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Health and Safety Policy and Guidance Note
Working Out of Hours - Staff
1.
Out of Hours Working
1.1
Working out of hours may lead to a situation where there is an increased risk to the safety and security of staff or students, particularly when working alone or in isolation. Normal working hours for the majority of staff and students fall within the period 7.00 am to 7.00 pm, Monday to Friday though a significant number of staff will routinely work outside these hours. Normal working hours will vary within different Schools and Directorates and this should be taken into consideration in Lone Working Risk Assessments. Staff working outside of these normal working hours should be briefed on:

· evacuation and emergency procedures;
· instruction on any fire alarms covering the building;
· information on their access  within the building; 
· instructions on how to secure the building on leaving.
1.2
Support Services
Support services such as fire wardens and first aiders will not normally be available outside normal working hours. Out of hours, a self-evacuation policy is in place in the event of a fire alarm. Emergency assistance can be obtained by contacting the Security Control Room, Level 1, Administration Building, which is staffed 24 hours a day all year round. 

Emergency Number Extension: 
2222 


(External 028 9097 2222)

Internal Extension Numbers 

5099 and 5098 
(External 028 9097 5099)
Staff are advised to have these numbers displayed and readily available. If there are any concerns in relation to personal safety or suspicious activity on site, it should be reported to the Control Room immediately.
1.3
Notification of Security

When notifying Security of out of hours working, the following information should be provided:

· staff name; 

· contact details (office extension, mobile phone number etc); 

· date and time of being on site and duration of stay;
· location of room/building/area;
· brief description of the nature of work/reason for working after working hours;
· directions for Security in the event of an emergency; 
· supervisor to contact in the event of emergency.

These details will be held securely and confidentially in a log book in the Control Room.

Staff and students working out of hours should be briefed locally on this arrangement and agree to the process for their safety and security. 
1.4
Late Working

Late working is regarded as working between 7.00 pm and 11.00 pm. Late working is often routine in low risk environments such as offices. Late working in higher risk areas should be avoided but is permissible under appropriate conditions.
1.4.1
Late Working in Offices 
Late working (between the hours of 7.00 pm and 11.00 pm) in offices is generally permitted. Where staff in a building do not normally work late, they must notify Security (Tel: 5099) that they are working late, as well as comply with any other local arrangements. Other arrangements may include a sign in and out system or in offices where late working is not a usual practice, staff should notify/obtain permission from their line manager that they may be working late. Where late working is not normal practice, Security should be notified at 7.00 pm that late working is taking place and again before leaving the building. Where late working is a regular occurrence, Security must be consulted on the arrangements in place.
1.4.2
Late Working in Laboratories, Workshops and Studios
For late work in laboratories, workshops and studios etc, express permission is required from line managers. For work involving hazardous activities written permission must be obtained. In all cases local procedures must be followed. Permission should only be granted for low risk activities following a formal risk assessment and mitigation of any significant risks. Work may be conditional on having two persons present. Where late working in laboratories, workshops and studios is not normal practice, staff must notify security that late working is taking place and again on leaving the building. Where late working is a regular occurrence, Security must be consulted on the arrangements in place.
1.5
Overnight Working

Overnight working is not normally permitted. If there are exceptional reasons why such work is required, it must be agreed with line managers.   This applies to all forms of overnight working, including office-based work.  Normally permission will only be granted for low risk activities following a formal risk assessment. In all cases, Security must be informed of the working arrangements in place.

1.6
Weekend Working

The same controls for weekday work apply to weekend work. As there will be fewer staff working in buildings at the weekends, special consideration should be given to the risks of lone working. Security should be informed of any arrangements in place.
