
Policy & Procedure for Lone Working 

Wokingham Borough Council –Tenant Services 1 
Policy & Procedure for Lone Working 
Version 7 – October 2017 

 

 

 
 
 

 
 

Tenant Services 
 

 
Policy & Procedure 

  
for 

 
LONE WORKING 

 
 
 
 
 

If you need a larger print copy, 
audiotape or other means to 

have a copy of this publication, 
please contact the number below: 

 
01189 743770 

 
Translation available 

 
 
 



Policy & Procedure for Lone Working 

Wokingham Borough Council –Tenant Services 2 
Policy & Procedure for Lone Working 
Version 7 – October 2017 

Document Control Information 
 

 
Title: Policy & Procedure for Lone Working 
  

 
 Date:   October 2017 
 
 
 Version:  7    
 
 
 Classification:  Offical 
 
 
 Author:   Tenant Services 
 
   
 

 

 
VERSION DATE DESCRIPTION 
Version 1 23/03/2009 Policy & Procedure for Lone Working 

Version 2 30/03/2009 Policy & Procedure for Lone Working 

Version 3 November 
2011 Policy & Procedure for Lone Working 

Version 4 December 
2011 Policy & Procedure for Lone Working 

Version 4a January 2012 Policy & Procedure for Lone Working 

Version 5 August 2012 Policy & Procedure for Lone Working 

Version 6 September 
2013 Policy & Procedure for Lone Working 

Version 7 October 2017 Policy & Procedure for Lone Working 

 
 
 
 
 
 
 
 
 



Policy & Procedure for Lone Working 

Wokingham Borough Council –Tenant Services 3 
Policy & Procedure for Lone Working 
Version 7 – October 2017 

 
 
 
 
 
 
 
 
 
 
Contents Page No 
 
1. Policy 4 
 
2. Purpose 5 
 
3. Scope 5 
 
4. Equal Opportunities 5 
 
5. Principles 5 
 
6. Review 5 
 
7. Procedure 6 
 
 HINTS/TIPS TO STAFF 10 
 
 SIGN OFF 12 
 
 APPENDIX A 13 
 
 APPENDIX B 14 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Policy & Procedure for Lone Working 

Wokingham Borough Council –Tenant Services 4 
Policy & Procedure for Lone Working 
Version 7 – October 2017 

 
 
 
 
 
 
LONE WORKING  
 
1  General Introduction 
 
1.1  Legislation 
 
Section 2 of the Health and Safety at Work Act 1974 (HASAWA) outlines the general 
duties of Employers to their Employees. 
 
Parts of Section 2 have particular relevance to managers when related to Lone 
Working i.e. 

• Provision of safe equipment and safe systems of work 
• Safe use, handling, storage and transport of articles and substances 
• Provision of necessary information, instruction, training and supervision 
• Provision of a safe place of work with safe means of access and egress 
• A safe working environment 

 
Employers must also set down the arrangements for carrying out any policy for lone 
working and the method for bringing that policy to the attention of each affected 
employee. 
 
This is further reinforced within the Management of Health and Safety at Work 
Regulations 1999 which also require employers to;  
 

1. IDENTIFY all significant hazards to health and safety 
2. ASSESS the risks they pose and to whom e.g. Social Workers, Clients, etc 
3. Implement the necessary and effective CONTROL measures 
4. CHECK that the measures work 
5. REVIEW the measures adopted to determine the current effectiveness 

 
Once the hazards have been identified, along with the associated level of risk, the 
precautions to be taken to eliminate or control the risk will need to be decided. This 
should be done in conjunction with the staff concerned. Any training given should be 
refreshed as necessary & records kept of training given to staff e.g. on their personal 
file. 
 
All Employees have a duty under Section 7 of the HASAWA to comply with any 
necessary control measures and may be involved in any consultation process that led 
to their establishment. It follows therefore that if a written procedure was not followed, 
a piece of equipment not used or personal protective equipment not worn for lone 
working situations, then any resulting injury and/or subsequent claim would have to 
take that occurrence into consideration.  
 
