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WORKING ALONE CHECK-IN SHEET

Employee:
Name  


(W)  
(Other)  

Designated Contact:
Name  
(W)  
(Other)  

Backup Contact:
Name  
(W)  
(Other)  

Date(s):
 


Time Period: from  
to  

Procedure for Check-in:
visual 
verbal  
telephone
SMS/IM
other

Identify how often and under what circumstances you will check-in:  

Identify work plan (when, why, how) and risks: 

Keep your designated contact informed of your location and consistently adhere to your check-in plan.  Call and check-in when you first arrive and as you leave, especially the first time you go to a new setting. Have your designated contact check-in with you periodically to ensure you are ok, especially if you are concerned about a particular situation.

Contingency plan if lone employee does not check-in as required:  

Emergency Contact Numbers

Manager:  


Security (if present):  

Police/Ambulance/Fire:   9-1-1

(or local emergency contact number) National Service Call Centre: 1-800-463-1850

