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Working Alone or in Isolation Protocol 

 

1. PURPOSE 
The purpose of this document is to outline measures necessary to ensure the safety and security of Facilities 
Management staff who may be working alone or in isolation under conditions which could present a risk of 
disabling injury, and where assistance would not be readily available. 

2. DEFINITIONS 

Working alone:  

When a worker is directed or expected to work during a scheduled or predetermined period of time, 
such as a specified work shift or a specified portion of a work shift and during that time it is anticipated 
that the worker will be working alone or in isolation. 

Note:  Workers who work alone or in isolation for a short or intermittent period of time without be 
directed to do so are not considered to have been assigned to work alone (i.e. someone deciding to 
come in early or work late).  Accordingly, the provisions of sections 4.20.2 to 4.23 would not apply.  
Nonetheless, in these situation, the employer still has obligations to ensure the health and safety of 
these workers, which includes conducting a risk assessment of injury from hazards and potential threat 
of violence associated with the work, as well as first aid provisions.  

Assistance readily available:  

The following criteria will determine whether assistance is readily available to the worker, based on a 
reasonable expectation: 

• Presence of other people in the vicinity 

• Awareness of other people to the employee’s need for assistance 

• Willingness of other people to provide assistance 

• Timeliness of other people to provide assistance 

Worksite: 

Means any place where work is performed, including locations such as offices, or field work. 

Office Hours: 

Means the hours of the University of Victoria when there are people available to help in the case of an 
incident, generally between 7:30 am to 5:00 pm, Monday to Friday. 

  

http://www2.worksafebc.com/Publications/OHSRegulation/Part4.asp#SectionNumber:4.20.2
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3. POLICY 

• All attempts will be made to eliminate working alone or the hazards in so doing, by implementing 
alternative controls before relying on a written procedure—See Section 8. 

• Facilities Management does not permit high risk activities during times when a worker is working 
alone (e.g. work on high voltage equipment, confined space entry) 

• Workers who may choose to work alone by coming in late/early or a holiday, must get approval of 
their supervisor and ensure the hazards associated with the work, the potential for violence and first 
aid provisions are addressed. 

• Supervisors shall review working alone requirements as a component of the new worker orientation. 

4. ROLES & RESPONSIBILITIES 

4.1. Facilities Management Leadership (Executive Director/Directors) will: 

• Direct supervisors in their areas to develop and implement a site-specific plans and appropriate 

preventive and response procedures for working alone or in isolation; and 

• Monitor to ensure this Protocol and its measures are communicated, enforced and effective. 

4.2   Managers/Supervisors will: 

• Identify individuals required to work alone; 

• Identify hazard(s) and assess risk(s); 

• Take any necessary steps to eliminate the hazard(s); 

• Eliminate the hazard(s) and minimize the risk(s) from the hazard(s) by using engineering controls, 

administrative controls or a combination of the two controls; 

• Develop a site-specific Working Alone Plan to address the risk(s); 

• Communicate the site-specific Working Alone Plan to all workers under their responsibility; 

• Ensure understanding and compliance with the Working Alone Plan; 

• Review the procedures at least annually or sooner in the event of a change; and 

• Maintain documentation of the site-specific Working Alone Plan within each department. 

4.3  Individuals required to work alone or in isolation will: 
 

• Comply with the site-specific Working Alone or in Isolation Protocol;  

• Advise the supervisor of arising concerns. 
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4.4 Environmental Health and Safety will: 

• Provide guidance and act as a resource in the assessment and development of Working Alone Plans; 
and, 

• Facilitate associated training. 

 

5. UVIC CAMPUS RISK ASSESSMENT FOR WORKING ALONE 
 

 Low risk 
Assistance is readily 
available and work 
environment/activities 
are low hazard 

Moderate risk 
Assistance may not be 
readily available and 
work environment / 
activities are moderately 
hazardous  

High risk 
Assistance is not readily 
available and work 
environment/activities 
are high hazard 

Work 
Environments/ 
Activities 
(examples) 

Office, Clerical, 
Administrative  
 
  

Custodial, Grounds, 
Trades and Security, 
particularly after-hours 
work or when in non-
public or isolated areas 
of campus  

Any activities involving 
the use of hazardous 
materials (e.g. chemicals, 
biohazards, radioactive 
materials)  
High hazard work 
including confined space 
entry, high voltage, 
working from heights, 
diving, boating, etc. 