Working alone can introduce or enhance hazards i.e. in emergency situations or risk a 
physical attack. Generally late working should not be undertaken if a suitable 



Policy & Procedure for Lone Working 

Wokingham Borough Council –Tenant Services 5 
Policy & Procedure for Lone Working 
Version 7 – October 2017 

alternative is available i.e. working with colleagues.  In some cases it should not be 
undertaken at all, i.e. canvassing tenants outside daylight hours.  Employees should 
consult their line manager if an occasion arises which means they have to work alone. 
 
1.2  Scope & Purpose 
 
The purpose of this procedure is to set out the steps to be taken to ensure that the 
safety of Tenant Services personnel is maintained. 
This policy applies to Tenant Services and all subsidiaries. 
This policy sets out the responsibilities and obligation placed upon the Council in 
delivering a safe working environment to their personnel.  The policy will identify key 
areas of service and sets out how they will be managed and delivered to all Council 
tenants in establishing a consistent approach. 
 
1.3  Definitions of Lone Working 
 
Lone working can be used to describe a single person completing a task. Many Tenant 
Services tasks or activities are invariably carried out in this fashion. A broader 
definition of lone working may be described as employees working in isolation out of 
sight or sound of other colleagues.  Lone working may also include home workers and 
office-based staff.  Lone working situations may include: 
 

• Working alone in an office situation where other employees may be in adjacent 
offices but not in direct line of sight. 

 
• Lone working in an office situation where other employees and members of 

public in close proximity or within earshot.  
 

• Lone working in clients /tenants homes, other employers business, sites where 
other employees and members of public are not in close proximity or within 
earshot.  
 

• Lone working in remote sites throughout the Authority where other employees 
are not in close proximity or within earshot but members of public are around.  

 
• Travelling between sites during the working day. Any person required to travel 

between sites as part of their job borough wide. 
 
 

 
2  THE RISK ASSESSMENT PROCESS 
 
2.1  Activities 
 
Once the work situation of the employee has been established, managers can identify 
which activities are hazardous, determine the risk of harm to their employees and 
generate any necessary control measures for significant risks. 
 
Typical activities completed by Lone Workers may include the following: 
 



Policy & Procedure for Lone Working 

Wokingham Borough Council –Tenant Services 6 
Policy & Procedure for Lone Working 
Version 7 – October 2017 

• Interviewing Housing allocations, Rent queries, Social needs 
• Reception duties General administration, general applications, telephone 

contacts 
• Computer Work  
• Security Duties Locking doors (out of hours), fire prevention, patrolling 
• Working at home/neighbourhood offices Remote office based work 
• Building inspections Dangerous structures, planning procedures, enforcement 
• Property inspection Monitoring contractors, Modernisation work, Utility checks 

for tenants 
• Issue of property Hand over / take over, with tenants 
• Cash Handling tenants’ properties 

 
The above list is not exhaustive but gives an idea of the many tasks completed by lone 
workers employed by local authorities. 
 
 
2.2  Hazards and Risks 
 
Hazards are associated with many tasks completed in lone working environments but 
the risk of harm is invariably linked to how close help is. Working alone in offices 
adjacent to where other colleagues work will nearly always pose less of a risk when 
compared to a task being completed alone in a public park frequented by vandals and 
with a history of verbal and physical abuse towards council staff. 
 
Risks associated with, albeit not unique to, Lone Working include: 
 
• Verbal abuse (including racial or sexual) 
• Physical attack (including racial or sexual) 
• Animal attack (dogs and cats) 
• Slip, trip and falls in the dark 
• Falls from dangerous structures 
• Falls into excavations 
• Slip, trip and falls on construction sites 
• Burns, scalds and similar injuries in kitchens 
• Hepatitis, Weils Disease (sharps, animals, litter) 
• Manual handling injuries 
• Struck by moving equipment, tools 
• Contact with hazardous chemicals (bleach, paint etc) 
 
Once again the above list is not exhaustive. 
 
