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The Methodist Circuit of Gloucestershire

….……………………Church

Lone Working Policy Statement
1. Introduction
Although there is no general legal prohibition on working alone, the broad provisions of the Health and Safety at Work Act 1974 and the Management of Health and Safety at Work Regulations 1999 still apply.  These require identifying hazards of the work, assessing the risks involved, and putting measures in place to avoid or control the risks.

These requirements are applicable to all work situations and the Church Council recognises its duty to provide a safe environment, safe equipment and safe systems of work for its employees, voluntary helpers and others working on its premises.  The Church Council recognises its duty to assess risks to lone workers and to take steps to avoid or control risks where necessary.
2. Aims
The aim of the policy is to:

· Increase awareness of safety issues relating to lone working;

· Ensure the risks of lone working are assessed in a systematic and ongoing way, and that safe systems and methods of work are put in place to reduce such risks so far as is reasonable and practicable;
· Ensure that appropriate support and training is given to all employees and voluntary helpers that enables them to recognise risk and provides practical advice on safety when working alone;

· Encourage full reporting and recording of all adverse incidents relating to lone working.

3. Scope of Policy
This policy applies to all situations involving lone working in connection with the duties and activities of ………………………………..(name of Church).  
A lone worker is anyone who works in isolation from their colleagues without close or direct supervision.  This includes:

Those working at the Church premises where:

· Only one person is working on the premises
· People are working separately from each other, (eg. in different locations in large premises)

· People are working outside ‘normal’ opening hours of the Church.
Those working away from the Church premises where:

· One worker is making a home visit to an individual

· One worker is visiting another agency’s premises or meeting venue

· One worker is working from their own home (eg. the Minister)

4. Risk Assessment Process
In fulfilling their aims, the Church Council will ensure that all lone working activities are identified and appropriate risk assessments undertaken, using Risk Assessment Form (Appendix A) when appropriate.  In assessing the risk, whilst this is not an exhaustive list, consideration will be given to a number of questions:-

· Is the person medically fit and suitable to work alone? (Consideration also given to feelings of isolation, stress and depression)
· Does the workplace or task present a special risk to the lone worker?  (eg. Can equipment be safely operated by one person.  Can any lifting be safely carried out by one person?)
· Are there adequate channels of communication in an emergency?  (How would a lone worker be ‘missed’ if taken seriously ill and unable to summon help?  How would a lone worker obtain help in an emergency, such as assault, vehicle breakdown etc?)

· Has safe travelling to meetings and between appointments been arranged?

· Is there a risk of violence?  (Verbal or physical abuse)

· Are women especially at risk if they work alone?
· Is any known risk attached to a client(s)?

· Can an alternative to a home visit be arranged?

· Can the whereabouts of the lone worker be traced (consideration of supervision)

· Have reporting and recording arrangements been made where appropriate?

5. Good Practice for Lone Workers (General Guidelines)
a)   Working at the Church
When working alone at the church the following general precautions should be observed:

· Do not work at height.

· Do not use gas and electrical appliances unless you are familiar with their operation and make sure there are no trip hazards caused by trailing wires.

· Know where to find the first aid kits and be familiar with the procedures for dealing with fire.

· Ensure that you have a mobile phone with you and turned on.

· Ensure that someone knows where you are, and when you are expected to leave.  They should be told that you have left safely or advised, that if you do not arrive home before a specific time, they should ring a named person.

· Ensure that you are sufficiently fit and well to be carrying out your tasks
alone.
· Before you are left alone in the Church, you should carefully check the building with another person, ensuring that there is no-one in the building and that all doors are locked and windows closed to prevent unauthorised entry to the building.

· Only open doors to allow entry to expected visitors or after visitors have been positively identified.

· If at any time you suspect an intruder, do not put yourself at any unnecessary risk.  Leave the building and secure the door behind you and wait for back up, having called the Police or another Church officer/volunteer.  Do not re-enter the building alone.

· Any incident must be reported on the Incident Report Form  (Appendix B)

b)   Lone working outside of the church

(i) Visiting people and places which are known to you

If working away from the Church, you should consider whether your visit might present a risk to you.  Most working away from the Church including home visits are likely to be “low risk” as most of the people and places staff and volunteers visit are likely to be known to the Church.  However, this is not always the case.

It is good practice to tell colleagues or a family member before you go out on a visit.  You should always aim to do the following:-

· Let your colleague or a family member know where you are going;

· If appropriate make a note in your office diary of who and where you are visiting;

· Include the nature and location of the meeting or activity;

· Include your estimated time of return to the Church or home;

· If your plan changes you should contact a work colleague or family member to let them know what is happening and that you are safe;

· Make sure you have a mobile phone with you.

(ii) Visiting people and places that are not known to you and may present a risk
If you have any concerns for your safety then it is advisable to get a colleague to come with you.  If this is not possible, it is important that a colleague or family member knows your whereabouts, where you are meeting the person, how long you expect to be and when you expect to return.

