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1	PURPOSE
This requirement establishes how the University identifies and manages the physical and psychological health and safety risks of working alone or in isolation. It is intended to ensure that people can obtain timely assistance and that work is planned, authorised and carried out safely.
2	SCOPE
This requirement applies to University work and study activities under the management or control of the University of Melbourne. It applies to staff, students, contractors, honorary appointees, volunteers and other authorised persons who may work alone or in isolation.
Fieldwork, off-campus activities and work-related travel must be managed under the relevant fieldwork and travel requirements. Working-alone risks and applicable controls in this requirement must be addressed through those assessment and approval processes. A separate working-alone approval is not required where the relevant process captures the information required by section 4.2.
Routine working from home is managed under the University's flexible work and ergonomic arrangements; however, any elevated risks associated with isolation, work-related violence or aggression, wellbeing, communication or emergency access must still be identified and controlled. A separate working-alone approval is not required where the relevant risks and controls are addressed through those arrangements.
Routine low-inherent-risk study in designated general-access student areas may be managed through documented area-level arrangements under section 4.6 without individual working-alone approvals. Those arrangements must identify the authorised activities, users, permitted access hours, applicable controls and emergency arrangements, and their review date
3	DEFINITIONS
Working alone or in isolation
Work where a person cannot reasonably expect timely assistance if an incident, injury, illness, security threat or other emergency occurs, or where the location, time, nature or organisation of the activity limits access to effective work-related support. A person may be working alone or in isolation even when other people are nearby if those people cannot provide timely assistance or effective work-related support.

Low-inherent-risk activity
A routine activity undertaken in a secure, normally occupied or readily accessible location where no significant task, environmental, personal security, communication or emergency-response hazards are present before controls are applied.

Check-in plan
A documented arrangement that identifies the person working alone, their location and expected finish time, the nominated contact, the communication method and frequency, and the actions to take if a check-in is missed.

Supervisor
The person with authority and responsibility to plan, approve and oversee the work or study activity.
4	REQUIREMENTS
4.1	Identify and assess the risk
The supervisor must determine whether an activity will involve working alone or in isolation and must consult affected staff, students, contractors and relevant Health and Safety Representatives when identifying hazards, assessing risks, selecting controls and reviewing arrangements. Where affected employees are represented by a Health and Safety Representative, consultation must involve that representative.
The assessment must consider, as relevant:
· the task, plant, equipment, substances, animals and energy sources involved;
· the person's competency, experience, fitness for the work and any individual needs that are relevant to safe arrangements;
· the location, access and egress, time of day, duration, remoteness, building occupancy and security arrangements;
· the likelihood and consequence of injury, acute illness, fatigue, work-related violence, aggression, harassment, distress or other psychological harm;
· communication coverage, device reliability, check-in arrangements and the time needed for assistance to arrive;
· foreseeable emergencies, first aid, rescue needs and whether another competent person or standby person is required; and
· changes in weather, operations, staffing, access, local conditions or other factors that could increase the risk.

When considering fitness for work or individual needs, only information necessary to document relevant functional limitations, agreed adjustments, risk controls and emergency arrangements may be recorded. Detailed medical information must be managed through the appropriate confidential University process. Personal or sensitive information must only be recorded where necessary and must be protected through appropriate access restrictions.

A documented risk assessment is required where the activity or location is not low inherent risk, where elevated risk factors are present, where emergency assistance may be delayed, or where another University requirement requires one. The assessment must be recorded in ERMS or on the relevant general or hazard-specific risk assessment form where ERMS is unavailable.

A separate task risk assessment is not required for routine low-inherent-risk work where a current local assessment and documented arrangements already cover the activity and location. The supervisor must still confirm that the general controls in this requirement are in place.

Risk assessments and approved working-alone arrangements must be accessible to the relevant staff, students and others, subject to appropriate restrictions on personal or sensitive information.

