


 

Page 2 HS322 Working Alone or After-Hours Guideline 

Version 2, Approved 8th August 2022

       

2. Responsibility for managing alone and after-hours work 

2.1. Head of school or business unit 

The Head of the work area is responsible for ensuring that there is a local Working Alone or After-hours 
Protocol if there is a possibility that people in their workplace may require after-hours access or to work 
alone at any time of the day. 

2.2. Supervisors 
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implementation of the local Working After-hours Protocol. 

2.3. Workers 

Workers are required to follow the local Working After-hours Protocol and any other additional requirements 
set by the work area. They are responsible for taking all reasonably practicable steps to ensure their own 
safety and security when working after-hours. 

3. Managing alone and after-hours work 

When working alone or after hours, poor access to emergency assistance and exposure to violence are the main 
hazards. The risks of other hazards may be increased due to the reduction in immediate assistance. 

In the event of an accident or incident, or medical condition occurring outside of UNSW core working hours the 
UNSW security emergency and first aid response may take longer after-hours than the local area response during 
normal working hours such as building wardens, first aiders, health centre. If a worker is alone, they may not be 
able to seek emergency assistance (i.e. they may have an incident resulting in them not being able to reach a 
phone to contact security/ emergency services). 

4. Approving the work 

Unless the work has been deemed low risk, all working alone, or after-hours work must be approved. Before 
authorising a worker to work alone or after-hours, the work must be approved. This can only be done if: 

1. Thorough Risk Management has been completed for the task 
2. The worker has received all appropriate training 
3. The worker has been assessed as competent for the activity (see HS320 Training Procedure) 
4. An appropriate level of supervision has been set and/or agreed communication process to ensure worker 

is contactable. 
5. There is compliance with enterprise agreements (see section 10) 

5. Risk management 
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 examining the individuals training records such as for on-the-job training, training in Safe Work 



 

Page 5 HS322 Working Alone or After-Hours Guideline 

Version 2, Approved 8th August 2022

       

Suggested standard types of approval and supervision for work alone or after hours  
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 Working with microorganisms of Risk Group 3 and higher, or which require the use of a Containment 
Level 3 facility or higher containment level in accordance with AS/NZS 2243.3. 

 Operating lasers of Class 3 and above. 

 Working in environments not at atmospheric pressure. 

 Anything else that has the potential for causing serious injury or death. 

For other area-specific hazards consult your workplace hazard and risk register. 

7. Documentation and Record Keeping 

The approval must be documented and should specify: 

 the name(s) of the person(s) to which the approval applies 

 the name(s) of the supervisor authorising the worker (s), student(s) or visitor (s). 

 the date from which point approval applies 

 duration of approval (if applicable) 

 procedure, equipment, chemicals and areas that can be accessed/used 

 tasks that can be undertaken 

 tasks that cannot be undertaken 

 communication methods 

 that risks have been controlled to an acceptable level 

 any additional precautions that must be taken 

 any emergency shutdown procedures. 

The records of working alone or after-hours approval must be kept for a period of time as determined by the 
School/Unit see Schools Record Disposal Guide. 

8. Additional Requirements

https://www.bing.com/ck/a?!&&p=e7dadce3ed2771560d01fa988839f2c63151b93c604cd6b6f177926e3d089e98JmltdHM9MTY1NzE0ODAwNCZpZ3VpZD05Y2RhZWI2My0wZWNjLTQ0MjAtYWNkZC00OGFkMzkzNTA5MmQmaW5zaWQ9NTE3Ng&ptn=3&fclid=70a85247-fd7e-11ec-9f88-af228aa12615&u=a1aHR0cHM6Ly93d3cubGVnaXNsYXRpb24uZ292LmF1L0RldGFpbHMvQzIwMTFBMDAxMzc&ntb=1
https://www.safework.nsw.gov.au/legal-obligations/legislation/accordians/work-health-and-safety-regulation-2017
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Low Risk Workplaces: UNSW workplaces where low risk activities are undertaken, or the workplace is designated 

as low risk.  The risk classification may change depending on the risk controls applied at different times e.g., a 

workplace classified as medium risk during normal work hours may be classified as low risk when activities are 

restricted by isolating medium or high-risk equipment. (See section 6) 

Medium risk workplaces: UNSW workplaces where medium risk activities are undertaken, or the workplace is 

designated as medium risk. This includes but is not limited to PC2 laboratories, animal holding facilities, low level 

radiation laboratories, workshops, construction sites, class 3 laser laboratories and general chemistry 

laboratories. Note- These areas may become high risk workplaces when accessed after-hours or alone (see section 

6) 

High risk workplaces: UNSW workplaces where high risk activities are undertaken, or the workplace is 

designated as high risk.  This includes but is not limited to PC3 and PC4 laboratories, medium level radiation 

laboratories, class 4 laser laboratories and high-risk workshops which operate equipment or machinery capable 

of inflicting serious injury or death. Note- These areas may become very high-risk workplaces when accessed after-

hours or alone (See 6 and 6.1) 

Local unit: The School/Centre/Unit/ responsible for the supervision of the worker, students or visitors 

undertaking the work. 

Supervisor: For HS purposes, any worker who oversees and directs others in the workplace and has others 

reporting to them. 

Work: Any activity undertaken by a worker on behalf of UNSW. 

Worker:  A person is a worker if the person carries out work in any capacity for a person conducting a business or 
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Any suggestions, recommendations or updates to this document should be emailed to safety@unsw.edu.au with 

the email header stating GUIDELINES UPDATE 

mailto:safety@unsw.edu.au