You should also:

· Keep the mobile phone on during the meeting so that you can use it quickly in an emergency;

· Always follow the person into the building;

· Familiarise yourself with the quickest means of exit;

· Ensure that you sit near to the door so that you can exit quickly if needed.

(iii)  Driving alone

In addition to the general guidelines, there are risks associated with driving alone, particularly on dark nights on rural roads of Gloucestershire.  Take care to:
· Implement a system of checking (with colleagues, family or friends) by notifying them of intended destination and expected duration away;

· Check your vehicle is regularly serviced and has a full petrol tank;
· Ensure that you know the route and have ample time for the journey;
· Keep valuables out of site in your vehicle – put them in the boot before arriving at the location;

· Park in well lit areas and, if possible, reverse into parking spaces so it is quick and easy to leave;

· If followed or intimidated whilst driving, continue to the nearest police station or public area, such as filling station;

· Take regular rest breaks if driving long distances.
(iv) Emergency Contacts
If whilst you are working in the Church there is an intruder or you are threatened, dial 999, give the address of the Church:

………………………………………………………………………(Church Address)
Key holders are as follows; contact them:

Contact                       Home phone number                 Mobile number

6. Incident Reporting
The Incident and Accident Reporting Form (Appendix B) should be completed for any incident which causes concern or accident.  The completed form should be given to the Church Steward and a copy sent to the Circuit Office.  The Church Steward will organise an investigation and the results will be reported to the Church Council.
7. Policy Review

This policy will be reviewed annually.

……………………………….                                                       …………………………….
              Minister                                                                               Church Secretary

Date:  ………………….
APPENDIX A

Risk Assessment Form

Circuit/Church:      



Employee:






Date of Assessment:

Below is an example for a cleaner:

	What are the risks / hazards?
	Who might be harmed and how?
	What are you already doing?
	Do you need to do anything else to manage this risk?
	Action by whom?
	Action by when?
	Done

	Slips, trips & falls
	Cleaner and visitors risk injuries such as fractures and bruising if they trip over objects, slip on spillages or wet floors and fall.
	We carry out general good housekeeping. All areas are well lit including stairs. There are no trailing leads or cables. Cleaner keeps work areas clear, eg no boxes left in walk ways.  Cleaner uses electrical socket nearest to where s/he is working to reduce risk of tripping over leads. Cleaner is instructed to keep off wet floors
	· Introduce a two-mop system for cleaning hard floors (ie wet mop followed by dry mopping).

· Cleaner instructed to wear sensible shoes, ie flat shoes with a good grip
	Cleaner, and supervisor to monitor
	31/08/2012
	31/08/12

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     


Note:-

Employers with five or more employees must have a written health and safety policy and risk assessment.

It is important you discuss your assessment and proposed actions with the employee.

You should review your risk assessment if you think it might no longer be valid, eg following an accident in the workplace, or if there are any significant changes to the risks or hazards in your workplace, such as new equipment or work activities.

APPENDIX B

[image: image2.jpg]Ab
The Methodist Churcﬁ'
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INCIDENT (CAUSE FOR CONCERN) AND ACCIDENT REPORT FORM

This form is to be completed as soon as possible after the accident, incident or near miss. Please forward a copy to Church Stewards and Circuit Office for appropriate investigation.


Subject of Report:                Accident                                             Incident                                                   

_________________________________________________________________________________

Person making report:

_________________________________________________________________________________

Date of occurrence:                                                                Time:              

Location of occurrence:

_____________________________________________________________________________

The Injured person:                         Full name, home address and postcode:

(If an accident)

      Age              Sex                 Employee              Volunteer              Church member              Visitor

                                                                                                                                                                   

Details of personal injury:

(if an accident)

_________________________________________________________________________________

Was First Aid

Administered?                   (Yes/No)      Name of First Aider:

Specific First Aid administered:
___________________________________________________________________
Details of Incident:                             (include police incident/crime no. if applicable)

(i.e. actual loss or damage to property or cause for concern)

(If extra space needed please add further details on a separate sheet and attach to form)

________________________________________________________________________________
Details of witnesses to the above:

Name(s) and address(es):

_________________________________________________________________________________

Signature of Person Completing Form …………………………………..

                                                    Date ……………………………………

Name (please print) …………………………………..Role ………………………………..

Contact Telephone Number ………………………………..

_________________________________________________________________________________

Details of follow up action after accident including action taken to prevent further accidents and incidents 

by Church Council and/Circuit Executive

_________________________________________________________________________________

Signature………………………………………………..Steward/Circuit Superintendent

Date ………………………………………………..

_________________________________________________________________________________

All information will be treated as confidential and in accordance with the requirements of the Data Protection Act 1998.
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For Circuit Office use only


Incident number                  /20   








Please copy to:


Minister                 


Steward                 


Circuit 


Superintendent    








