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Agenda Item:  

 
 

 
REPORT TO:  North Yorkshire Building Control Partnership 
 
DATE:   29 October 2008 
 
REPORTING OFFICER: Louise Sandall 
     Head of Human Resources 
 
SUBJECT: Lone Working Policy  
 
 

 
 
1.0 PURPOSE OF REPORT 
 
1.1 To seek Members’ approval for a new Lone Working Policy. 
 
 
2.0 RECOMMENDATIONS 
 
2.1 It is recommended: - 
 
2.1.1 That the Lone Working Policy is adopted with effect from 1 November 

2008. 
 
3.0 BACKGROUND 
 
3.1 The Partnership has a duty of care to its employees to make provision 

for the health and safety of lone workers in accordance with the Health 
and Safety at Work Act 1974 and the Management of Health and 
Safety at Work Regulations 1999.  The policy has been developed to 
establish guidelines for employees who have to undertake lone working 
as part of their employment and to make managers/supervisors aware 
of their duties. The policy identifies principles which must be followed 
when lone working is planned together with the processes that need to 
be in place whilst this activity is being undertaken and also the 
requirements to review all aspects of the lone working policy in order to 
enable improvements. 
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4.0 REPORT 
 
4.1 The method the Partnership has adopted for the delivery of its site 

inspection service over a large geographical area is by Surveyors 
working from home.  All information relating to site inspections is 
available via computer links to the main office, mobile phones, text 
messages, emails etc.  Therefore, physical contact with the main office 
is limited to monthly staff meetings or occasional drop-ins to collect 
urgent documents.   

 
4.2 This method of working exposes Surveyors to greater risk, as there is 

no requirement for them to return to an office prior to finishing work.  
There could be situations where a Surveyor could have an accident, 
e.g. fall from a ladder, and remain injured on site if there was no-one 
else present.  This policy sets out measures to be carried out by 
management and lone workers to ensure that the whereabouts of all 
lone workers are known at specific times, thereby minimising the 
chance of someone being injured and this going unreported.  Details of 
the policy are set out in Annex A. 

 
 
5.0 LEGAL IMPLICATIONS 
 
5.1 To comply with Health and Safety legislation. 

 
 

6.0 FINANCIAL IMPLICATIONS 
 
6.1 None. 
 
 
7.0 CONCLUSION 
 
7.1 The Partnership as a responsible employer is required to have an 

adopted Lone Working Policy to ensure the health and safety of its 
employees.  This policy needs to be reviewed on a regular basis to 
ensure compliance with legislation and that it operates in an effective 
and efficient manner. 

 
Background Papers: 
 
None 
 
OFFICER CONTACT: Please contact Louise Sandall, Head of HR, if you 

require any further information on the contents of 
this report. The officer can be contacted at 
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Ryedale House, Tel 01653 600666, ext: 392 or 
email: louise.sandal@ryedale.gov.uk.  
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1.0 INTRODUCTION 
 
1.1 North Yorkshire Building Control Partnership has a duty to make adequate 

provision for the health and safety of lone workers in accordance with the 
requirements of the Health and Safety at Work Act 1974 and the Management 
of Health and Safety at Work Regulations 1999.  

 
1.2 The following policy has been prepared to inform employees who are required 

to undertake lone working as part of their employment and their managers of 
their obligations. 

 
1.3 Within the following policy there are a number of principles that must be 

followed whenever any lone working activity is planned, together with the 
processes and systems that should be in place whilst they are being 
undertaken and the requirements to monitor and review all aspects of the lone 
working activities in order to enable continuous improvement. 

 
2.0 WHO DO THE GUIDELINES APPLY TO? 
 
2.1 The Lone Working Policy applies to all employees who are required to 

undertake lone working as part of their employment with the Partnership.    
 
2.2 The policy also applies to managers of staff who are required to undertake 

lone working as part of their employment. 
 
