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PERSONAL SAFETY AND LONE WORKER POLICY
1.0

POLICY STATEMENT

1.1

Marden Parish Council (MPC) takes very seriously the health, safety and
welfare of all its staff. It recognises that some staff are required to work
by themselves for significant periods of time without close or direct
supervision in its offices. The purpose of this policy is to enable MPC to
meet its obligation to protect these staff so far as is reasonably practicable
from the risks of lone working.

2.0

SCOPE

2.1

This policy applies to all staff including temporary and self-employed staff.
It forms an integral part of MPC’s Health and Safety Policy. The policy
applies to all situations involving lone working arising in connection with
the duties and activities of our staff.

3.0

DEFINITION OF A LONE WORKER

3.1

MPC defines lone workers as:
'Staff whose working activities involve situations where they are without
any kind of close or direct supervision. Employees whose activities involve
a large percentage of their working time operating in situations without
the benefit of interaction with other workers.’
Lone work is not the chance occurrence of finding oneself on one's own,
for example, when somebody arrives first in the office or leaves last, or
where an individual has to go unaccompanied to another part of the
workplace. Lone work is specifically intended to be unaccompanied work,
or work without immediate access to another person for assistance.

4.0

POLICY AIMS

4.1

This policy aims to:


Increase staff awareness of safety issues relating to lone working;



make sure that the risk of working alone is assessed in a systematic
and ongoing way, and that safe systems and methods of work are put
in place to reduce the risk so far as is reasonably practicable;

Office Opening Times:
Mondays, Tuesdays & Fridays 10am - 12 noon
Email: clerk@mardenkent-pc.gov.uk
Website: www.mardenkent-pc.gov.uk
Parish Council Personal Safety and Lone Worker Policy



make sure that appropriate training is available to staff in all areas,
that equips them to recognise risk and provides practical advice on
safety when working alone;



make sure that appropriate support is available to staff who have to
work alone;



encourage full reporting and recording of all adverse incidents relating
to lone working; and



reduce the number of incidents and injuries to staff related to lone
working.

5.0

RESPONSIBILITIES

5.1

Lone working environments present a unique health and safety problem.
Although there is no specific legal guidance on working alone, under the
Health and Safety at Work Act 1974, and the Management of Health and
Safety Regulations 1992, we must organise and control the health and
safety of lone workers.

5.2

The Parish Clerk (or his/her designated Deputy) is responsible for:


making sure that there are arrangements for identifying, evaluating
and managing risk associated with lone working;



providing resources for putting the policy into practice; and



making sure that there are arrangements for monitoring incidents
linked to lone working and that the Human Resources Sub-Committee
regularly reviews the effectiveness of the policy;



making sure that all staff are aware of the policy;



making sure that risk assessments are carried out and reviewed
regularly;



putting procedures and safe systems of work into practice which are
designed to eliminate or reduce the risks associated with working
alone;



making sure that staff groups and individuals identified as being at risk
are given appropriate information, instruction and training, including
training at induction, updates and refresher training as necessary;



making sure that appropriate support is given to staff involved in any
incident; and



managing the effectiveness of preventative measures through an
effective system of reporting, investigating and recording incidents.
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5.2

All staff are responsible for:


taking reasonable care of themselves and other people who may be
affected by their actions;



cooperating by following rules and procedures designed for safe
working;



reporting all incidents that may affect the health and safety of
themselves or others and asking for guidance as appropriate;



taking part in training designed to meet the requirements of the policy;
and



reporting any dangers they identify or any concerns they might have in
respect of working alone.

6.0

ASSESSING THE RISK

6.1

Lone workers should not face any more risks than other staff within the
organisation. Setting up safe working arrangements for lone workers is no
different to organising the safety of other staff, so we must all follow the
general principles of risk assessment. If a risk assessment shows that it is
not possible for the work to be done safely by a lone worker, other
arrangements must be put in place. Risk assessment should take account
of both normal work and foreseeable emergencies such as fire, illness and
accidents.
The risk assessment process is summarised in Table 1
(Appendix A), separated into five distinct stages and action points to
support effective assessment of the risks involved in lone working.

6.2

Risk assessments must be carried out in all areas of work where working
alone poses an actual or potential risk to staff. The risk assessment will
involve identifying all potential dangers and the risks associated with
specific work tasks or activities. It should identify who will be affected and
how, and the control measures which are needed to get rid of or reduce
the risk to the lowest level reasonably possible. Risk assessment should be
carried out by competent people and should be recorded and shared with
relevant others. Factors to consider when carrying out the risk assessment
include the following:


Does the workplace present a special risk to the lone worker?



Can the risks of the job be adequately controlled by one person?



Is the person medically fit and suitable to work alone?



What training is needed to make sure the staff member is competent in
safety matters?
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6.3



Have staff received the training which is necessary to allow them to
work alone?



How will the person be supervised?



Is there a risk of violence?



Are people of a particular gender especially at risk if they work alone?



Are new or inexperienced staff especially at risk if they work alone?



Are younger workers especially at risk if they work alone?



What happens if a person becomes ill, has an accident, or if there is an
emergency?



Are there systems in place for contacting and tracing those who work
alone?

Details of the risk assessment should be recorded and should include:


the extent and nature of the risks;



factors that contribute to the risk including job content and specific
tasks and activities; and



the safe systems of work to be followed to eliminate or reduce the risk.

