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Policy Statement
This policy sets out the Councils provisions on lone working. Where lone working is necessary, whether on occasional or a regular basis, the Council will ensure the health, safety and welfare or employees working alone. 
The Council will also ensure a health and safety risk assessment is carried out to identify the hazards and risks or lone working. Based on the results of the risk assessment, the Council shall devise and implement safe working arrangements so that the risks eliminated or adequately controlled, thus enabling lone workers to carry out their work in a safe environment. The Council shall keep updated the lone working risk assessments carried out, ensuring that individuals’ personal data, including information about their health, collected during lone working assessments is handled in accordance with the Councils data protection policy.
Procedure
Lone working can be perfectly safe provided you take the following basic precautionary steps:
· Ensure that another member of staff, preferably your line manager, is aware you are working alone, where you are, what you are doing and what time you expect to finish. 
· Make sure you have a means of communication with someone in the event of an emergency, such as a mobile phone or two-way radio. 
· Ensure you have access to first aid equipment. 
· Know where your emergency exit is.
· Make sure intruders cannot access the premises by making sure all doors/widows are locked.
· Take all reasonable steps to ensure your own safety and welfare. 
· Inform your line manager as soon as possible of any incidents, accidents, or safety concerns. 
Line Managers Should Ensure that:
· Lone working is avoided as far as reasonably practicable. 
· Arrangements in place so that someone is always aware of a lone workers whereabouts. 
· A check is carried out at the end of the lone working period.
· Emergency procedures in place so that lone workers can obtain advice and assistance if required. 
· Lone workers are provided with the adequate information and training to understand the risks and the safe working procedures associated with working alone.
· The job can be done safely by one person. 
· Any employee working alone can undertake the work on their own. 
Risk Assessment
This risk assessment should be reviewed the lone worker before undertaking the work and communicated to all relevant staff or Councillors. 
Occasional Hazards to be aware of 
· Sudden Illness
· Using substances hazardous to health
· Faulty equipment
· Travelling alone
· Working in remote locations 
· Abuse from members of the public
· Animal attacks
Ways in which lone working risks can be reduced
Below are strategies which can be implemented. 
· Keeping the office/building door locked when working alone. 
· Ensuring a colleague or Councillor accompanies you whilst locking up at the end of an evening meeting. 
· Keeping a mobile phone with emergency contact always on you. 
· Keeping office diaries up to date with lone working details.
· Signing in and out of buildings or informing your line manager or a Councillor when starting work and finishing for the day. 
· Letting a line manager or Councillor know if you are travelling somewhere for work, where you are going, method of travel and who relevant colleagues can contact in the event you do not return as expected. 
Health and Wellbeing
To ensure your personal safety, it is important that you share any details of any aspects of your health that could lead to increased risk with your line manager or, where appropriate, necessary Councillors. You can then jointly plan to mitigate any potential risks caused by your circumstances. This information will be treated on a strict ‘need to know’ basis with your confidentiality of the upmost importance. 
Reporting Incidents. 
· Any incidents or perceived risks encountered while lone working should be recorded, reviewed, and acted upon. The report should include:
· A brief note of what happened, when and who was involved. 
· For any work-related aggression (verbal or physical) including threatening behaviour, all the details of the incident and of the perpetrator, which could then be used if the police take any formal prosecution action. This might be particularly important for more serious incident e.g., the context of the interaction, perceptions about the condition of the perpetrator or any environmental circumstances.
This information will support the council to review its risk assessment process and see if any additional measures are needed. 
If you feel unsafe, unwell, or become injured, call the emergency services if you need immediate assistance. If possible, call your line manager, or Councillor or colleague to let them know (or ask someone to do so on your behalf).
Always call your manager if your plans change because you feel unwell or if you have a domestic emergency when working alone. 
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As your employer, Hartshill Parish Council will:
· Ensure That the worker is competent to work alone. 
· Ensure All working activities are formally risk assessed. 
· Make staff clear of arrangements for lone working and explain what should be done to minimise risk while working alone.
· Maintain a list of emergency contacts for all employees.
· Raise the alarm if staff cannot be contacted. 
· Ensure staff are aware of and have agreed to abide by this risk assessment and guidance on lone working. 

I have read Hartshill Parish Council’s Lone Worker Policy and as a Lone worker I will agree to the following:
· I will take reasonable care of myself and others who may be affected by my work
· I will follow instructions given by my line manager or the Council. 
· I will raise with my line manager any concerns I have in relation to lone working. 
· I will inform my line manager at the earliest opportunity in the event of an accident, incident of violence or aggression whilst working alone
· I will be aware of colleagues working on their own and alert to unexpected changes of routine for example unanticipated periods where the is no communication. 
· I will check in daily with my line manager or a councillor and inform them of when I am working alone. (Sign in sheets will be available at the Community Centre for staff to check in and out daily) Or speak with your line manager if you wish to arrange an alternative system to log in and out. 

	Employee Signature
	

	Employer Signature
	

	Date
	



This document is intended to serve as general guidance only and does not constitute legal advice. 
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