3.0 DEFINITION OF A LONE WORKER 
 
3.1  Lone workers are those who work by themselves without close or direct 

supervision and are found in a wide range of situations:- 
 

♦ People in fixed establishments where only one person works on the 
premises (i.e. kiosks and home workers). 

♦ People who work separately from others in premises. 

♦ People who work outside normal hours. 

♦ Mobile workers working away from a fixed base. 
 
3.2 Although there is no general prohibition on working alone, the broad duties of 

The Health and Safety at Work etc Act 1974 and The Managing Health and 
Safety at Work Regulations 1999 still apply.  These require identifying hazards 
of the work, assessing the risks involved, and putting measures in place to 
avoid or control the risks. 
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4.0 RISK ASSESSMENTS AND REVIEW OF ARRANGEMENTS 
 
4.1 The Health and Safety at Work etc Act 1974 requires that employers must 

ensure the welfare, health and safety of all employees and assessments must 
be carried out on all work activities.  The findings of risk assessments must be 
disseminated to the employees involved or affected by the work. 

 
4.2 Once lone workers have been identified it is essential that risk assessments 

are undertaken in accordance with The Management of Health and Safety at 
Work Regulations 1999.  This can be achieved by using council forms CS 20 
"Lone Worker Initial Assessment" or a more detailed assessment using form 
CS 13 "Risk Assessment - Safe Working Procedure".  Risk assessments must 
be undertaken upon the commencement of employment of an individual and 
thereafter to review the assessment on an annual basis.   

 
5.0 PRE-ACTIVITY REQUIREMENTS 
 
5.1 Thorough planning and preparation are essential for the safety and well being 

of the participant in any lone working activity. It must take place as early as 
possible in order to ensure that sufficient time is available to consider all 
aspects of the activity and to enable sufficient time for the appropriate level of 
safeguards to be put in place. 

 
6.0 MONITORING OF LONE WORKING 
 
6.1 The Partnership is responsible for ensuring that lone working activities are 

robustly monitored.  Managers who have staff or members involved in lone 
working must ensure that risk assessments are completed in order to identify 
any hazards and associated risks and that the control measures and safe 
working procedures are robust enough to ensure the safety of the staff 
undertaking lone working. 

 
7.0 REPORTING OF INCIDENTS 
 
7.1 The Partnership is required to record, and report to the Health and Safety 

Executive where necessary, all accidents and incidents that take place at 
work.   

 
8.0 STOPPING AN ACTIVITY OR VISIT 
 
8.1 Any person who has concerns about the continuance of an activity should feel 

confident they have their line managers’ support to terminate a visit and return 
to the base at any time.  Where such incidents arise, individuals must also 
ensure that they report the details to their manager. 
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8.2 On return to base staff should ask for a debrief with their line manager if they 
feel any issues need to be addressed following a lone working activity.  The 
risk assessment may need to be modified and used as part of the planning 
process for subsequent activities. 

 
9.0 EMERGENCY PROCEDURE 
 
9.1 Managers and supervisors (following a risk assessment) must provide an 

appropriate emergency procedure.  There are a variety of control measures 
that can be used.  However, this will depend on the level of risk and the 
confidence of the member of staff.  Staff must receive training in all cases.  

 
10.0 COMMUNICATION 
 
10.1 In accordance with Health and Safety legislation, managers are required to 

explain in general terms the requirements of health and safety policies and 
procedures to their employees.   

 
11.0 TRAINING 
 
11.1 Where supervision is limited, training to ensure competency is particularly 

important.  Training may also be critical to avoid panic reactions in unusual 
situations. 

 
11.2 Lone workers need to be sufficiently experienced to understand the risks and 

precautions fully.  Managers and supervisors need to set limits on what can 
and cannot be done when working alone.  Employees must be competent to 
deal with circumstances should they arise and therefore the Partnership will 
provide appropriate training for lone workers both at induction and during the 
period of employment. 

