· Presence of work colleague / fellow student in work area 
· Remote supervision (e.g. via phone)
	Manager

	2.7
	Generic risk assessments may be conducted for the same work activity under the same conditions e.g. same task undertaken at a number of locations within a building. This is contingent on the same controls being valid and relevant at all locations.
	Manager

	2.8
	Approved risk assessments developed less than 12 months previously may continue to be used for working alone or in isolation provided that no significant changes to the work or work environment have been made and the risk assessment and controls remain relevant and effective.
	Manager

	2.9
	The checklist (including any identified risks and control measures) must be reviewed and signed off by the Manager prior to the work / activity commencing.
	Manager

	2.10
	If a change to the task / activity or working environment has occurred, the risk assessment should be reviewed and re-submitted to the Manager for approval.
	Manager

	2.11
	Persons who have any medical condition that can give rise to a dangerous or life threatening situation when working alone or in isolation should notify their manager of their condition prior to undertaking tasks alone or in isolation.
	Staff member / Student

	3.
	Competency of staff / students undertaking work
	

	3.1
	Managers must determine that staff / students have undertaken the necessary training, have the required skills and are competent to do the task alone so that they are able to rectify a problem should one occur. Completion of training shall be formally documented and retained in the workplace.
	Manager

	3.2
	Managers who are not familiar with the risk assessment process and / or who have never undertaken a risk assessment should contact the OHS Consultant for guidance and / or training.
	Manager

	4.
	Approval processes to undertake work
	

	4.1
	An ‘Authorisation & Agreement form’ is to be used for all working alone / in isolation arrangements taking place off-site and / or for activities regarded as high risk (refer 9.1) or wherever a Manager deems appropriate.
	Manager

Staff / Students

	4.2
	For all other working arrangements not requiring individual approval, Managers shall define and communicate local rules for their staff when working alone / in isolation.
	Manager



	5.
	Emergency arrangements
	

	5.1
	In the event of an emergency on a Swinburne work site after hours, staff / students are to:

· Ensure, as far as is reasonably practicable, they are safe at all times.

· Avoid, as far as reasonably practicable, placing themselves in a risky situation.

· Initiate the emergency response procedure by contacting security on 3333 or 9214-3333 (Healesville 5957-1800).
· If the emergency response requires emergency services then to call 000.
· Obey any evacuation sign.

· Go to and remain at the evacuation assembly point so they may be accounted for.
	Staff / Students

	6.
	Incident / Hazard Notification
	

	6.1
	Wherever a staff member or student is concerned that a hazard has 
· not been adequately controlled; or 
· an incident occurs and / or an injury is sustained 
They are to report the hazard / incident directly to their manager / teacher and support the report with a completed ‘Incident / Hazard Report Form’. 
If the activity is at a work site under the control of a host organisation the incident / hazard is to also be reported to the host organisation’s relevant representative.
	Staff / Student

	7.
	Security Arrangements
	

	7.1
	Staff / Students intending to work alone or in isolation on any Swinburne campus should notify Security on their arrival and on their departure.
	Staff / Students

	7.2
	Staff / Students must carry their staff or student card (which includes their photo) and present this to Security on request. 
	Staff / 
Students

	7.3
	If a staff member or students require security to gain building access and they do not have their identity card, key or swipe card with them they will be granted access only at the discretion of Security personnel. 
	Security

	7.4
	No unauthorised persons are permitted into Swinburne University buildings without permission of the relevant manager. 
	Manager

	7.5
	Staff / students working alone or in isolation should also advise a family member or other person of their anticipated time of starting and completing work and the exact location of their work.
	Staff / 

Students

	8.
	Communication Arrangements 
	

	8.1
	The Manager / Supervisor of any staff member or student who works / studies alone shall ensure that the person working / studying alone has the appropriate communication arrangements in place to maintain communication with the person at all times or at predetermined times. Such arrangements, for example staff member required to have an operating mobile phone while working alone can be recorded on the ‘Working alone and / or in Isolation Authorisation & Agreement Form’ as required.
	Manager

	9.
	Specialised areas / activities where there is high risk to persons working alone or in isolation.
	

	9.1
	A definition of high risk hazards is provided in the following excerpt from the AS / NZS 2243.1:2005 – Safety in Laboratories. As for all activities, if following a risk assessment and identification of controls the residual risk remains high, the task / activity shall not be undertaken by persons alone or in isolation.
· Operating equipment or machinery, including workshop machinery, capable of inflicting serious injury, such as chainsaws, firearms, lathes and power saws.

· Handling venomous reptiles, insects, arthropods or fish.

· Working with large animals other than for the purpose of feeding or observation.

· Working with, or near toxic or corrosive substances where there is a significant risk of exposure to the substance, taking into account the volume used.

· Using apparatus that could result in explosion, implosion, or the release of high energy fragments or significant amounts of toxic or environmentally damaging hazardous material.

· Climbing towers or high ladders.

· Working with exposed energised electrical or electronic systems with nominal voltages exceeding 50 V a.c. or 120 V ripple-free d.c. Note: These limits are for dry, indoor conditions and a more conservative approach should be taken in other conditions.

· Working with radionuclides requiring a high level laboratory in accordance with AS 2243.4 for Australia and the National Radiation Laboratory Code of Safe practice for the use of unsealed radioactive materials, NRL C1, for New Zealand

· Working with micrograms of Risk Group 3 and higher, or which require the use of a Containment level 3 facility or higher containment level in accordance with AS/NZS 2243.3

· Operating lasers of Class 3 and above.

· Working in environments not at atmospheric pressure.
	Manager

	10.
	Review of arrangements 
	

	10.1
	When there is a change in the activities or location of the activity, or an incident occurs the manager is to conduct a review of the risk controls in place using the ‘Working alone and / or in Isolation Risk Assessment & Control Form’
	Manager

	10.2
	In recognition that some projects and experiments can run over long periods it is recommended that management units review systems periodically during long term projects to ensure risk controls remain effective and new hazards have not been introduced into the work place / activity.
	Manager


SUPPORTING DOCUMENTATION

Forms and Records Management
	Form
	Retention Time
	Retention Location

	Working alone and / or in isolation  OHS risk assessment checklist (Appendix A)
	
	

	Working alone and / or in isolation authorisation & agreement form (Appendix B)
	
	


*University Disposal Schedule is available at 
http://www.swinburne.edu.au/corporate/scs/rms/retentionanddisposal.html
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Please Note:  Printing this document may make it obsolete.

For the latest version of this policy always check the Policy
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