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Acle Parish Council 
Lone Working Policy


Purpose
This policy is designed to ensure the safety and well-being of employees, contractors, and volunteers who work alone, including general operatives, cleaners, and clerks, while recognising the practical limitations of supervision in a small council with part-time and out-of-hours staff.

Scope
This policy applies to all individuals working on behalf of Acle Parish Council without direct supervision or nearby colleagues, including:
· General operatives undertaking maintenance, repairs, or DIY.
· Cleaners servicing public toilets, or other assets.
· Clerks and administrative staff working alone in the office, at home, at a meeting or out on Council business.
· Volunteers or councillors conducting inspections or site visits independently.

Definition of Lone Working
Lone working means working in isolation without direct supervision, whether in a council building, outdoors, or from home, and where immediate assistance may not be available.

Responsibilities
Acle Parish Council will:
· Provide a general risk assessment for common lone working tasks.
· Offer training and support to lone workers.
· Review incidents and adapt policies as needed.
· Ensure staff are assessed as suitable for lone working and are considered fit in terms of their ability to safely carry out their duties alone. This assessment is based on role-specific requirements, risk factors, and individual capabilities. It does not constitute a medical or clinical judgment of health or fitness, nor should it be interpreted as a substitute for occupational health or medical assessments.
· Providing personal protective equipment (PPE) where necessary.
Lone workers must:
· Assess whether the task can be done safely alone.
· Avoid high-risk work when alone (e.g., working at height or with heavy tools).
· Carry a sufficiently charged mobile phone or other communication device at all times.
· Report any safety concerns, hazards, or incidents to the Clerks or to the Chair of the Council as soon as possible.

Risk Assessment
Due to the variety and frequency of unsupervised work, individual risk assessments for each task are not practical. Instead:
· General risk assessments will cover broad task categories (e.g., cleaning, repairs, office work).
· Lone workers must be familiar with these and apply basic dynamic risk awareness (i.e., pausing to consider: "Is this safe for me to do alone today?").
· Any task that appears too risky to complete alone should be postponed or discussed with the Clerks or with the Chair of the Council.

Practical Lone Working Guidance
Lone workers are advised to:
· Carry a mobile phone while working, sufficiently charged and on their person.
· Avoid high-risk tasks (e.g., roof access, electrical repairs) unless another person is present or supervision has been arranged.
· Secure premises when working alone, especially outside normal hours.
· Stop work immediately if conditions become unsafe or threatening.
· Report any incidents or near misses as soon as possible, so the council can improve safety.

     Office-Based and Home-Based Lone Working
Clerks working alone in the council office or at home should:
· Keep doors locked when working alone in the office.
· Maintain safe working conditions at home (e.g., electrical safety, safe storage of files/equipment).
· Be aware of lone working risks such as fatigue, stress, or working late into the evening.
· Report any threats or unwelcome contact to the other clerks and/or to the Council.
·  Arrange to meet members of the public in a safe public place, or in the open outside their home, rather than inside their home, or for a second member of staff or a councillor to be present


Contractors and Third Parties
Where Acle Parish Council engages paid contractors or external service providers, those contractors are responsible for ensuring they have appropriate health and safety policies and lone working procedures in place for their own staff.

Emergency Procedures
· In any emergency, lone workers should call 999 immediately.
· If a lone worker suffers an injury or issue but does not need emergency services, they should contact the Clerks or Chair as soon as possible.
· The council will maintain emergency contacts for all lone workers.

Training
Basic training or briefing will be provided for all lone workers, tailored to the type of work undertaken. This may include:
· Manual handling
· Safe use of tools and PPE
· Managing personal safety in public areas
· Recognising and responding to hazards

Review
This policy will be reviewed annually, or following any incident or change in working practices.
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