 
12.0 SUPPORT 
 
12.1 The Partnership aims to provide support to staff by offering an independent 

counselling service for employees undergoing a stress related experience.  
Staff are entitled to receive six free sessions with a qualified Counsellor.  This 
service can be accessed directly by all employees or through the Human 
Resources Team. 

 
13.0 ALLEGATIONS MADE AGAINST STAFF 
 
13.1 The Partnership recognises that there may be occasions where lone workers 

are the subject of allegations made against them by either internal or external 
customers. 

 

Page 14



   

LONE WORKING POLICY 

 

 
Date of Issue: October 2008 

Page: 5 

  

 

13.2 Where such circumstances arise, the matter will be dealt with in accordance 
with the Partnership’s Disciplinary Procedure.   

 
13.3 The Partnership will however endeavour to ensure that such cases are 

treated sensitively and dealt with as speedily as possible. 
 
14.0 DOCUMENTATION 
 
14.1 The lone worker must ensure that they have read all relevant documentation 

pertaining to the person(s), property or place they are visiting.  Such 
documentation will include the necessary relevant activity risk assessments. 

 
14.2 A copy of all relevant documents must also be held back at the Building 

Control office at Easingwold by a designated officer. 
 
15.0 APPEALS 
 
15.1 If an employee considers that they have been denied legitimate access to the 

entitlements detailed in these guidelines, they should report this immediately 
to Health and Safety Officer who will undertake further enquires". 

 
15.2 Any abuse of the Lone Working Policy and Guidelines will be dealt with in 

accordance with the Partnership’s Disciplinary Procedure. 
 
16.0 RECORDS 
 
16.1 All correspondence and associated documentary evidence will be held on the 

employee’s personnel file. 
   
17.0 FURTHER INFORMATION 
 
17.1 Further information on this policy can be obtained from Ryedale District 

Council’s Human Resources Team or Health and Safety Officer. 
 
17.2 Further information is also available for managers in the Managers Guide to 

Lone Workers and staff in the Staff Guide to Lone Working copies of which 
are available on Ryedale District Council’s intranet or the Human Resources 
Team. 

 
17.3 Employees who are members of a Trade Union may also obtain further 

information from their representative. 
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          Agenda Item:  

 
 

 
REPORT TO:  North Yorkshire Building Control Partnership Board 
 
DATE:   29 October 2008   
 
REPORTING OFFICER: Les Chapman 
     Building Control Manager 
      
SUBJECT:   Performance  
 

 
 
1.0 PURPOSE OF REPORT 
 
1.1 To receive a report on the Building Control Partnership’s operational 

performance from 1 April 2008 to 30 September 2008. 
 
2.0  RECOMMENDATIONS 
 
2.1 That the Report be noted. 
 
3.0 BACKGROUND 
 
3.1 To provide Members with information on the current position within the 

Partnership on performance management issues.  
 
4.0 POLICY CONTEXT 
 
4.1 This policy falls within the Partnership’s objectives and values in 

providing excellence in customer services, delivery of high quality 
services and respecting our employees and responding to their needs. 

 
5.0 REPORT 
 
5.1 Performance 
 
5.1.1 The table below sets out performance targets and actual outcomes 

together with an explanation.   
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Performance 

 

Achieved 
2006/07 

Achieved 
2007/08 

Target 
2008/09 

Achieved 
2008/09 

 
Remarks 

Check full plan applications 
within 14 days.  

94%  91% 90% 75% Failed but 
improving 
 

Building Notices processed 
within 2 days 

98% 84% 93% 83% Failed but 
improving 
monthly 

Plans Approved within 
statutory time period 

100% 99% 100% 99.98% Failed 

To approve Full Plan 
applications first time 

92% 95% 90% 94% Achieved 

To undertake site 
inspections on the day of 
notification 

98% 99% 92% 94% Achieved 

Undertake average 7 
inspections per application 

7.4 7.4 7 7.2 Achieved 

Dangerous structures 
inspected within 2 hours 
notification 

100% 100% 100% 100% Achieved 

80% customers consider 
the service to be good or 
excellent 

N/A 84% 80% 84% Achieved 

 

 
5.2 Training 
 
5.2.1 Michelle Smith and Helen Winfield have completed their energy 

performance accreditation and can now formally issue certificates on 
behalf of the Partnership. 