Information from the risk assessment should be passed to staff. Risk
assessments should be reviewed and updated each year (or sooner should
circumstances change).
7.0

MANAGING RISK

7.1

The risk which lone workers face should be reduced to the lowest level
that is reasonably practicable. Issues to consider in developing safe
systems of work include:

7.2



joint working with others for high-risk activities;



improvements to security arrangements in buildings;



security lighting in parking areas;



using checking-in and monitoring systems; and



using personal protective equipment or mobile phones and personal
alarms.

Arrangements for managing risk should include:
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guidance for lone workers on assessing risk;



details of when to stop and get advice; and



the procedures to be followed in the event of an incident or emergency.

All staff must be familiar with these procedures.
7.3

When undertaking a risk assessment the following should be taken into
consideration:
 How secure is the building?
 Who knows you are there?
 How would you summon help if you needed it?
 Are the tasks being undertaken hazardous?
 How will you leave the building safely?

7.4

Some control measures that should be considered are:
 Assessing if it is appropriate for you to carry out the tasks on your
own;
 Ensuring there is the means to summon assistance readily to hand;
 Ensuring that you know the appropriate emergency numbers;
 Letting someone (ie a Cllr/colleague) know when you plan to leave:
 Making sure you have a well-lit route out of your workplace and in
the car park.

8.0

STAFF TRAINING

8.1

MPC will provide training where required to allow lone working. The
training will be based on the needs identified through local risk
assessment.

9.0

REPORTING & RECORDING

9.1

Staff should report all incidents (including near misses) to the Parish Clerk
(or Chairman of the Human Resources Sub-Committee) at the earliest
opportunity. These should be reported on an incident form and the Parish
Clerk/Chairman should investigate all reports. In order to monitor the
implementation and effectiveness of this policy and incident reports should
be reviewed regularly.

10.0 MONITORING & REVIEWING
10.1

The Human Resources Sub-Committee will monitor and review this policy
to make sure that it is achieving the aims of the policy. The review
processes will include:


collecting and monitoring all reported incidents;



reviewing this area of the MPC Risk Management Policy annually; and
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annually reviewing progress in reducing risk and incidents and, if
necessary, making recommendations for improvement for the
forthcoming year.

11.0 KEYHOLDER CALL OUT
11.1

As part of their responsibilities some staff (and councillors) may be
required to be a registered keyholder for a building. This is an important
role and will, from time to time, involve them in being called out at night
and when they are alone. Consideration should be given in advance to the
circumstances that are likely to prevail when a call comes and steps taken
to ensure their safety.

11.2

Staff/Cllrs should not wait until the phone rings/text received but ask
themselves the following questions now:
How will I travel to the premises?
Where will I park when I get there?
Will there be any lighting on arrival?
If the lights are not on, or have been damaged, have I got a torch?
Will I be alone?
Have I got a personal alarm?
Are relevant phone numbers available? (24 hour glazier/locksmith)

11.3

A risk assessment has been carried out to identify measures to ensure that
the level of risk is acceptable and that any necessary actions are taken.
This is reviewed regularly and when circumstances change.

11.4

Keyholders should never put themselves at risk by tackling an intruder or
entering a building where they think an intruder is present – if in doubt
never enter a building alone. If you think intruders are still on the
premises retire to a safe distance and contact the police.
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APPENDIX A – TABLE 1
PROCESS

ACTION

1

Identifying lone workers

Establish and identify lone workers for
each work area.

2

Identifying associated hazards

Isolate the range of dangers associated
with whole work areas of work and/or work
processes.
Review a generic risk assessment to make
sure you have included these issues.

3

Assessing the degree of risk

Review the generic risk assessments and
complete
individual
or
local
risk
assessments if necessary, then prioritise
the level of associated risk.

4

Putting control measures in

Assess how effective the existing control
measures are and update them if
appropriate.
Develop local procedures or action plans if
necessary.

5

Evaluating and review

Evaluate and record how effective the
control measures are.
Review when the assessments of controls
are no longer required.
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APPENDIX B
SUMMARY FLOWCHART FOR MAKING SURE LONE WORKERS ARE SAFE

Has the organisation identified situations
in which lone working might arise?

Consider:
Start working at remote sites and locations
Start working outside normal hours
Mobile workers

Is there a clear statement in the safety
policy about the procedures that need to be
followed to sanction lone working?

Does the policy clearly identify who has
managerial responsibility for assessing the
work of lone workers?


Have suitable risk assessments been
carried out and safe working arrangements
been decided upon?







Has the outcome of the assessment been
recorded?

Can risk be controlled by one
person?
Is the lone worker at extra risk?
Is training needed?
Is the lone worker competent?
Have you considered supervision or
monitoring including contingency
plans?
Have you considered emergencies?

In general terms in the policy:
Within local guidelines?
As an individual?

Are all the necessary safe working
arrangements in place?

Start work






Physical safeguards
Systems of work
Training
Supervision and monitoring
arrangements

Supervise and monitor the lone worker

Review the assessment
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Receive feedback from the lone worker and
from supervisory and monitoring visits

APPENDIX C
LIST OF LONE WORKER
COUNCIL

OCCUPATIONS WITHIN

Parish Clerk
Assistant Parish Clerk
Cemetery Caretaker
Village Caretaker
Grounds maintenance (contracted)
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