Guildhall Lone Working Policy

1. Introduction

The Guildhall Feoffment is committed to safeguarding the health, safety, and welfare of all
staff and volunteers. In particular, we recognise the potential risks faced by lone workers—
those who work without close or direct supervision, whether on-site or On-Call.

This policy sets out the measures in place to protect individuals working alone, including

Scheme Managers, maintenance staff, contractors, and others who may perform tasks
unsupervised or outside standard hours.

2. Definition of Lone Working

A lone worker is someone who works by themselves without direct or close supervision.
This includes, but is not limited to:

o Staff visiting or working in one of the almshouse sites alone
e Being On-Call for emergencies (e.g. night-time support to residents)

o Undertaking maintenance, inspections, or administration without others present
e Occasional home or off-site working without colleague presence

3. Policy Aims
The aims of this policy are to:
o Ensure the safety and well-being of lone workers
o Identify risks associated with lone working and implement control measures
o Establish procedures for working alone safely, including during On-Call periods

e Comply with legal duties under the Health and Safety at Work Act 1974 and related
regulations

4. Roles and Responsibilities

Trustees

e Overall responsibility for ensuring this policy is implemented and monitored



Clerk

e Conducts risk assessments related to lone working
o Ensures staff have adequate training, support, and safety equipment

Employees and Volunteers

e Must follow this policy and any related procedures
e Report concerns, incidents, or hazards immediately
o Take reasonable care for their own safety and that of others

5. Lone Working Risks

Lone working, particularly in residential settings like almshouses, can involve specific risks,
including:

e Medical emergencies or accidents without assistance

e Aggression or verbal abuse from residents or visitors

o Trips, falls, or physical strain while carrying out maintenance or support tasks
e Mental health impacts from isolation or stress

o Fatigue from being On-Call outside normal hours

6. On-Call Duties and Safety

Where Scheme Managers are required to be On-Call, the following safety procedures apply:

e Clear Protocols: On-Call duties must be clearly defined, including when and how
staff are expected to respond.

e Mobile Phones: On-Call staff must carry a fully charged phone at all times.

o Emergency Contacts: A 24-hour emergency contact list must be maintained,
including the Clerk or designated trustee.

o Call Logging: Staff should log any night-time incidents or call-outs, including time,
location, and nature of the event.

e Rest Breaks: Consideration must be given to ensuring adequate rest for those with
frequent On-Call duties.

o Support After Incidents: Debriefs and emotional support must be available after
stressful events.

7. Control Measures
To reduce the risks of lone working, the Guildhall Feoffment will:

e Carry out individual and task-specific lone working risk assessments



o Ensure staff are trained in personal safety, emergency response, and incident reporting

e Provide access to personal alarms or communication devices if required

o Establish check-in procedures (e.g. staff notify the Clerk when working alone Out-of-
Hours)

e Minimise high-risk tasks [e.g. working at height or with hazardous materials] when
working alone

8. Emergency Procedures
In an emergency, lone workers must:
o Contact emergency services immediately if needed (999)
o Notify the Clerk or designated contact as soon as safely possible

e Record the incident in the appropriate log or reporting system
e Use a personal alarm if provided and follow pre-agreed escalation steps

9. Incident Reporting
Any incident involving lone working (accident, aggression, near miss, or safety concern)

must be reported promptly using the Charity’s incident reporting procedure. This allows for
investigation and review of risk controls.

10. Training and Awareness
All staff and volunteers engaged in lone working will receive:
e An induction that includes this policy

o Training in risk awareness, safety procedures, and emergency response
o Periodic refreshers or updates where needed

11. Monitoring and Review
This policy will be reviewed annually, or sooner if:
o There is a change in lone working arrangements

¢ Anincident or near miss occurs
o Legislation or best practice changes



