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WATERBEACH PARISH COUNCIL 

LONE WORKER POLICY 

Purpose: 

Waterbeach Parish Council (hereafter ‘the Council’) recognises that its employees are required to 

work by themselves without close or direct supervision in the community, in isolated work areas and 

out of hours. The purpose of this policy is to protect such staff so far as is reasonably practicable 

from the risk of lone working. 

Scope: 

The policy applies to all situations involving lone working In connection with the duties and activities 

of the Council’s paid employees as well as councillors and volunteers undertaking activities on behalf 

of the Parish Council. Lone working risks are broadly divided into (a) risk of violence or threat to the 

person and (b) risk of accidents to the person that affects personal health and safety. 

Note: 

The Council also recognises it has an obligation under the Health & Safety at Work Act 1974 (HSW 

Act) and the Management of Health & Safety at Work (MHSW) Regulations 1999, for the health, 

safety and welfare at work of its employees. 

 

THE POLICY 

1. Definition: 

The Health and Safety Executive defines lone workers as “those who work by themselves without 

close or direct supervision”. This covers all of the Council’s employees, all of whom may be 

required to carry out their duties for all or part of their working day working in isolation. 

 

2.  The aims of this policy are to: 

 increase staff awareness of safety issues relating to lone working 

 Ensure that the risk of lone working 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 is 

reasonably practicable 

 Ensure that appropriate training is available to all staff in all areas that equips them to 

recognise risk and provides practical advice on safety when working alone 

 Ensure 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 

 

3    The implementation of Lone Working Policy will include: 

 Ensuring that there are arrangements for identifying, evaluating and managing risk 

associated with lone working 

 Ensuring that there are arrangements for monitoring incidents linked to lone working 

and that the Council regularly reviews the effectiveness of this policy 
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 Ensuring that all councillors, staff and volunteers are aware of the policy 

 Ensuring that risk assessments are carried out and reviewed at least annually 

 Putting procedures and safe systems of work into practice which are designed to 

eliminate or reduce the risks associated with working alone 

 Ensuring that lone workers are given appropriate information, instruction and training 

 Ensuring that appropriate support is given to lone workers involved in any incident 

 Managing the effectiveness of preventative measures through an effective system of 

reporting, investigating and recording incidents 

 

4.   Employees, volunteers and councillors all have a personal responsibility to take reasonable 

care of themselves and others at all times, but particularly when involved in Lone Working. In 

order to minimise the risk, this includes: 

 Co-operating by following rules and procedures designed for safe working 

 Reporting all incidents that may affect the health and safety of themselves or others  

 Taking part in training designed to meet the requirements of the policy 

 Reporting any dangers or potential dangers they identify  

 Raising any concerns they might have in respect of working alone 

 Always maintaining good communication to minimise risk 

 Reporting all incidents where they feel threatened or ‘unsafe’ (even if this was not a 

tangible event/experience) are reported. This includes incidents of verbal abuse.  

       The Clerk will maintain an appropriate record of incidents involving lone workers. 

 

5.    Risk Assessment: 

 

Risk assessment will be carried out for and by all persons whose working practice makes 

them vulnerable. Recommendations will be made to eliminate or to reduce the risk to the 

lowest level reasonably practicable. The following should be taken into consideration to 

minimise risk: 

 

 Risk assessment on all activities will be undertaken and wherever possible will minimise 

risk to individuals by encouraging working in pairs. Where work is undertaken by one person 

then that person must advise someone of the time and place of the activity. 

 Environment: where the environment is isolated or access is difficult, the person should 

always advise someone of where they are going and the time they expect to be there and 

return.  

 The task: an employee working from home should not invite members of the public into 

their home unless the person is known and the meeting is pre-arranged – in which case 

details should be given to a colleague in advance.  

 History: where there is potential for difficulty, arrangements should be made for  another 

individual colleague, (or chairman or councillor) to attend at the same time. The meeting 

should be a in a public building with a telephone.  
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A lone workers’ checklist (Appendix 1) will be completed. This will be used as a tool to identify 

if the existing control measures are adequate and if not, whether additional modifications 

could be considered necessary to help reduce the risks associated with lone working. 

 

Once the checklist has been completed a risk assessment will be carried out. Risk 

assessments for site based lone workers will include (but are not limited to): 

o Open access and unlocked doors – accessible to the public 

o Being taken ill whilst at work 

o Lack of training regarding Health & Safety procedures 

o Hazards in areas of activity associated with work 

o Working in remote areas, and areas with no phone signal 

o Aggressive and abusive members of the public 

Following completion of the Risk Assessment, consideration will be given to any appropriate 

action that is required.  

