Acton Playing Fields and Village Hall
Lone Working/Lone Adult on Premises Policy and Procedure

1. Purpose
The purpose of this Lone Working Policy and Procedure is to ensure, so far as is reasonably practicable, the health, safety, and wellbeing of all employees, volunteers, trustees, hirers and contractors who work alone or without close supervision while carrying out activities at Acton Playing Fields and Village Hall premises.

Acton Playing Fields and Village Hall trustees, recognise that lone working can present additional risks, including personal safety, safeguarding, health and environmental risks. This document sets out Acton Playing Fields and Village Hall’s commitment to identifying, assessing, and managing those risks through appropriate planning, risk assessment, support, and supervision.

The policy and procedure aims to:
· Promote safe lone working practices
· Clarify roles and responsibilities
· Ensure appropriate safeguards and support arrangements are in place
· Provide guidance on responding to incidents, emergencies, or concerns

This approach supports Acton Playing Fields and Village Hall’s legal duties under UK health and safety legislation and reflects its commitment to creating a safe, supportive working environment for all individuals, whether roles are paid or voluntary.

2. Scope
This policy and procedure apply to everyone working/ volunteering on behalf of Acton Playing Fields and Village Hall, including the board of trustees. As a duty of care towards hirers as lone adults on the premises, Acton Playing Fields and Village Hall asks that these individuals read, understand and follow the policy as lone adults on the premises to minimise risk.

Contractors should have their own organisations policy in place but are asked to consider this document when carrying out any task for Acton Playing Fields and Village Hall. 

Hirers may find themselves alone at the premises when setting up for their hire session.  They should consider adopting this policy or have their own policy in place. 

3. Definitions
Lone working: This is tasks/work which is specifically intended to be carried out unaccompanied or without immediate access to another person. It is not the same as the chance of finding oneself on one's own

4. Policy
Acton Playing Fields and Village Hall trustees are committed to safeguarding the health & safety and wellbeing of all employees, volunteers and trustees who may be required to work alone as part of their role. Acton Playing Fields and Village Hall recognise that lone working can increase the risk of harm due to isolation, lack of immediate support, or exposure to environmental, personal safety, or safeguarding risks.

Lone working will be avoided wherever reasonably practicable. Where lone working is necessary, the charity will ensure that appropriate risk assessments are carried out, and suitable control measures are put in place to reduce risks to an acceptable level.

Acton Playing Fields and Village Hall will:
· Identify lone working activities and assess associated risks
· Implement proportionate measures to protect lone workers, including clear communication, supervision and emergency arrangements
· Provide guidance, information and training to support safe lone working
· Promote a culture where lone workers are encouraged to report concerns, incidents, or near misses without fear of detriment

All individuals who undertake lone working duties are expected to take reasonable care of their own safety and that of others, follow agreed procedures, and raise any concerns relating to lone working risks promptly.

This policy applies to all lone working activities undertaken on behalf of Acton Playing Fields and Village Hall, whether during normal working hours or outside of them.

5. Procedure
Together, trustees and the Charity Manager are responsible for identifying roles or tasks that involve lone working. Individuals are also expected to notify the Charity Manager if their role or working patterns change in a way that introduces lone working risks.
The following lone working procedures will be followed by all.

5.1 Risk assessment
A lone working risk assessment must be completed before any regular/routine tasks are set and any one-off task of lone working begins. 
Risk assessments will consider: 
· Nature of the work and environment
· Location and isolation
· Hours of work
· Personal safety and safeguarding risks
· Health considerations
Control measures:
	These will be agreed prior to the task being carried out. Where lone working is required, control measures may include:

· Clear role boundaries and expectations
· Agreed check‑in and check‑out processes
· Work schedules and location information shared in advance
· Lone working devices, phones, or apps where appropriate
· Avoiding high‑risk situations where possible
· Pairing or accompanied work for higher‑risk activities
· Lone workers must not undertake activities outside their agreed role or risk assessment.

5.2 In the event of an incident:
· The lone worker should prioritise their personal safety and contact emergency services where required.
· Incidents, near misses, or concerns must be reported to the Charity Manager as soon as possible.
· The Management Committee will ensure appropriate follow‑up, support and review of risk assessments.

5.3 Procedures
· The lone worker should have a functioning, charged mobile phone with them on their person at all times – check signal coverage before starting work. Have emergency numbers saved.
· Inform a designated contact of arrival and expected departure time. Confirm when they have safely left the site.
Agree on a check-in time if alone on the premises for more than 45 minutes. If the worker/adult fails to check in, the designated contact must attempt to reach them and escalate if necessary.
· Meet hall visitors in the lobby, ensuring all blinds are open, doors remain unlocked and that the kitchen surfaces are free of potential weapons e.g. knives, glass, crockery. Always have an escape route planned.
· Never be alone with a child unobserved.
· Be careful not to tell anyone that they are alone on site. This applies to people who telephone or e-mail them, as well as to visitors.
· Consider on an individual basis whether it is safer to work with doors locked or unlocked when working alone inside the hall.
· Lone workers/adults must not allow unknown individuals into the building.
· If approached by someone causing concern, the worker should leave the area immediately and contact the police if necessary.
· When working on the playing fields:
· Wear appropriate footwear and clothing.
· Be aware of uneven ground and weather conditions.
· Avoid isolated areas if visibility is poor.
· Carry a torch if working near dusk or dawn.

· General advice for working alone:
P - Plan to carry out onsite tasks during daylight hours, shortly before others will arrive on site
L – Log in with a buddy: let someone know you are onsite alone and let them know you are safe afterwards.
A - Avoid situations which could be difficult
N - Never assume it won't happen to you

5.4 Prohibited Lone Working Activities:
	The following tasks must not be carried out alone:

· Working at height (ladders, roof access, elevated platforms)
· Heavy manual handling
· Electrical repairs beyond simple user checks
· Use of power tools or machinery requiring two-person operation
· Any task identified as high-risk in the risk assessment


6.Monitoring and Review
The Management Committee will review this policy every year. 
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