 
5.2.2 Simon Nichol has commenced a five-year Building Surveying Degree 

course at Northumbria University.   
 
5.2.3 Five members of staff have completed their Health and Safety Level 3 

examinations.  
 
5.2.4 All staff have completed a series of Business Development meetings to 

develop team working and identify ways of improving service delivery.  
The results of the various meetings are being collated with a view to 
prioritising areas for immediate and long-term improvement. 

 
5.2.5 The Senior Building Control Officer, Robert Harper, has commenced a 

one-year Diploma in Management Studies at York University. 
 

5.3 Computer Integration  
 
5.3.1 Issues remain unresolved relating to document imaging whereby 

automatic transfer of scanned documents from the Partnership’s office to 
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each partners’ corporate imaging system has not been finalised.  IT are 
currently working on developing the necessary scripts which will allow 
data to transfer overnight and then be indexed the following day allowing 
other departments to view our documents and facilitate on-line 
consultation.   

 
5.4 Customer and Agent Surveys 
 
5.4.1 A copy of the results of the 2008/09 customer surveys have been 

emailed to Members and a hard copy will be available at the meeting.  
 
5.4.2 Members will note that the overall trend is down with satisfaction levels 

moving from ‘ Very Good - Satisfied ‘ to ‘Good – Fairly Satisfied’.  
However, customer comments remain positive.   

 
6 FINANCIAL – LONG TERM DEBTORS 
 
6.1 Debts exceeding 60 days are as follows: - 
 
6.1.1  £21,483 on the Ryedale accounts, for all partnership areas from 1 April 

2008 and  £243 for Hambleton from 1 September 2007 to 30 September 
2008. 

 
7 LEGAL IMPLICATIONS 
 
7.1 There are no legal implications.  
 
8 RISK ASSESSMENT 
 
8.1 By not monitoring its performance against the Business Plan and 

corporate objectives the Partnership risks service failure and not meeting 
the expectations of customers, partner authorities and CPA 
requirements 

 
9 STAFFING 
 

9.1 The Partnership continues to operate with three frozen posts resulting 
from the previous Board meeting.  In September an Assistant Building 
Control Surveyor went on maternity leave and will not return until July 
2009.  This Surveyor has requested changing her contract from full-time 
to part-time working on a three-day week, which has been granted on 
the basis of reasonable adjustment to her working conditions. At the 
same time a Building Control Surveyor was granted flexible retirement 
under the Partnership’s Flexible Retirement Policy. To compensate for 
this reduction and to meet delivery requirements an Assistant Building 
Control Surveyor’s post has been filled.    
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9.2 Since the last Board meeting there has been a further request for flexible 
retirement to take effect from 1 January 2009.  This request meets with 
all the requirements under the Partnership’s Flexible Retirement Policy. 

 
9.3 An Area Building Control Surveyor has been seconded for an eighteen-

month period to Ryedale District Council Property Services Department, 
to assist in the delivery of their capital programme.  The Surveyor is still 
employed by the Partnership with the necessary recharges to Ryedale 
District Council. 

 
10 CONCLUSION 
 

It is essential that the Board continue to monitor the Partnership’s 
performance against the Business Plan to ensure each partner authority 
receives an efficient and effective building control service. 

