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Remote area and working alone procedure
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1.0 Purpose

This procedure is for employees involved in field activities and/or working alone. It has been prepared in order to have protocols in place for such events as a person being injured, involved in a vehicle accident, or delayed in the field due to equipment problems or weather conditions. 

While parts of this procedure may be useful, it is not intended to address all issues related to working alone or in remote areas outside of Australia.
This procedure shall be adopted if any of the following types of field activity are planned.

· When work is to be undertaken in areas falling within the Remote Area definition.

· Single person field trips where personnel are participating in a field program (rather than travel only). 

· Travelling long distances between sites particularly remote sites.

· All work undertaken at sites where it is deemed that the local procedures either do not exist or are inadequate.

For overseas protocols, refer to the ‘overseas travel procedure and emergency response plan’.
1.1 Background 

The Workplace Health and Safety Act 1995 requires that employers ensure as far as is reasonably practicable, that all persons while at work are safe from injury and risks to health, by providing them with a safe working environment and safe systems of work.

Situations requiring employees to work alone should be assessed to determine if it is possible to eliminate the hazards associated with the work, including the hazard of working alone.
When the requirement to work alone cannot be eliminated, employers need to consider the risks of working alone and have effective control measures in place to reduce the risks to employees.  

A risk assessment should determine what permits/licenses, if any, are required for the field activity or any equipment to be used 

For Entura, a generic list of potential Hazards is available at http://hydroapps/fieldsafety/ and while the listing is extensive it is not exhaustive and consideration should be given to other potential hazards. The hazards need to be considered further to cater for the specific requirements of each proposed field activity.

The risk assessment must identify the minimum number of personnel required to undertake the field activity safely. If a person is permitted to work alone, it must outline what special conditions, if any, need apply.

Off site support is to be used by all field officers who are working alone in certain circumstances. The purpose of off site support is to help protect an employee who is faced with a task that has the potential to result in an accident that could cause injury.

Typical tasks that have been identified as requiring off site support include using a chainsaw, walking to a measuring site in a remote area over uneven and/or heavily vegetated terrain, performing gaugings, changing a tyre using high lift jack and similar tasks with a moderate or higher identified risk level.
2.0 Responsibilities

Accountable persons - Ensure that employees are able to undertake field activities safely including the implementation of this policy. Where an employee is required to supervise fieldwork, the Accountable Person is responsible for ensuring that delegated safety responsibilities are fulfilled and that appropriate supervision is provided. Accountable persons must also ensure that appropriate records relating to field activities are kept.
Employees - Whilst undertaking any field activity, employees are required to do so in a manner which does not adversely affect their own health and safety, or that of others. 

Where appropriate, ensure that prior to undertaking a field activity the relevant details of the intended field activity are documented and endorsed by management:

· Advise of field trip.
· Participate in the revision and endorsement of field schedules and risk assessments (e.g. JHA).
· Have access to the field schedule.
· Ensure clear protocols are in place for check-ins with a designated contact.
Responsible officers - Ensure that where field trips are undertaken this policy is implemented within their area of responsibility.  Ensure that Line of Business-specific guidelines are developed where necessary, and are consistent with the information contained in this document.

Designated contact - Initiate the ‘failure to check in protocol’ where necessary. 
Some concern has been raised over the liability of undertaking the designated contact role. From discussion with legal services group, the corporation’s position is that we will indemnify against claims providing that the person/people involved weren’t wilfully and/or recklessly negligent in any failure in carrying out the role. This position is clearly established within the legal liability policy.
3.0 Procedure

Each accountable person is required to plan for all their field work no matter how routine or complex, this must include a risk assessment.

This field activity must be approved by their responsible officer or delegate.

The process is broken into two parts:

(a) evaluation of working alone

(b) mitigating risks involved in remote area work

Before either section can be addressed the employee is to determine the field program/ job scope and complete a risk assessment (normally a JHA).

3.1 Working alone

Utilising the relevant working alone procedure flowchart (Appendix B), evaluate and mitigate the risks in this activity

3.2 Remote area

Utilising the remote area procedure flowchart (Appendix B), evaluate and mitigate the risks in this activity

3.3 Draft field schedule

· Employee to determine field program / Job Scope, and Conduct Risk assessment (normally a JHA).

· Employee to discuss check-in procedure / timeframes and communication requirements with management for assessed task.

· Establish an effective communication system prior to the task being undertaken.

· All field parties must have adequate communication. 

· Either TMR and/or satellite phones as appropriate. A last option is GSM phones but these are only acceptable when coverage is assured

· Last check-in is to be made once in a non-remote area. This may require additional check-ins

· Establish check-in timeframes as determined by Risk assessment 

· Minimum check-in is

· Morning and evening for a single site (1 or more personnel)

· Morning, midday and evening for multi-site (2 or more personnel) but with a recommendation that changes of site are advised, subject to risk assessment.