Classification  
   

Working Alone 
requirements do not 
apply; however, the 
employer still has 
obligations (see 
Definitions) 

Working Alone 
requirements apply  

Special Category  

Next Steps Review “Best Practices 
and Resources” with 
employees in your 
department 
  

Review work 
procedures and 
implement a written 
Working Alone Plan for 
your department 
  

Working alone is not 
permitted due to risk 
level 
OR 
Steps must be taken to 
eliminate risks or reduce 
them to a moderate risk 
level.  

Reference: amended from OHSE website, http://ohs.uvic.ca/risk_assessment.php 

 

http://ohs.uvic.ca/best_practices.php
http://ohs.uvic.ca/best_practices.php
http://ohs.uvic.ca/working_alone_plan.php
http://ohs.uvic.ca/risk_assessment.php
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6. BEST PRACTICES & RESOURCES 

6.1. Campus Alone 

Individuals who are working alone after-hours may utilize the services of Campus Security’s (CSEC) 
Campus Alone program by calling 250-721-6683. This program is particularly useful as a check-in 
strategy for office staff that work evenings, weekends or on a holiday. Please note that Campus Alone 
is not a substitute for departments who require a Working Alone Plan.    

CSEC also provides a SafeWalk service for individuals who would like to have someone escort them to 
a building, parking lot or any other location on campus.  Please contact 250-721-7599 to request this 
service. 

6.2. Sign-Out/Check-in System 

As a best practice, departments should consider implementing a sign-out system for staff that work on 
campus, but who are required to leave their primary work area periodically.  Although these individuals 
may not be working alone, it is an important mechanism that allows managers and supervisors to know 
the whereabouts of their employees and be capable of following-up to ensure their well-being. 

A similar strategy should also be implemented for employees that leave campus on a short-term basis 
or are attending an out-of-town business trip (e.g. daily check-in, cell phone contact number, etc.). 

6.3. Occupational Health, Safety and Environment (OHSE)/EHS Coordinator 

OHSE Consultants and the FMGT EHS Coordinator are available to provide advice and answer 
questions about working alone, as well as assist department managers/supervisors with their Working 
Alone Plans.  

7. WORKING ALONE PLAN 
UVic requires department activities that fall into a moderate risk category to develop and implement a written 
Working Alone Plan that addresses the following information:  

• Name of individual or job positions that are required to work alone.  

• Identification of the hazards and risks associated with the work activities and/or the environment 
where the work is to be performed.  

• Identification of which type of activities may be conducted while working alone, and stating any 
limitations and/or prohibitions on certain activities.  

• Procedures to control (minimize) the identified risks. This will involve implementing engineering 
and/or administrative controls.  

• Methods of communication by which employees can secure emergency assistance and how 
emergency assistance will be provided in the event of an incident or accident.  

• Establishing the frequency of regular communications and identifying who is responsible for 
establishing contact.  

• Procedures to follow if contact cannot be established.  
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8. CONTROL MEASURES 
Departments are required to implement control measures to eliminate or minimize the risk of injury for those 
employees who are required to work alone or in isolation. The measures will typically involve a combination 
of engineering or administrative controls and will focus on enhancing communication systems and 
supervision.  Some examples are provided below. 

8.1. Engineering controls 

The physical arrangement, design or alteration of workstations, equipment, materials, production 
facilities or other aspects of the physical work environment: 

• Communication systems (e.g. cell phones, 2-way radios, intercoms)  

• Location systems (e.g. closed-circuit cameras)  

• Alarms or personal emergency call devices  

• Workstation/area redesign (e.g. line-of-sight and access/egress improvements)  

8.2. Administrative controls  

The provision, use and scheduling of work activities and resources in the workplace, including 
planning, organizing, staffing and coordinating: 

• Establish a check-in procedure to ensure the well-being of the worker is known 

• Schedule moderately hazardous work during regular business hours so that other people are 
more likely to be in the vicinity  

• Implement a “buddy system” for certain activities where workers are more isolated  

• Restrict the amount of time young or inexperienced workers are permitted to work alone  

• Increase the frequency of direct supervision for young or inexperienced workers.   

9. FACILITIES MANAGEMENT WORKING ALONE PLANS 
Facilities Management has prepared Working Alone Plans for common work activities outlined below.  The 
Plans for each of the identified activities listed below are located in Appendix A.  