Risk controls must eliminate the risk so far as is reasonably practicable or, where elimination is not reasonably practicable, reduce the risk so far as is reasonably practicable. A risk rating alone does not demonstrate that this duty has been met. Work must not proceed alone where the residual risk is high or extreme.
4.2	Approval
Subject to the arrangements described in section 2, a person must not undertake working-alone activity without approval from the relevant supervisor. Approval must be documented using the Health & Safety: Working alone approval form or an equivalent local process that captures the same information.
The approval must identify:
· the person, activity, location, date, time and expected duration;
· the applicable risk assessment or the basis for treating the activity and location as low inherent risk;
· the controls, check-in plan where required, and emergency arrangements;
· any limits, conditions or activities that are excluded from the approval; and
· the approval period and review date.
Standing approval for recurring work may be given for up to 12 months where the activity, location and controls remain materially the same. Approval ceases immediately if conditions change, a required control is unavailable or the work is no longer within the approved scope.
4.3	Controls for working alone
The supervisor must consider eliminating working alone by scheduling the activity when others are present, changing the location or task, or providing a second competent person. Where working alone remains necessary, controls must be proportionate to the risk and may include:
· secure access and egress, suitable lighting, restricted access and local security arrangements;
· a reliable, charged and tested communication device with confirmed coverage;
· a check-in plan with a nominated contact and a clear missed-check-in escalation process;
· the SafeZone Check In Timer or another suitable system where available and appropriate;
· fixed or personal duress alarms, monitored alarms, location-sharing or other higher-reliability communication controls where the risk warrants them;
· access to first aid, emergency equipment and relevant emergency information;
· information, instruction and training on both the work activity and the specific controls and supports for working alone, including check-in and escalation arrangements, together with verification of competency where required;
· workload, work-time and break arrangements that manage fatigue and psychological health risks such as opportunities for employees to connect with their social support networks, both onsite and away from the workplace;
· regular contact with supervisors and team members and access to timely work-related advice and support where isolation creates a risk of psychological harm; and
· controls for foreseeable work-related violence, aggression, harassment or distress, including alternative service arrangements where necessary.
When reducing psychosocial risks, controls must address the management of work, plant, systems of work, work design or workplace environment so far as is reasonably practicable. Information, instruction or training may be used as the sole control only where none of those changes are reasonably practicable. Where a combination of controls is used, information, instruction or training must not be the predominant control.
SafeZone Check In alone does not raise an automatic missed-check-in alert. Where SafeZone is relied on for this function, the Check In Timer must be used, and the relevant region and Security monitoring and response arrangements must be confirmed.
SafeZone and mobile phones are supporting controls and must not be the only controls where mobile or Wi-Fi coverage is unreliable, the device may not remain accessible, or a person may be unable to activate an alarm after an incident.
4.4	Check-in and escalation arrangements
The supervisor must determine and document whether a check-in plan is required. A plan is required where delayed discovery of an incident could increase harm, assistance is not readily available, or the risk assessment identifies a need for monitoring. The plan must specify:
· the exact location and expected start and finish times;
· the nominated contact and an alternate contact where needed;
· how and when contact will occur, with intervals based on the level of risk;
· what constitutes a missed or failed check-in;
· the attempts that will be made to contact the person;
· when University Security, emergency services or another local responder will be contacted; and
· how responders can access the area without exposing themselves to uncontrolled hazards.
Check-in intervals, escalation times and responder availability must be suitable for the foreseeable emergency. The time between check-ins, escalation and arrival of assistance must not exceed the time within which effective assistance is needed. Work requiring immediate assistance must not rely on periodic check-ins.
The nominated contact must accept the role, understand and be available to carry out the escalation process for the entire approved period. A nominated contact may be a monitored response service where its monitoring and escalation arrangements have been confirmed as suitable. A person working alone must notify the contact when work starts, when their location or timing changes and when the activity is complete.
4.5	University-controlled areas
The Head of School or Division must ensure that areas under their control where working alone may occur have arrangements proportionate to the local risk. These arrangements must include:
· scheduled workplace inspections including plant and equipment and prompt correction of identified hazards;
· a means of recording or confirming who is in the area, their location and expected departure time where required by the local risk assessment;
· reliable access to communication and emergency information;
· local emergency procedures that account for reduced occupancy and delayed discovery of an incident;
· secure access, lighting and after-hours access arrangements; and
· local induction, information and instruction for authorised users.
4.6	Unsupervised student areas
For laboratories, workshops, studios, study areas and other spaces that students may access without direct supervision, the person in management or control of the area must ensure that:
· access is authorised and controlled, with expiry dates or periodic review for student access permissions;
· students receive local induction and understand prohibited activities, emergency procedures and how to contact University Security;
· emergency exits, assembly areas, first aid and emergency equipment are clearly identified;
· security cameras, duress alarms or other monitoring controls are assessed according to the security risk and applicable privacy requirements;