 
 
Background Papers:  Previous Board Minutes 
 
OFFICER CONTACT:   
Please contact Les Chapman, Building Control Manager if you require any 
further information on the contents of this report. The officer can be contacted 
on 01347 825760 or at les.chapman@nybcp.org 
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Agenda Item:  

 
 

 
REPORT TO:  North Yorkshire Building Control Partnership 
 
DATE:   29 October 2008 
 
REPORTING OFFICER: Les Chapman 
     Building Control Manager 
 
SUBJECT: Revised Budget  
 
 

 
 
1.0 PURPOSE OF REPORT 
 
1.1 To approve a revised budget for the financial year 2008/09. 
 
 
2.0 RECOMMENDATIONS 
 
2.1 It is recommended: - 
 
2.1.1 That the revised budget as set out in Annex A of this report be adopted 

for the financial year 2008/09.  
 
3.0 BACKGROUND  
 
3.1 Members will recall that in March 2008 the Board approved a budget 

for the current financial year.  This budget had been developed on the 
information available at that time including Scarborough Borough 
Council Building Control section joining the Partnership from 1 April 
2008. 
 

3.2 Members will also recall that at the end of the financial year 2007/08 
the Partnership was in deficit by approximately £90,000.  This deficit 
was attributed to additional set up costs, closure of accounts mid-year, 
the start of new accounts for the second half of the year which is 
historically the slowest period for Building Regulations applications and 
the change in the economic climate.   
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3.3 Members considered at that time that due to the ongoing economic 
difficulties that the budget as presented was overly optimistic and that 
after a reasonable period of data collection it would be beneficial to 
submit a revised budget. 

 
 
4.0 REPORT 
 
4.1 Set out in Annex A is a revised budget for this current financial year 

and Annex B shows the reserve balance. The Partnership has over the 
last six months undertaken a review of expenditure and identified 
savings, which are considered to be achievable and is exercising tight 
control on expenditure at this time.    This budget takes into account 
savings of £106,620 on the combined chargeable and non-chargeable 
salaries provision due to the non-filling of three Building Control 
Surveyor posts.  Additional savings of £7,300 on premises and £6,610 
on supplies and services make a total saving on the combined 
expenditure accounts of £120,530. 

 
4.2 Due to the financial down turn in the current economic market it is 

necessary to reduce income to what is considered a more realistic 
position and to balance this with cash flow over the first six months 
period.  Therefore, income on the chargeable account has been 
reduced by £143,390.   

 
4.3 The revised budget, should it be adopted, shows a year-end balance of 

£42,880.  Although this does not meet Members’ aspirations of 
achieving a £100,000 reserve with nominal return of surpluses above 
this figure back to each Authority, the balance is considered 
reasonable bearing in mind the uncertainty within the construction 
industry at present and for possibly the next two years. 

 
5.0 LEGAL IMPLICATIONS 
 
5.1 To have a financial trading account meeting with CIPFA requirements. 

 
 

6.0 FINANCIAL IMPLICATIONS 
 
6.1 As set out in Annex A. 
 
 
7.0 CONCLUSION 
 
7.1 It is essential for financial monitoring purposes to set a realistic and 

achievable budget for the current financial year.  
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Background Papers: 
 
Budget Report March 2008 
Revised working papers 
 
OFFICER CONTACT: Please contact Les Chapman, Building Control 

Manager on 01347 822703 or email: 
les.chapman@nybcp.org  or contact Mandy 
Burchell at Ryedale House, 01653 600666 ext: 
389 or email mandy.burchell@ryedale.gov.uk if 
you require any further information on the contents 
of this report.  
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Agenda Item:  

 
 

 
REPORT TO:  North Yorkshire Building Control Partnership 
 
DATE:   29 October 2008 
 
REPORTING OFFICER: Les Chapman 
     Building Control Manager 
 
SUBJECT: Vacancies  
 
 

 
 
1.0 PURPOSE OF REPORT 
 
1.1 To seek Members’ approval to fill a vacant post. 
 
 
2.0 RECOMMENDATIONS 
 
2.1 It is recommended: - 
 
2.1.1 That the Assistant Building Control Surveyor’s post is filled on a part-

time basis to 31 March 2009 when a review of its continuation will be 
undertaken. 