(See Appendix 1 and Appendix 2) 

6. Good Practice for Lone Workers: 

 During their working hours, all staff leaving the workplace should leave details of 

where they are going and their estimated time of arrival back. 

 If, in the course of a trip away from the workplace, plans change significantly, this 

should be communicated back to the workplace. 

 If the visit is assessed to have a sufficient risk, arrangements should be made with a 

colleague or councillor to check that a lone worker has returned to their base on 

completion of the visit.  

 Telephone contact between the lone worker and a colleague/councillor may also be 

advisable. Staff should avoid being left on their own with a client in their workplace 

or leaving a colleague/councillor in this situation. 

 Lone workers should have access to adequate first aid facilities and mobile workers 

should carry a first aid kit suitable for treating minor injuries – to be reported if used. 

 Lone workers should be provided with a mobile phone and other personal safety 

equipment where this is deemed necessary 

 Where lone workers encounter a hostile situation which they do not feel equipped 

to defuse, they should cease activity and withdraw  

 Staff should never transport a child on their own and should assess any risk before 

transporting a vulnerable adult alone. ("A vulnerable adult is defined as a person who 

is 18 years of age or over, and who is or may be in need of community care services 

by reason of mental or other disability, age or illness and who is or may be unable to 

take care of him/herself, or unable to protect him/herself against significant harm or 

serious exploitation.") 

 

7. Contacting or Involving the Police: 

The Council is committed to protecting staff from violence and assault and will support 

criminal proceedings against those who carry out assault. All staff members are encouraged 

to report violent incidents to the police and will be supported by the Council throughout the 

process. Employees should inform the Clerk of any incident as soon as practicable. The Clerk 

will thereafter take responsibility for liaising with the Police. 
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WATERBEACH PARISH COUNCIL 
 

 

Appendix 1 -Employee Lone Working – Risk Checklist 

 

This checklist is to be completed in advance of formal risk assessment and findings used to 

supplement those factors listed in Section 4 above 

 

Checklist completed by:  ___________________________________ 

Date:     ___________________________________ 

Employee Name:   ___________________________________ 

 

Key Risk Factors:   Please tick as appropriate 

1. Does the individual ever work alone?       

2. Does the individual often / always work alone?      

3. Does the individual work outside normal office hours?     

4. Does the individual have to travel to or from work in hours of darkness?   

5. Does the individual routinely meet with members of the public in an  

isolated location?         

6. Is there enough security provision? (e.g. if money is handled or in terms 

of general building control)        

7. Is there safe access to the building or working area?     

8. Does the individual’s activity involve working in confined spaces? 

(e.g. Loft space with restricted or single access)      

9. Does the individual’s activities involve handling dangerous substances, 

heavy weights or moving sharp or mechanically driven equipment?   

10. Does the individual carry out work in high risk locations? 

(i.e. areas with known crime or traffic high density / speed)    

11. Does the individual ever / routinely carry out work in isolated areas?   
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WATERBEACH PARISH COUNCIL 
 

 

Appendix 2: Employee Lone Working – Risk Mitigation 

 

 

There follows a list of control factors that could be considered in minimising the risks of Lone 

Working. These should be used when carrying out a sperate formal Risk assessment. It is 

recommended that the formal Risk assessment be carried out for individual employees, as each 

person may bring both strengths that tend to reduce risks, and also weaknesses  that increase certain 

risks. 

 

1. Is it possible to prevent lone working by reorganising working patterns, especially for high-

risk activities (i.e. confined spaces, high risk areas and dangerous substances)? 

2. Does the individual carry personal factors that influence risk either positively or negatively? 

3. Can one carry out regular supervisor or colleague checks during activities? 

4. In a building work setting, can entrance security systems be effectively used? 

5. Is there security lighting around building access points and parking areas? 

6. Does the individual have training on basic personal safety? 

7. Has safety instructions been carried out and training recorded on hazardous materials and 

equipment? 

8. Do individuals have access to forms for reporting incidents or near misses? 

9. Are individuals encouraged to speak when there are concerns about safety? 

10. Does the line manager have systems for monitoring staff whereabouts and movements for 

regularly reporting to base (e.g. through job and location tracking) or the issue of mobile 

phones? 

11. Is the issue of personal attack alarms worth considering? 

 

 

 

 

 


