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Lone Working Policy
For review November 2026

1. Purpose and Scope
The council recognises that our staff (the Clerk) works alone, and seeks to ensure their health and safety. This document raises awareness of safety issues, identifies potential risks, explains precautions to minimise risk, and encourages reporting of incidents.
2. Policy Statement
We will protect staff from the risks of lone working, as far as is reasonably practicable. While working alone is not against the law, the council is committed to considering carefully and managing any health and safety risks.
3. Responsibilities
· The Council / Line Management: Will avoid lone working where practicable, ensure staff are competent, ensure risk assessments are completed, and raise the alarm if staff cannot be contacted or do not return as anticipated.
· Lone Workers: Take reasonable care of themselves, follow management instructions, report concerns or incidents at the earliest opportunity, and never work alone where information is insufficient to complete a risk assessment.
4. Specific Lone Working Strategies for Alwoodley Parish Council Office
Because the council has a small staff team operating independently, specific operational procedures must be followed to reduce risk:
· Notification of Arrival/Departure: The Clerk will let designated point people know when going into the office and when leaving the office, ensuring someone always knows she is there.
· Synchronising with Alwoodley Community Association (ACA): Every effort should be made to work in the office while an activity is taking place at the ACA. Staff should coordinate with ACA staff to arrange working at the same time where possible.
· Securing the Premises: If working in the office alone, the doors must be kept locked at all times.
5. Health and Wellbeing
Staff must share details of any health aspects that could lead to increased risk (including pregnancy) with the council or specific councillors so that potential risks can be jointly planned for and mitigated. Information will be treated on a strict need-to-know basis.
6. Reporting Incidents
Any incidents or perceived risks encountered while lone working must be recorded, reviewed, and acted upon:
· Capture a brief note of what happened, when, and who was involved.
· For work-related aggression or threatening behaviour, record all details and particulars of the perpetrator to support potential police action.
· Emergencies: If you feel unsafe, unwell, or become injured, call the emergency services immediately if needed. If possible, notify a designated point person, councillor, or colleague.
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