The risk factors that need to be addressed include:- 

 
(a) Suitability of individual – i.e. medical history and experience 
(b) Presence and handling of dangerous equipment 
(c) Work environment  - i.e. location of property, tenants and neighbourhood 

working in 
(d) Emergency arrangements 
(e) Communication systems 
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(f) Other risk factors such as carrying money 
(g) Experience of operative 
(h) Extreme weather conditions 

 
2.3  Medical Conditions 
 
Employees who suffer from a medical condition which means that they rely on 
prompt medical attention should avoid working alone. The type of conditions include 
heart conditions, severe asthma (not controlled by the use of a reliever inhaler), 
diabetes etc. Staff who need to take regular medication should ensure this is available 
at all times.  Line managers are responsible for ensuring that anyone who is unsuitable 
for lone working is not put into a position where they have to work alone. 
 
2.4  Training and Supervision 
 
Staff must be fully aware of all the requirements of the Health and Safety Policy and 
associated procedures and, in particular, the personal safety guidelines. 
 
Other training, such as when dealing with aggression etc will be offered on request.  
(Check MyLearning for any relevant Lone Working training.) 
 
Line managers must ensure that lone workers are adequately supervised and that 
adequate communications are in place. These might involve some of the following:- 
 
(a) Periodic checks on lone workers, visually or by telephone 
(b) Warning defences and or alarms, panic buttons, personal attack alarms 
(c) Diarised systems to ensure someone is aware of an employee’s whereabouts 
 and expected time of return to office / home. 
 
2.5  Information 
 
Information regarding sheltered schemes and tenants or other organisations that an 
employee may work with should be made available to staff to enable them to assess 
risks. House files and/or NORTHGATE system should include a ‘Warning’ case note 
for tenants who are known to be violent or have an unpredictable mental health 
condition.   
 
Where there is no access to the NORTHGATE system, information will be shared via 
email updates to all interested parties.  
 
The geographical location and physical characteristics of a sheltered scheme will also 
be communicated to new staff to ensure that schemes in high risk areas are identified 
and appropriate precautions taken. 
 
 
2.6  Entering Properties 
 
There may be some situations where the risk of an accident or injury is higher due to 
the nature of the job e.g.  
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• Void and suspected / abandoned properties may pose a specific risk of accident 
or injury due to tenant misuse. 

 
• A property may have a pest infestation or may contain drug paraphernalia or 

animals that have been left.   
 

Employees should use their judgement when entering these types of property as to 
whether they should proceed or call for specialist assistance. Further information can 
be obtained from the void policy / procedure.  Staff should use personal protective 
equipment where necessary. 
 
2.7  Security Measures 
 
Offices should be assessed for their security risk.  If the office is considered to be high 
risk, additional security measures should be taken. These might include extra lighting 
(especially in car parks and rear doorways), CCTV. 
 
2.8  Mobile Phones 
 
Whilst mobile phones ‘may’ offer some protection they should not be relied upon in 
violent situations.  
 
2.9  Emergency Procedure 
 
All staff should familiarise themselves with their emergency procedures.  All offices and 
most schemes have a method of calling for assistance in the case of a fire (break glass 
points).  
 
Logging on to the Forestcare Lone Working system when working after 5pm.  
(Appendix A – Forest Care Procedure) 
 
The warden call system can also be used to summon assistance within sheltered 
schemes. 
 
Staff need to be aware of the procedure for making external calls at sites that they visit. 
This is especially important for staff who might not regularly use telephones i.e. 
cleaners working out of hours. 
 
2.10  Allegations 
 
All staff should be aware of the risk of 1:1 working and the possibility of allegations 
which might arise. 
 
 
2.11  Delegated Authority 
 
Category Manager / Managers 
 
Staff who have responsibility for departments / teams will  
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a) develop safety awareness within their teams, continually reviewing and 
developing safe working practices to ensure maximum safety for all 
persons concerned. 

 
b) ensure that the correct procedures are followed to ensure that staff who 

are working alone are adequately protected. 
 
All staff 
 
All staff have a responsibility to ensure that they alert a line manager or colleague if 
they will be working alone.  
 