· For multi-site work for single personnel check-in is to be completed on arrival and departure at each site with anticipated times of site occupation to be included.

· 
Management to review and endorse the field schedule/ job scope and risk assessment

· Subject to risk assessment, EPIRBs are to be carried by each party. It is recommended that they are stored in personal first aid kits which are to be carried when away from vehicles. 

· Employee lodges field schedule with designated contact

3.4 Lodgement of field schedule 

· Endorsed copy on job file and endorsed copy to designated contact.

3.5 On the day(s) of the field work

· Ensure compliance to schedule / Job Scope or advise of changes

· Report-in Procedure:

· Establish contact with designated contact direct as per field schedule.
· A field work schedule template is provided in Appendix A.

3.6 Request for off site support

To be used in instances where risk assessment indicates or field officer believes there is a safety risk

· Call line manager or approved delegate

· Establish approval for carrying out the task and backup protocol

· Detail the task to be undertaken, including risk assessment classification.

· Describe the location in detail.

· Provide an estimate of the time taken to complete the task

· Confirm that the line manager will be contacted when the task has been successfully completed.

· Call line manager on completion

If these attempts fail, the line manager invokes the ‘failure to check in protocol’ as outlined in the ‘failure to check in protocol’ section of this document.  

It is stressed at this point that off site support should not be pushed to its limits.  A person alone in the field who has serious doubts about their ability to complete a task safely should not attempt the task.

3.6.1 Using an external service provider

In accordance with Appendices C and D – external tracking forms.

3.6.2 Getting additional person(S) to site

There is provision within the Hydro Tasmania flowcharts for personnel to call for on-site support based on changes to the level of risk. 

3.6.3 ‘Failure to check in protocol’
· Designated contact or manager attempts to contact the field officer via any communications options that are available.

· Attempt to phone vehicle/ mobile communications

· Where applicable, phone nominated place of accommodation and attempt to gather more information regarding the field officers location

· Inform management of field officer failing to report in and attempt to gather more information regarding the field officers location

· Discuss with line manager sending additional staff to the area to assist in locating field officer or elevation of issue to police etc.

· Unless otherwise agreed, allow 30 more minutes for field officer to make contact– if applicable, phone regional Hydro office and/or police. If contacting police refer to the ‘if required to contact police’ section in this procedure.
· Locate any additional information which may be of use in establishing location e.g. access map of planned sites to be visited

· If not already done, contact level one manager.
3.6.4 Contacting regional Hydro office

Liapootah Power Station - 6238 4956

Trevallyn Power Station – 6324 7144
Gowrie Park Administration Centre – 6491 2810
After hours – Technical and Operations 6230 5569
3.6.5 If required to contact Tasmania Police

· Phone police on 6230 2111 – ask for radio room

· Inform police of your place of employment, position and contact details:

· Explain purpose of field officer’s trip

· Advise of last know location

· Advise of planned destination

· Advise vehicle type, registration, and phone numbers

· Be able to provide details of last known and next planned destination along with details of any other subsequent destinations

· Document all times of calls and actions taken

4.0 Referenced documents

The following legislative provisions have guided the development of this procedure:

· Workplace Health and Safety Act 1995 

· Workplace Health and Safety Regulations 1998

· Consulting field hazard guide

· Connextions (formally Portico) Tracking Form for Hydro Tasmania Personnel – Refer Appendix A
Definitions

	Accountable person
	an individual who assumes responsibility for the health and welfare of any other person in a workplace by providing instruction, direction, assistance, advice or service and is deemed an accountable person in accordance with the Workplace Health & Safety Regulations 1998. All management and supervisory staff (which includes those with responsibility for students) are therefore considered ‘accountable persons’.

	Designated contact
	is the person assigned to review, endorse, update and arrange for monitoring of field schedules and movement of personnel within their defined areas (organisational and/or geographical).

	Employee
	all persons employed by Hydro Tasmania, (whether under a contract of employment or training) including contractors, contractor’s employees and sub contractors

	Field activities
	field activities and fieldwork are defined as any work/research/study/activity approved by a Responsible Officer or their delegate and undertaken by employees at an urban, rural, freshwater or marine location. A field activity does not include meetings off-site or attendance at conferences.

	Line manager
	an employee (Hydro Tasmania or Contractor), who holds authority in a vertical 'line' (chain of command) and to who queries or approvals can be addressed. 

Examples:  A JHA with a Controlled Risk level of High requires approval by a line manager.