 
2.1.2 That a part-time Building Control Surveyor post is filled on a six months 

temporary contract. 
 
3.0 BACKGROUND 
 
3.1 The Partnership has received a request from an Area Building Control 

Surveyor who is over 60 years of age to take flexible retirement with 
effect from 1 December 2008. The Surveyor wishes to reduce his 
hours to half time on his current salary.  This request meets with all the 
requirements of the Partnership’s Flexible Retirement Policy.  

 
 
3.2 Discussions have taken place with the Surveyor who is prepared to be 

flexible with his new working arrangements and will provide holiday and 

Ryedale District Council 
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sickness cover for the Ryedale and Selby areas.  This will greatly 
assist the Partnership in delivering its site surveying requirements for 
these areas.  This will in practice mean the Surveyor working 
continually for some weeks during peak holiday periods with longer 
breaks in between. 
 

3.3 Members will be aware from previous reports that in September a 
Surveyor transferred to the Property Services Department at Ryedale 
District Council on an eighteen-month contract creating a vacancy 
within the Partnership.  The savings created by this transfer and 
flexible retirement are £32,710 for this current financial year and 
£64,883 for 2009/10.  

 
 
4.0 REPORT 
 
4.1 It is essential that the Partnership now looks to a long term succession 

plan to have surveyors trained and in a position to step into more 
senior roles as the five part-time Building Control Surveyors vacate 
their posts over the next two/three years.  It is also essential that the 
Partnership has sufficient staff to deliver the Business Plan and to meet 
with Members’ and partner council’s aspirations of delivering, for our 
customers and stakeholders, a competitive and high quality service. 

   
4.2 There are potentially three options available to the Partnership: 
 

• To appoint 2 Assistant Building Control Surveyors who will then 
undergo a period of training ranging from three to seven years 
depending on qualifications.  The cost of undertaking this option 
will be £42,000, inclusive of on-costs based on a full financial 
year. This would generate overall savings of £22,883 per 
annum. 

 

• To appoint 1 Assistant Building Control Surveyor as above and 
1 part-time Building Control Surveyor on temporary six-months 
contract.  This would have the advantage of maintaining a 
higher level of experience whilst having the flexibility to 
terminate the contract should the downturn in the construction 
industry continue into the future.  The cost of this option will be 
£43,000 inclusive of on-costs based on a full financial year 
generating overall savings of £21,883. 

 

• To appoint 1 part-time Assistant Building Control Surveyor  from 
within the Partnership’s current work force on a temporary 
contract to March 2009 and 1 part-time Building Control 
Surveyor on a temporary six months renewable contract. The 
future of the Assistant’s post would be subject to a review at the 
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end of the contract.  The benefits to the Partnership of an 
internal transfer will be that it is cost neutral to March 2009, as 
there will be no replacement of the vacated administrative post. 
The only additional cost will be for the temporary Building 
Control Surveyor’s post. 

 
 
5.0 LEGAL IMPLICATIONS 
 
5.1 None. 

 
 

6.0 FINANCIAL IMPLICATIONS 
 
6.1 As indicated above. 
 
 
7.0 CONCLUSION 
 
7.1 If the Partnership is to deliver its Business Plan and to meet with the 

performance expectations of its partner authorities it is essential that 
adequate staffing resources be maintained.  The current vacancies 
give the Partnership the opportunity to develop a succession plan to 
ensure the service can meet future needs whilst generating savings in 
the short term and gives the flexibility to downsize should the current 
slow down in construction continue. 

 
Background Papers: 
 
None 
 
OFFICER CONTACT: Please contact Les Chapman, Building Control 

Manager, if you require any further information on 
the contents of this report. The officer can be 
contacted on: 01347 822703 or 
email:les.chapman@nybcp.org  
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