2.12 Risk Implications 
 
Failure to operate an effective Health and Safety policy and associated procedures 
could result in employee injury, from minor injury to fatality in addition to a breach of 
Health & Safety legislation.  The Category Manager will ensure that this policy is 
implemented fully across the department. 
 
3 CONTROL MEASURES 
 
3.1 Loneworking Devices (Identibadges) 
 
Housing Services have implemented loneworking devices called Identibadges 
(commonly referred to as Angel Badges).  Where a member of staff is considered to be 
at a high risk, they will be issued with this device.   
 
This device is monitored by an external company (Peoplesafe) 24 hours a day.  
Peoplesafe have their own control centre and will respond to any activity on a user’s 
device.     
 
Full training is provided to individuals when device is issued. 
 
3.2 Individual Control Measures 
 
The principles of prevention and protection are considered to be one of the best 
methods of control and follow a simple set of rules: 
 

• If possible avoid the risk completely (Use alternative procedures e.g. letters, 
information boards etc. 

• Combat the risks at source (prevent contact with the risk area, same as 
above). Where possible adapt the work to the individual (design offices to 
ensure employees work from safe positions, alarms easy to reach etc ;) 

• Take advantage of Technology (database of known instigators of violence, 
personal attack alarms, cameras in interview rooms etc ;) 

• Incorporate all measures in a coherent manner (Safety Policy → Guidance 
Notes → Local Operating Procedures) 

• Prioritise the measures that protect the entire workforce (enclose interview 
rooms, simplex locking systems etc ;) 

• Ensure employees know what they need to do (information and training) 
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• Ensure the existence of an active safety culture (through team meetings and 
overt management involvement). 

 
4  Procedures 
 
Written Procedures.  All procedures developed from risk assessments should be 
clear, concise and recorded in writing prior to their issue to those at risk. Management 
must ensure that their employees are fit enough to complete the lone working task and 
the possibility of illness and accidents should be considered.  
 
Employees must: 
 

• Always ensure that there are clear diary entries in their diaries / outlook 
calendar stating name, address and telephone number of client. 

• Use a plan/itinerary detailing the route to and from the place of work with 
expected times of arrival. 

• Make appointments in advance of visits and keep in/out boards up to date. 
• Avoid making appointments after 4:30pm. 
• Always ensure that sufficient time is given for your last appointment in order to 

finish before 5pm however if this is not possible ensure that you have called and 
discussed this with your line manager who will authorise the after 5pm visit and 
wait for you to finish.  

• If an appointment is to be later than 5pm it must be authorised and discussed 
with your line manager  

• Go in pairs (two people) when attending a client who is known, or believed to 
be, unpredictable (this can be either at a site visit, or within the office 
environment). 

• Where possible, know your client.  Check NORTHGATE or colleagues before 
you visit. 

• If support/back-up is requested, ring the dedicated telephone number within the 
office, this is the designated duty officer in the first instance or the ‘BAT’ phone – 
07867 373709. 

• Make sure that Staffinder is updated when leaving the office at end of day.  If off 
site, ring the dedicated telephone number within the office in order for the board 
to be updated. 

• When attending evening meetings, notify partner/next of kin when leaving for 
home.  

• Provide your work mobile number, your personal mobile number, an emergency 
contact name and number and your car model and registration number to your 
line manager, this information will be saved on the ‘G’ drive so all designated 
officers can get access to the information should they require it.  

• Consider parking issues i.e. access/egress to/ from the vehicle. Park in a well lit 
area, where possible position the vehicle so that it is possible to see around the 
vehicle, to ensure that no-one is hiding behind the vehicle or a pillar/wall against 
which it is parked. The use of automatic vehicle locators may also be 
considered, in case of vehicle theft. 

• Not leave valuables and attractive items in the car and certainly not where they 
are visible.  
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5 Personal Security 

 
You may find during an appointment/visit that for whatever reason you may feel 
uncomfortable or uneasy, listen to your instincts and make an excuse to leave if you 
need support or want to let the designated Officer know you feel uneasy – call the 
designated officer or ‘BAT’ phone (07867 373709) and use the following phrase ‘Speak 
to Bill’ and we will be aware of your situation.  
 