	Offsite support
	is the scheduling of additional check-ins and establishment or confirmation of response protocols that are to be implemented when a particular activity is being undertaken.

	Operational
	Energy work associated with the operation and maintenance of the generation/power system

	Remote area
	Area that is remote from others or isolated from the assistance of others because of the time, location or nature of the work. A work area may be considered remote if assistance cannot be provided within half an hour in emergency situation.

	Responsible officer
	a person appointed by Hydro Tasmania to be legally responsible for a designated workplace in accordance with Section 10 of the Workplace Health & Safety Act 1995.

	Working alone
	means an employee working, or travelling for work on their own and without routine interaction with other persons because of the time, location or nature of their work.


5.0 Revision history

	Revision

number
	Date approved
	Detailed revision description
	Document owner
	Document reviewer
	Document approver

	0
	01 March 2005
	Final
	Safety management group
	Peter Collidge
	Safety management group

	1
	Dec 2010
	Critical procedure review update- supersedes document ID: BusOps-56317.

New format.
	Mick Cuppari
	Critical procedure review team
	Evangelista Albertini

	2
	July 2011
	Portico business name changed to Connextions – updated tracking form registered as BUSOPS-94872
	OHS team
	Grant Bender
	Mick Cuppari

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Appendix A: 
CONNEXTIONS TRACKING FORM for HYDRO TASMANIA PERSONNEL

	Step 1: Hydro person to complete details for steps 1 to 6 and FAX form to Connextions 6211 2230 or callcentre@connextions.com.au
	Step 2: Connextions to phone sender on receipt of fax to confirm receipt.
	Step 3: Hydro person to contact Connextions Call Centre strictly in accordance with call-in times.

(Escalation will commence 30 minutes after failing to call in at the agreed time. Police are called after 1 hour, thus allowing only 30 minutes to track the person down before police are involved)

	1.
	Name:

(person to be monitored)
	
	Home Base:

e.g. Gowrie Park, Hobart Office, Melbourne
	
	Date lodged
	

	2.
	Contact

Phone Nos.
	Mobile 
	
	Home
	
	Satellite phone
	

	3.
	Mode of transport or vehicle type 
	
	Vehicle registration
	
	Vehicle

colour
	

	4.
	Work group members / travel companions
	1.


	2.
	3.

	
	
	4.


	5.
	6.

	5.
	Date of travel
	From
	To
	Via
	TMR Vehicle Number

6271 xxxx
	Local contact number(s) at destination
	Agreed call-in time 

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	6.
	Escalation sequence
	Designated contact name(s) (fill in names)
	Facsimile
	Mobile phone
	Work phone
	Home phone

	1. Connextions call Centre
	Connextions Call Centre: callcentre@connextions.com.au 
	6211  2230
	
	6235 4305
	

	2. Team Leader / Line Mngr.
	
	
	
	
	

	3. Unit / Group Manager
	
	
	
	
	

	4. Regional Office (destination)
	
	
	
	
	

	5. Nominated (family) contact person
	
	
	
	
	

	6. Police
	Police - critical call-in = agreed time+1 hour
	
	6230 2111 – ask for radio room
	

	7.
	Actual return / contact (Connextions to complete)
	Date:
	
	Time:
	

	Signed:

Connextions controller
	
	Date:
	
	Time:
	


Appendix B
Proposed general field work schedule 
	NAME(S):
	

	FROM:
	
	TO:
	

	AREA:
	
	VEHICLE Registration NO:
	

	PHONE:
	
	FIRST AID KIT 
	Yes / No

	SAFETY / SCHEDULE / REQUIREMENTS 
	Y/N
	Approval Arranged / Requirements Organised / Specify & List Relevant Attachments

	Hazards Identified:
refer to Job Hazard Analysis and

http://hydroapps/fieldsafety/
	
	

	Call in Procedure: - scheduled call in times


	
	

	Project Safety Plan OR Access to Site Required:
	
	

	Other: (ie. EPIRB, Personal Protection or Special Equipment Required, Qualified Personnel Required, Environmental Considerations / Requirements, Technical Procedures – QMS or Generation Operations / Supply Planning Notification)
	
	


ITINERARY
	DATE
	DESTINATION 
	PROPOSED DUTIES
	ACCOMMODATION
	PHONE NO

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Other itinerary items attached:


Signatures:

Party leader:


Line manager:
 Line manager contact number:


Designated contact:
  Designated contact number:
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Appendix C
Remote area working procedure process flowchart
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Appendix D
Entura – working alone/remote tracking procedure
Appendix E
Hydro Tasmania (excluding Entura) – working alone/remote tracking procedure
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Appendix F
Hydro Tasmania (excluding Entura) – working alone/remote tracking procedure for operational personnel
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