9.1. Mechanical Shop – Shift Engineer 

9.2. Paint Shop – Early Morning Shift Painters 

9.3. Trades - After Hours Call-Out 

9.4. Janitorial - Night Service Workers  

9.5. Grounds - Operation of Chainsaws 

9.6. FMGT – Occasional Work or Unaccounted for Situations 
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Occasional work identified may include: Grounds turf crew on campus/Cedar Hill property, Grounds 
weekend work for playing fields and trades work in unoccupied electrical/mechanical spaces. 

As a resource, Facilities Management is equipped with a radio communication system that is programmed 
with a Campus Security channel. This channel is monitored by Campus Security dispatch at all time.  In 
addition, this setting has a one hour default, that requires acknowledgement of the prompt by the user, or an 
alert is sent to Campus Security for follow-up. 

Note: WorkSafeBC Guidelines indicate that providing workers with electronic means of communication, 
such as a phone, radio, or personal alarm, does not guarantee that the condition of "assistance that is readily 
available" has been met. A "person check" system alone is also unlikely to meet the "readily available" test. 

10. TRAINING & EDUCATION 
The contents of this Protocol will be reviewed with all new Facilities Management hires during their 
orientation period.  The necessity of a refresher session for staff on the topic will be assessed periodically by 
the Facilities Management Joint Health and Safety Committee and department management.  In the event of 
changes to the Protocol resulting from incidents, legislative changes, new information, etc., the training needs 
will be addressed accordingly. 

11. PROTOCOL REVIEW 
The Working Alone or In Isolation Protocol will be reviewed annually by: 

• FMGT Management; 

• EHS Coordinator for FMGT; and 

• Facilities Management Joint Health & Safety Committee 

The EHS Coordinator, in conjunction with FMGT management will review the Protocol forthwith, in 
situations where, as implemented, it may not protect workers or be in non-compliance with legislative 
requirements. 

 























9.6  FMGT – Unaccounted for Situations 

• If the situation warrants, the supervisor and worker will proceed to fill out the Working 
Alone or in Isolation Check-In Form.  

• The supervisor will identify potential hazards associated with the proposed or assigned 
work and those hazards will be discussed with the worker.  If necessary, additional 
knowledgeable persons may be requested to participate (i.e. EHS Coordinator, manager, 
etc.). 

• The work location will be marked on the map on the back of the form, using alphabetic 
notation to correspond with the times proposed to work in those locations.  

• The appropriate communication method (i.e. visual check, call-in systems, etc.), 
approved by the supervisor for use between the worker and the designated contact 
person, as well as other pertinent work specific procedures, will be indicated on the 
form.  

• The time schedule for an appropriate check-in interval will be determined between the 
worker and supervisor, and the contact person, if other than the supervisor, will be 
informed and provided the form.  

• The contact person will document and initial the appropriate sections of the form each 
time the worker checks in.  

• If the worker misses a check-in by 10 minutes, the contact person will make attempts to 
contact the worker and physically check on their well-being.   

• If contact cannot be made, contact Campus Security for assistance and investigation 
into the matter.  

• Upon completing work in isolation, the worker will sign-off the form with the contact 
person and return the form to the supervisor for record keeping. 

If this “situation” is a regular practice for workers, the Working in Isolation Check-In Form will be 
provided to the EHS Coordinator to initiate consultations and incorporation into this document.  
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Working Alone or In Isolation Check-In Form 

Date:        Grounds     Janitorial    Carpentry     Paint     Electrical    Mechanical     Plumbing  

Worker Name: Title:  

 

Supervisor Name: Title:  

 

Contact Person (if other than supervisor): Title:  

 

Location 
Identifier 

A, B, C, 
etc.  

Times working in 
isolation at location 

indicated 

Location 

Description  
Description of work 

 

    

    

    

    

Potential hazards associated with the work to be performed in isolation: 

    

    

    

    

Check in Schedule: 

(use 24hr clock and additional sheets if 
more space is required.) 

Check in interval established: Communication method: 

Check in Time comment Initials Check in Time comment Initials 

Start:   5th   

1st   6th   

2nd   7th   

3rd   8th   

4th   End   

Work in Isolation Completed: 

Time work completed signed off by worker Signed off by contact person Signed off by Supervisor 
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