A further call back will then be made to discuss the issues and feelings you had and to 
ensure you are ok to continue or wish to return to the office.  
 
The designated Officer will automatically feed any issue to the line manager as 
incidents occur and decisions will be made on the next action and information will be 
shared accordingly.  
 
HINTS / TIPS 
 

• Set a daily alarm on mobile phone to sound before 5pm (17:00hrs) as a 
reminder to you to notify the office that you are finished on site and on way 
home. 

• Where possible, carry a personal attack alarm with you. 
• Be aware of your environment.  Have an exit strategy/plan in place before you 

go into a property. 
• Ensure that your personal contact numbers and vehicle details are always kept 

up to date.  
• If working after 5pm, ensure that your manager is aware and that a follow up call 

is made to ensure safe and well. 
 
   

Guidelines for All Managers  
 
Where necessary, managers can request contact to be made by their Officers at 3 
points during the day if they are off site on visits or smart working, Officers should 
check in with the designated officer at 9am, 1pm and 5pm (or before if leaving earlier). 
 
A rota will be arranged to ensure that there is a designated officer available to take 
calls up until 5pm or later if arranged.  

 
When designated Officers receive a call from an Officer on site they must update 
Staffinder.  
 
 
Document Review 
 
This document will be reviewed at least annually. 
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Protocol for Dealing with Abuse, Treats or Violence (Sheltered Housing) 
 
Introduction 
 
This document sets out arrangements by which Wokingham Borough Council; Tenant 
Services (TS) will tackle instances of abuse, threats or violence towards its staff.  
 
We expect our sheltered housing schemes to be safe places in which to work and live. 
We actively encourage our Sheltered Scheme Managers (SSM) to foster a positive 
relationship with their local community.  There may be occasional instances of violent, 
threatening or abusive behaviour by visitors and tenants towards staff and other 
members of the community. This behaviour will not be tolerated. Such behaviour can 
seriously disrupt the work of the SSM; it is harmful to the welfare of the individual staff 
and /or tenants who are directly involved; it is a cause of additional and unacceptable 
workplace stress; and it can make it harder for schemes to be as open and accessible 
to the community as we would ideally wish them to be. 
 
Tenant Services will support SSM in the action they may take to deal with the 
unacceptable behaviour.  Where the circumstances demand it, TS will support staff by 
taking all possible action itself on their behalf. If necessary this may extend to taking 
specific legal action.  WBC, as an employer is also responsible for protecting the health 
and safety of its staff in the community.  Employers have a duty to take all possible 
steps to reduce the risk to staff and others from violence at work. This can be done by 
assessing the risk of violence, identifying and taking appropriate action to control that 
risk, and reviewing the effectiveness of the measures taken. 
 
Risk Assessment 
 
A risk assessment should be drawn up to assess the risk to staff and others from 
abusive or violent visitors or unauthorised intruders on site. This may be based on a 
model risk assessment, but will be adapted to assess the particular factors and risks 
relating to the individual scheme.  Like any risk assessment, this should be reviewed 
as circumstances change.  
 
Training 
 
One of the control measures likely to feature in a risk assessment is training for staff in 
how to manage difficult situations, so that they can acquire the skills and techniques to 
reduce or prevent potential aggression or violence. Training opportunities are offered 
by WBC and details of all training opportunities can be accessed via the Council’s 
corporate procurement site (MyLearning), or enquiries can be made via the Senior 
Sheltered Scheme Manager (SSSM).  Courses can also be arranged through various 
external health and safety training providers. 
 
