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Where relevant, the content of this policy should be read in conjunction with your contract of employment, the Parish Handbook and key policies pertaining to your role.  Should you have any queries and/or questions, please discuss these with your line manager in the first instance.

As part of our focus on diversity and inclusion, The Parish of         (INSERT)          PCC pledges that our policies will seek to promote equality, fairness, and respect for all staff and volunteers.

1.	PURPOSE
The purpose of this policy is to provide guidance to staff and volunteers in the Parish of (INSERT)         when working alone on behalf of the Parish Church either at the Church or on church business elsewhere outside their own home.
Lone working is perfectly safe and legal, but you do need to take some basic precautions to ensure that you minimise any risks to your health or safety. The purpose of the Lone Worker Policy & Procedures is to ensure that you are equipped to recognise any potential risks and can minimise them by using your own common sense and by adopting any appropriate measures that are suggested.

2.	WHO WORKS ALONE?
This policy covers all Clergy, staff, voluntary workers, contractors and/or organisations/individuals hiring church premises.


3.	THE RISKS
Lone working poses many risks including, but not exclusively:
▪ physical accident when there is no one available to fetch help if necessary;
▪ sudden illness, again when there is no one to raise the alarm;
▪ physical violence or threat of abuse in any form from a visitor;
▪ sexual behaviour or advances deemed to be inappropriate or threatening;
▪ accusations by a visitor of inappropriate behaviour by employees/volunteers when
there are no witnesses – this is not covered in this document but is covered in detail
in the Church of England’s Code of Safer Working Practice which you should read;

4.	ROLES AND RESPONSIBILITIES


	Overall and final responsibility for policy implementation
	The Parish of (    INSERT) PCC

	Day-to-day responsibility for ensuring this policy is put into practice is delegated to:
	(INSERT responsible person e.g. Incumbent, Church Warden, H&S Officer)





5.POLICY STATEMENT
The church seeks to minimise the risks of lone working to sensible and acceptable levels. General guidelines are provided below. However, it is the responsibility of the individual worker to make a reasonable assessment of any risks associated with their working alone, and to discuss those risks and appropriate risk control measures with their immediate supervisor. 
It is the responsibility of supervising staff to ensure that lone workers under their supervision have the awareness and competency to follow these guidelines.



6. Policy Guidance
6.1 General
When working alone at the church you should observe the following precautions:
1. Do not work at height
2. Do not use gas appliances unless you are familiar with their operation
3. Ensure that you have a mobile phone with you that is on, charged and has credit and carry it with you
4. Ensure that someone knows where you are and when you expect to leave. Let them know that you have left safely.
5. Ensure that you are sufficiently fit and well to be carrying out your tasks alone.
6. Consider advising your line manager and/or other appropriate personnel (e.g. first aider) of any health condition that may require treatment at work e.g. diabetes, epilepsy, or asthma, to help ensure your health and safety and appropriate treatment in case of emergency
7. Any incidents must be reported to     (INSERT)       so that they may be recorded in the accident book / accident record sheets on an accident form and record of accidents will be regularly reviewed. The accident book / accident record sheets are located in (INSERT)

6.2 Lone working at the church
In addition to the general guidelines:
1. Ensure that all church doors are locked to prevent unauthorised entry to the building
2. Ensure that you know where to find the first aid kits – kits are kept (Insert location of first aid kits)
3. Ensure that you are familiar with the procedures for dealing with fire – see Health & Safety Policy for further information
4. Check that the building is empty with another person if you are being left on your own after an event or activity

6.3 Lone working outside of the church
Visiting people and places who are known to you. 
If working alone away from the Church, you should consider if 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 before you go out on a visit. You should always aim to do the following: 
• Let your colleagues know where you are going;
• Make a note in your office diary of who and where you are visiting;
• The nature and location of the meeting or activity;
• Your estimated time of return to the office 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 that you have a mobile phone with you.

Visiting people and places that are not known to you and who 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 and ask that any dogs are removed from the room;
• Familiarise yourself with the quickest means of exit should you need to;
• Ensure that you seat yourself near to the door so you can exit quickly if needed.


7. Recording Pastoral Encounters 
Pastoral encounters are a significant part of lone working. They may take the form of face to-face encounters, written or telephone communication. It is not necessary to record every such encounter, although in our current climate it is probably wise to err on the side of over-recording. The following is a guide and some discretion will be needed in putting it into practice. 
Please make sure any questions about putting this into practice are discussed with an appropriate person (perhaps your Church Safeguarding Officer). If a safeguarding issue is raised, the matter must be recorded (follow separate guidance on recording safeguarding issues). 
Otherwise: 
• a brief conversation at church on a Sunday or in the high street is unlikely to warrant a record (although this may depend on the circumstances and/or content of that conversation); • a home or hospital visit or scheduled meeting with someone in a coffee shop or pub should normally be recorded. Exceptions would be in situations where the visit is made to someone as a friend as distinct from a visit in the name of the church. (It will be for the person making the visit to decide on the nature of the visit in such cases); 
• telephone calls would not normally be the subject of a record, but this may be judged wise in certain situations; 
• records may be kept when cards (‘get well’, condolence, congratulations etc.) are sent; 
• e-mails and other messages on social media will vary considerably in content and therefore discretion will be needed when deciding whether to make a record or not; significant emails may need to be printed out and hard copies retained; 
• letters are usually written to ensure there is ‘something in writing’ and so it is likely that a record would be appropriate. 

These records should include the date, time and venue of the encounter, who was involved, and a brief note of what was discussed. These records should be retained by the church when a minister, church worker, or volunteer moves on. 

In all matters, ministers, church workers, and volunteers working on behalf of the church should maintain appropriate confidentiality, while always being careful to avoid any sense of secrecy (either driven by them or by the person they are meeting with). Enforced secrecy is often a characteristic of coercive relationships. Whenever you are working on behalf of the church it will be appropriate for at least someone else to know what you are doing.

7. Review and monitoring of this policy 
This policy will be reviewed, monitored and revised every 18 months (or sooner if church activities change significantly or legislation changes) and will be approved by the PCC and adopted by the Church Meeting after such changes.
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