· scheduled inspections cover the area and its after-hours use; and
· activities requiring direct supervision or another person present cannot be accessed or undertaken alone.
4.7	Activities that must not be undertaken alone
The following activities must not be undertaken alone, regardless of a person's experience, controls or assessed residual risk:
· any activity with a residual risk rated high or extreme;
· confined-space entry or any activity requiring a standby person, observer, spotter, rescue team or direct supervision;
· work on or near exposed energised electrical or electronic systems at voltages exceeding 50 V, or any electrical work requiring another competent person under the electrical safety requirements;
· climbing high towers or high ladders, or other work at height where a fall, suspension or rescue risk requires immediate assistance;
· operating plant or equipment capable of inflicting serious injury, such as chainsaws, lathes and power saws, or clearing, maintenance or repair of plant where entanglement, crushing, cutting, amputation or stored-energy hazards could prevent self-rescue;
· handling firearms or venomous animals;
· work with highly toxic, highly corrosive, explosive or unstable substances where a foreseeable exposure or loss of containment could cause serious harm;
· use of apparatus capable of explosion, implosion or the release of high-energy fragments or significant hazardous material;
· work in a pressure environment other than normal atmospheric pressure; and
· work where there is a foreseeable serious risk of violence, aggression or other harm and the agreed controls require another person to be present.
Where another hazard-specific requirement prohibits lone work or requires supervision, a standby person, observer, spotter or rescue capability, that requirement takes precedence. A local approval or risk assessment must not override a prohibition in this requirement or any applicable legal or hazard-specific requirement.
4.8	Emergency response
Before work starts, the person working alone and, where required, the nominated contact must understand the applicable emergency and missed-check-in arrangements. In a life-threatening emergency in Australia, call 000 first, then contact University Security on 03 8344 6666 or through SafeZone where the incident is at a University location. For overseas activities, contact local emergency services first and follow the emergency arrangements in the applicable travel or fieldwork approval.
A person must stop work and move to a safe location if a required control fails, communication is lost, conditions become unsafe, they become unfit to continue, or the activity moves outside the approved scope. Incidents, hazards and near misses must be reported through ERMS as soon as practicable. Serious incidents must also be escalated immediately in accordance with the Health & Safety: Incident, injury, hazard reporting and investigation requirements. An ERMS report does not replace any immediate escalation or notification required under those requirements
4.9	Review
Risk assessments, approvals and controls must be reviewed at the scheduled review date and before changes to the activity, location, person, timing or equipment that could affect risk. They must also be reviewed earlier when new information becomes available; an incident, hazard, near miss or missed check-in occurs; an employee, or a person on their behalf, reports a psychological injury or psychosocial hazard; a control is not effective; or an affected person or Health and Safety Representative requests a review.
Where a review finds that controls do not adequately control the risk so far as is reasonably practicable, the controls must be revised. Reviews and any revisions must be undertaken in consultation with affected people and relevant Health and Safety Representatives.
5	RESPONSIBILITIES
5.1	Head of School or Division
· Ensure local systems and resources are available to manage working-alone risks in areas under their control.
· Ensure area access, inspection, emergency and after-hours arrangements are established and reviewed.
5.2	Supervisor
· Identify working-alone activities, consult affected people and ensure risks are assessed and controlled.
· Approve the activity only when the controls, any required check-in arrangements and emergency arrangements are suitable and implemented.
· Confirm competency, information, instruction and any required supervision or support before work begins.
· Review approvals and respond promptly to changing conditions, incidents, missed check-ins and concerns.
5.3	Person working alone
· Follow the approved risk controls, any required check-in plan, emergency procedures and local access arrangements.
· Carry the required communication equipment and University identification and keep them accessible.
· Where a nominated contact is required, notify the contact of changes and confirm when the activity is complete.
· Stop work and seek advice if conditions become unsafe, a control fails or the activity is outside the approval.
· Report incidents, hazards and near misses promptly.
5.4	Person in management or control of an area
· Maintain local access, security, inspection, emergency and communication arrangements.
· Provide local induction and clearly identify activities that require supervision or must not be undertaken alone.
5.5	Health and Safety Services
· Maintain this requirement and the working-alone approval form.
· Provide advice on risk assessment, control selection and complex working-alone arrangements.

5.6 Nominated contact
· Accept the monitoring role and remain available throughout the agreed period, or arrange an effective handover to an alternate contact.
· Monitor check-ins and initiate the agreed escalation process promptly if a check-in is missed or fails.
· Notify the supervisor and the person working alone if the agreed monitoring arrangements cannot be maintained
6	REFERENCES
· Occupational Health and Safety Act 2004 (Vic)
· Occupational Health and Safety Regulations 2017 (Vic)
· Occupational Health and Safety (Psychological Health) Regulations 2025 (Vic)
· WorkSafe Victoria: Working alone information sheet
· WorkSafe Victoria: Psychosocial hazard fact sheet: Remote or isolated work
· WorkSafe Victoria: Compliance code: Psychological health
· SafeZone mobile app
7	ASSOCIATED DOCUMENTATION
7.1	Requirements
· Health & Safety: Risk management requirements
· Health & Safety: Travel and off-campus requirements
· Health & Safety: Emergency management
· Health & Safety: Library of Controls of Psychosocial Hazards
7.2	Forms
· Health & Safety: Working alone approval form
· General risk assessment and hazard-specific risk assessment forms
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