South Littleton Parish Council – Lone Working Policy

1. Introduction
South Littleton Parish Council recognises that its Clerk/RFO, and occasionally volunteers or councillors, may work alone as part of their duties.
This policy sets out the Council’s approach to ensuring lone workers are protected, so far as is reasonably practicable, in line with:
a) The Health and Safety at Work etc. Act 1974
b) The Management of Health and Safety at Work Regulations 1999
c) NALC and WCALC good practice guidance for parish councils
Lone working is not in itself unsafe, but it does introduce particular risks that must be managed appropriately.

2. Policy Statement
The Council is committed to:
a) Identifying and assessing risks associated with lone working.
b) Putting in place reasonable and proportionate controls.
c) Ensuring the Clerk and any lone workers have appropriate information, procedures, and contact arrangements.
d) Reviewing lone working arrangements at least every two years.
This policy applies to the Clerk, councillors, and volunteers working on behalf of the Council.

3. Definition of Lone Working
A lone worker is someone who carries out duties without direct supervision or without being within sight or hearing of another person.
Examples for a parish council include:
a) Clerk working from home.
b) Clerk attending site visits alone (play areas, noticeboards, bus shelters, etc.).
c) Meeting contractors on site.
d) Collecting post or dealing with banking tasks.
e) Preparing for or clearing up after Council events.
f) Visiting residents or attending external meetings alone.

4. Responsibilities
4.1 The Council
The Council will:
a) Approve and review this policy.
b) Ensure lone working risks are considered in health & safety arrangements.
c) Provide support to the Clerk in managing risks.
d) Consider any equipment or resources needed for safe lone working.
4.2 The Clerk (as the Council’s Employee and Responsible Officer)
The Clerk will:
a) Take reasonable care of their own safety.
b) Follow the procedures in this policy.
c) Keep the Council informed of any concerns, hazards or incidents.
d) Avoid hazardous work that is not safe to undertake alone.
e) Keep a charged mobile phone available when working away from home.
4.3 Councillors and Volunteers
Those undertaking Council duties alone must:
a) Follow the principles in this policy.
b) Inform the Clerk or a designated contact of their working arrangements when appropriate.
c) Report any issues or incidents.

5. Risk Assessment
The Clerk will complete a simple lone working risk assessment covering:
a) Site-specific hazards (e.g., uneven ground, traffic, poor lighting).
b) Location and timing of the activity.
c) Personal security risks.
d) Weather conditions.
e) Contact with members of the public.
f) Interaction with contractors.
Assessments will be reviewed annually and updated where needed.

6. Working from Home
The Clerk primarily works from home. The Council will:
a) Encourage a safe working environment (desk, chair, equipment as appropriate).
b) Periodically review home working arrangements informally.
c) Respect the Clerk’s privacy while ensuring reasonable health and safety provisions.

7. Site Visits & External Work
When the Clerk or councillors carry out work alone away from home, the following precautions should be taken:
a) Notify a councillor of the location and expected return time if the task is higher-risk or remote.
b) Carry a mobile phone fully charged.
c) Do not undertake hazardous tasks alone, such as:
i. working at height
ii. heavy manual handling
iii. use of ladders beyond basic step use
iv. entering secluded or insecure buildings
d) Avoid visits to isolated areas in poor weather or after dark unless essential.
e) If meeting contractors, arrange meetings in daylight and where possible in public or visible locations.

8. Personal Safety & Public Interaction
a) Lone workers should not enter into confrontation.
b) If an individual becomes aggressive, the Clerk should withdraw immediately and report the incident.
c) Home addresses should not be published beyond what is legally required.
d) Meetings with members of the public should be arranged in public locations or via telephone/online unless unavoidable.

9. Communication & Check-In Procedure
For higher-risk lone working activities, the Clerk should:
a) Send a brief message to a named councillor before and after the task (simple check-in).
b) Provide location details if necessary.
c) If a councillor does not hear back within agreed times, they should call the Clerk to confirm safety.
This system is proportionate and consistent with WCALC guidance for small councils.

10. Emergency Procedures
In the event of an emergency or feeling unsafe:
a) The Clerk should telephone 999 immediately.
b) If injured and unable to call, the check-in system provides a safety net.
c) The Council will document any incidents and review controls.

11. Reporting Incidents
Any accident, near miss, concern or confrontation encountered while lone working must be reported to the Council.
The Council will review the circumstances and amend procedures if necessary.

12. Review
This policy will be reviewed at least every two years, or sooner if recommended by NALC, WCALC, or following an incident.
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