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Purpose
The Church/PCC recognises employees’ members may need to work on their own as part of their role, and will ensure, as far as reasonably practicable, that those people are protected from risks to their health and safety.

This policy is designed to alert employees to the risks presented by lone working; to identify the responsibilities each person has in this situation, and to describe procedures which will minimise such risks. It is not intended to raise anxiety unnecessarily, but to give employees a framework for managing potentially risky situations. 

This policy does not form part of an employee’s contract of employment and the Church/PCC may change this policy from time to time and employees will be notified of any such changes. 

Scope 
[bookmark: _Hlk24372500]The policy applies to all temporary and permanent employees, volunteers and where appropriate contractors.

General Principles
What is lone working?
Within this policy, ‘lone working’ refers to situations where employees in the course of their duties work alone or are physically isolated from colleagues and without access to immediate assistance. This last situation may also arise where there are other employees in the building, but the nature of the building itself may essentially create isolated areas.

Colleagues who lone work are responsible for working to the spirit and guidance contained in this policy and not to put themselves in any unnecessary risk.

The policy provides that action will be taken by the Church/PCC to identify, manage and reduce the risk to employees involved in Lone Working.  In so doing the Church/PCC recognises the importance of – 
· Good risk assessment processes
· Clear and robust management procedures that put in place measures to address identified and potential risks, and to deal with incidents when they occur
· Line managers and employees accepting responsibility for, and supporting the need to operate, systems, procedures and technology provided for their enhanced protection.

The Church/PCC will take seriously any instances of non-adherence to the Lone Working Policy by employees. Any instances where it is believed that there is deliberate non-adherence and disregard to safety will be investigated with the intent of resolving such matters. Where appropriate, such instances may be considered under the disciplinary policy.

Responsibilities 
The PCC
The PCC is responsible for implementing this policy statement.
Within the Church/PCC, the PCC delegates to the Job Role the responsibility to: 
· ensure that the Church/PCC meets its legal obligations relating to the Health, Safety and Wellbeing of its employees, and/or volunteers.
· ensure that resources are put into place for the policy to be used in practice.
· regularly review the effectiveness of preventative measures through an effective system of reporting, investigating and recording incidents.
· reduce the amount of lone working required, wherever possible.

Line managers and Employees
Line managers are responsible for the implementation of these guidelines. Employees are responsible for informing line managers of any concerns about working alone. 

All employees must comply with any advice, procedures or working practice introduced to minimise risk identified with working alone.

All employees must inform their line manager if they are working outside core hours. 

Procedure
Security of premises:
Line managers and employees must always ensure that:
· All appropriate steps are taken to control access to the building and that emergency exits are accessible. 
· Alarm systems are tested regularly – both fire and intruder
· When working alone they are familiar with exits and alarms
· There is access to a telephone and first-aid kit.
· If there is any indication that the building has been broken into, they call for assistance before entering.
· External doors are always locked to avoid unwanted visitors if working alone.

Personal safety
· Employees should avoid working alone if not necessary and where possible the final two people should leave together.
· Employees must not assume that having a mobile phone and a back‐up plan is a sufficient safeguard in itself. The first priority is to plan for a reduction of risk.
· Employees should take all reasonable precautions to ensure their own safety, as they would in any other circumstances.
· Before working alone, an assessment of the risks involved should be made in conjunction with the relevant manager. See below for more details regarding Risk Assessments.
· Employees must inform their manager or other identified person when they will be working alone, giving accurate details of their location and following an agreed plan to inform that person when the task is completed. This includes occasions when an employee and/or volunteer expects to go home following an external commitment rather than returning to their base.
· If an employee does not report in as expected an agreed plan should be put into operation, initially to check on the situation and then to respond as appropriate using emergency contact information if necessary.
· Arrangements for contacts and response should be tailored to the needs and nature of the team or worker. Issues to take into account include:
· Team staffing levels and availability. 
· The identified risks
· Measures in place to reduce those risks.

Risk assessment
Risk Assessments (See appendix) shall be carried out for and by all whose working practice makes them vulnerable. This includes individuals that are site based but work in isolation as well as those whose work takes them out into the community. Recommendations will be made to eliminate or to reduce the risk to the lowest level reasonably practicable. 

There are a number of areas where risks may be greater for those working alone:
 
· Accidents or sudden illness when there is no-one to summon help or first aid. 
· Risk of violence or the threat of violence. Is the nature of a visit or the person being visited likely to increase the risk? Will the employee be alone in a dark or remote location?
· Fire or other threat. 
· Attempting tasks which cannot safely be done by one person alone, e.g., heavy lifting, or use of certain equipment. 
· Lack of safe way in or out of a building (e.g. danger of being accidentally locked in)
· Loss or damage to property e.g. theft of laptop from parked vehicle

Both managers and individuals should assess the situation together to identify the risk with particular consideration given to whether there may be a requirement for training in risk assessment or in dealing with difficult people.

Where there is any reasonable doubt about the safety of a lone worker in a given situation, consideration should be given to sending a second worker or making other arrangements to complete the task.  This could be where an individual has a known disability or health concern that would make working alone a risk.

Anyone with a concern regarding lone working issues should ensure that it is discussed with their manager or with the whole team, as appropriate.

Measures to minimise the Risks.
There are a number of things which can be done to minimise risks to those working alone. Appendix A provides suggestions regarding actions lone workers and their managers can take to improve the working environment, and practices and procedures which can be implemented to enable them to go about their daily work in relative safety. 
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