Advice and Guidance 
 
Schemes should agree local procedures for dealing with potentially violent situations, 
and action following incidents. The Category Manager should ensure that these are 
drawn to the attention of all staff; including new or temporary staff. Sources of 
guidance are included in the final ‘related documents’ section. 
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Recording of incidents 
 
It is important that all incidents of abuse, threatening behaviour, or violence are 
recorded. Incidents of intruders entering the scheme without authority, and particularly 
where they cause nuisance or disturbance, this should also be recorded. 
Analysis of the collected data, and the occurrence of individual more serious incidents, 
should prompt a review of the risk assessment to ensure the current control measures 
are effective and sufficient. The records will also provide an assessment of the security 
risk of the site and may be able to be a base for further action should this be required. 
A model incident form is attached, which SSM should adopt as part of their 
procedures. 
In addition to the incident reporting form, an accident report may also need to be 
completed and forwarded to the SSHO if there has been an incident resulting in an 
injury, absence from work, or inability to perform normal duties. Some accidents are 
further reportable to the Health and Safety Executive under the Reporting of Injuries, 
Diseases and Dangerous Occurrences Regulations 1995 (RIDDOR). Separate 
guidance on the reporting of accidents is given in section 5 of this document; “Accident 
& Incident Reporting”.   
 
Customer Service 
 
Tenant Services aims to treat everyone fairly, equally and with respect.  We are 
opposed to discrimination and harassment and will do everything we can to make sure 
that everyone can benefit from good quality public services and that all of our different 
and diverse communities can take part in shaping the future of the Borough in which 
we live. 
 
We are committed to ensuring our services, facilities and resources meet everyone’s 
needs, whatever their age, disability, sex, HIV status, sexual orientation, religion, 
belief, race, nationality or ethnicity.  We expect our staff, contractors and Councillors to 
be treated with the same respect, free from any harassment, or undignified treatment. 
 
Tenants Compliments and Complaints 
 
We want to make sure that our tenants and residents receive the highest standards of 
service.  We are always pleased to receive any compliments our customers have 
about the services they have received, or ideas about how we can improve the way in 
which we provide our service or the services themselves.  Tenants should be 
encouraged to report and compliments or complaints to The Customer Care Officer on 
0118 9743768.    
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Appendix 1 Incident report 
 
For recording relevant incidents including trespass, nuisance or disturbance at a scheme, 
which may include verbal abuse, sexual or racial abuse, threats, aggression, physical violence 
and intentional damage to personal property. 
 
This form should be completed as fully as possible (please use a continuation sheet if 
necessary). For an incident involving or witnessed by a tenant, a member of staff should 
complete the form on their behalf. However, any discussion between one witness and another 
should not precede completion of the form, as this might lead to allegations of collusion. 
 
Date of incident __________________________ Day of the week ________________  
 
Time of day ___________________________________________________________  
 
1. Member of staff reporting incident 
 
Name ________________________________________________________________ 
 
Work address (if different from scheme address) 
_____________________________________________________________________ 
 
Position_______________________________________________________________ 
 
2. Personal details of person assaulted/verbally abused (if appropriate) 
 
Name________________________________________________________________ 
 
Work address (if different from school address)/home address (if tenant) 
_____________________________________________________________________ 
 
Job/Position (if member of staff)____________________________________________ 
 
3. Descriptive details of trespasser/assailant(s) - name etc if known and identified  
 
_____________________________________________________________________ 
e.g. height, gender, distinctive characteristics, (vehicle make/model/colour). 
 
4. Witness(es) if any ___________________________________________________ 
 
Name________________________________________________________________ 
 
Address______________________________________________________________ 
 
Other information 
Relationship between member of staff/tenant and trespasser/assailant, if any 
 
5. Details of incident 
 
a) Type of incident (eg. if trespass, was the trespasser causing a nuisance or disturbance and 
how; if assault, give details of any injury suffered, treatment received 
etc)_________________________________________________________________ 
 
b) Location of incident (attach sketch if appropriate)__________________________ 
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c) Other details: describe incident, including, where relevant, events leading up to it; relevant 
details of trespasser/assailant not given above; if a weapon was involved, who else was 
present. _______________________________________________________ 
 
6. Outcome: (eg. whether police called; whether trespasser was removed from premises. 
_____________________________________________________________ 
 
7. Other information (to be completed as appropriate) 
 
a) Possible contributory factors____________________________________________ 
 
b) Is trespasser/assailant known to have been involved in any previous incidents YES/NO  
 
c) Give date and brief details of (b) if known__________________________________ 
 
d) Had any measures been taken to try to prevent an incident of this type occurring? If so, 
what? 
 
____________________________________________________________________ 
 
Could they be improved?_________________________________________________ 
 
e) If no measures had been taken beforehand, could action now be taken? If so, what? 
 
____________________________________________________________________ 
 
f) Name and contact details of police officer involved, and incident number or crime reference 
number, as appropriate  
 
_____________________________________________________________________ 
 
g) Any other relevant information___________________________________________ 
 
Signed________________________________________________________________ 
 
Date__________________________________________________________________ 
 
Please return as soon as possible to: 
 
 
Senior Sheltered Scheme Manager 
Wokingham Borough Council  
Please complete the new address 
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Appendix 2 Forestcare – help at the push of a button Standard Lone Working Monitoring Service 
01344 786 500 

 
The standard Forestcare lone worker monitoring system is an easy to use and effective way of 
monitoring your staff when they are working alone.  It provides the reassurance and security for staff 
working alone or at risk.  It is straightforward to access via a mobile phone (on any network).  Forestcare 
monitors the risk and provides a rapid response in the event of an accident or other potential danger. 
 
All you need, to have your employees linked into our standard lone worker monitoring system is a mobile 
phone. 
 
How does Lone Worker monitoring work? 
 
When the lone worker commences their job, all they have to do is dial into our system via their mobile.  
They are then prompted all the way with step-by-step instructions - stating where they are going and 
what work they are about to commence and setting the time to show how long they expect to be. 
 
The worker then carries on with their duties as normal, with the reassurance that help will be summoned 
if they do not finish their visits at the expected time.  In addition t they can use the speed dial function to 
summon help at any time. 
 
The system will automatically contact the worker if they have not called back within the specified time.  If 
no response is received, an alert alarm is raised at the Forestcare control where the Forestcare staff will 
immediately try to contact the worker and if they can’t make contact begin contacting the emergency 
contacts provided.  It is important that the emergency contacts know about the system and know what to 
do in the event of an emergency. 
 
Features of the Lone Worker system 
 

• Unlike other systems Forestcare answer the calls – giving you that personal contact and 
reassurance 

• Easy to use mobile telephone interface allowing workers to update their status at any time 
• PIN protection for security 
• Automatic alert activation if the worker is overdue or not responding 
• Real time monitoring of all active workers 
• Monitor as many individuals at multiple locations as you need  
• Simple, fail safe operation  
• Speed dial function for instant access to Forestcare in an emergency 

 
 
 
 
 
 
 
FORESTCARE LONE WORKER INSTRUCTIONS 
 
TO LOG ON 
 
Dial the Lone Worker number 01344  302600 
Enter your PIN number and verify that it is correct. 
Record your voice message to state where you are going as clearly and slowly as possible  – then 
press * to finish. 
You will then hear the following options:- 
 
1 – Listen to your current voice message. 
2 – Change your voice message (re-record). 
3 – Continue (where you will be required to input your check interval). 
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Enter your check-in interval (this is how long your visit(s) will take or how long you will be logged in for), 
the range can be between 010–900(000) minutes. 
The system will summarise your call and say ”Goodbye” 
Your Lone worker call is complete you can now hang up the phone. 
 
CHECK CALLS 
 
If you do not check-in within your check–in interval period your mobile will ring.  When you answer the 
phone you will hear:- 
 
“This is your automatic check call, please enter your PIN code”. 
 
After entering your PIN code listen to the prompts and press the appropriate number :- 
1 – Emergency 
2 – You are OK. 
3 – Listen to or change your voice message. 
4 – Listen to or change check-in interval. 
5 – Log off. 
 
TO CHANGE JOB DETAILS 
 
Phone into the system.  And follow the prompts 3 and 4 as above. 
 
IN AN EMERGENCY 
 
Dial your Lone Worker number. 
Enter your PIN number. 
Press 2 to confirm PIN number is correct. 
Press 1 for emergency. 
 
(Or if your mobile is pre-programmed, press the appropriate speed dial – note you can only do this when 
you are logged in). 
 
IF YOU HAVE ANY QUESTIONS PLEASE RING FORESTCARE ON   
01344 786500  
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