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Lone Working Policy & Procedures 

 

1. Purpose  

This policy refers to paid staff and volunteers.  

 

Where the word 'worker' is used it should be taken to mean any person who carries out 

tasks on behalf of Proud2Be, where paid or unpaid. It does not mean that Proud2Be 

regards its volunteers as having the same statutory or employment rights as its 

employees. It does mean that Proud2Be considers that many areas of good practice 

(including this lone worker policy) relate equally to paid staff and to volunteers. 

Proud2Be recognises its duty of care for the health, safety and security of workers 

working alone, either in paid roles or as volunteers, alone.  

 

Although there is no general legal prohibition on working alone, the broad duties of the 

Health and Safety at Work Act 1974 (HASAW) and the Management of Health and Safety 

at Work Regulations 1999 (MHSW) are applicable. These require identifying hazards of 

the work, assessing the risks involved, and putting measures in place to avoid or control 

the risks. Proud2Be's Lone Worker Policy must be applied to all situations covered in 

section 2.  

 

Workers must feel safe in lone working and will not be asked to undertake any work 

where this is not the case.  

 

2. Lone Workers Definition  

Lone workers can be anyone who works by themselves without close or direct 

supervision. This includes the following situations:  

● Working at an outreach location 

● Working outside standard working hours e.g., in the evening, during weekends 

and bank holidays 

● Working from home 

● Attending events or conferences 

● Meeting service users outside group sessions 

● Meeting service users as 121 provision 

● Working from the Proud2Be hub in Newton Abbot 

 

3. Responsibilities  

 

3.1 Proud2Be's responsibilities  

● Carry out a risk assessment – this responsibility cannot be transferred to the lone 

worker 

● Put systems in place to ensure staff who work alone are safe 

● Record all assessment and safety measures identified to alleviate risk 

● Regularly evaluate the systems to ensure they are still valid 

● Ensure that if a risk cannot be made safe, two workers carry out the task 

● Ensure staff training takes place 

● Know where lone workers are during working hours 

● Ensure lone workers are supervised regularly 



 

 

● Ensure that the company is insured to cover lone working 

 

3.2 Worker’s responsibilities  
● Take reasonable care of their own and other people’s safety 

● Have an awareness of their surroundings and the possible threats to their 

personal safety when working alone 

● Carry and use a mobile phone, making sure it is charged 

● Inform the designated person of any changes to their movements or if their 

vehicle breaks down 

● Ensure that Google Calendar has up-to-date information about meetings they 

attend 

● Be involved in assessing risk and identifying safety measures 

● Leave the working environment if there is an imminent danger to their safety 

● Follow the organisation’s policies and procedures set up to protect their safety 

● Undertake and follow training provided to ensure their safety 

● Ensure they take regular breaks to avoid working excessively long hours 

● Tell the employer when safety measures are not adequate 

● Tell the employer when they have encountered a ‘near miss’ or have identified 
additional risks to their safety that were previously unidentified  

● Report to the employer any actual accidents or incidents that occur, using proper 

organisational procedure 

 

4. Risk Assessment  

● A risk Assessment should be carried out or arranged by both the service manager 

on lone workers and their environment and updated at regular intervals 

● Any significant risk should be written down and kept as a matter of record. Please 

see Appendix 1 Lone Worker Risk Assessment Template  

 

5. Communication  

● Maintaining effective communications with workers in lone situations is essential. 

It will help to ensure that workers can keep colleagues informed of their 

whereabouts but also provides a means of making contact in an emergency 

therefore enhances an individual's sense of security.  

● All workers who work alone outside the Proud2Be's offices will be provided with 

a mobile phone or an agreement made to use their own. Whenever they are 

going out alone to meet a service user, they should ensure that the line manager 

knows where they are going and when they expect to return.  

● All workers should ensure that the Proud2Be contact register contains up-to-date 

details of their emergency contact/s.  

 

6. Procedures for Lone Working 

 

6.1 Working at an outreach location  

● All regularly used outreach locations will have an initial Health & Safety risk check 

and this is then annually updated.  

● The worker/s at these locations is provided with or has agreed to use their own 

mobile phone. 



 

 

 

6.2 Working outside standard working hours  

● When and what the worker are doing to be logged in the shared Google 

Calendar.  

● The worker to be contactable via their mobile phone or put details in the shared 

Google Calendar of another number that they can be contacted on. 

 

6.3 Working from home  

● 'Working from home' to be logged in Google Calendar.  

● The member of staff to be contactable via their mobile phone or information 

shared about their landline number that they can be contacted on. 

 

6.4 Working from the Proud2Be hub 

● Use of the Proud2Be hub to be recorded on the Proud2Be Internal Meetings 
Google Calendar diary with initials of the worker, mobile number of worker, date 
and time 

● Workers to sign in and out when using the Proud2Be office 
● The front door to remain locked throughout the day and windows to be closed 

when worker is working anywhere other than the main room or reception room 
● Workers to check all areas of the Proud2Be hub including toilets, before locking 

up at night 
 

6.5 Attending events or conferences  

● Information about the event and its location to be recorded on the Google 

Calendar 

 

6.6 Meeting service users outside group sessions e.g., meeting service users who are 

nervous about attending a group for the first time 

● Initial contact with a service user will be made in a public place 

● All venues will be risk assessed 

● Venues will be negotiated between the service coordinator and the 121 support 

worker 

● Workers to carry out dynamic risk assessments throughout any visit 
● All agreed meetings will be recorded in Proud2Be 121 support Google Calendar 

diary with initials of service user, name & mobile number of worker/s, session 

date, time & venue 

● The worker will have a mobile phone with them that is charged and turned on 

● If the Line Manager (or other agreed member of staff) has not received a text or a 

phone call from the worker within half an hour of the arranged ending time of the 

meeting, then they must make urgent contact with the worker to check on their 

safety 

● If an emergency occurs and police intervention is required, the worker should call 

their line manager (or other agreed member of staff) and say ‘"can you get the 
green folder for me". Line manager will then contact the police for assistance 

giving location of worker 

 



 

 

6.5 Meeting service users as 121 provision at the service users home address, at 

the Proud2Be hub, or within the community i.e., school, youth centre, community 

centre, café, park 

● The 121 assessment and allocation process will be carried out by the head of 

service and service coordinator who will work together to access the risk the 

service user may pose to the worker 

● After allocation, workers will be accompanied to the initial meeting by the service 

coordinator 

● All further 121 support meetings will be agreed by the service coordinator 

● Venues will be negotiated between the service coordinator and the 121-support 

worker 

● All venues will be risk assessed 

● Workers to carry out dynamic risk assessments throughout any visit 
● All agreed 121 meetings will be recorded in Proud2Be 121 support Google 

Calendar diary with initials of service user, name & mobile number of worker/s, 

session date, time & venue 

● The worker will have a mobile phone with them that is charged and turned on 

● If the Line Manager (or other agreed member of staff) has not received a text or a 

phone call from the worker within half an hour of the arranged ending time of the 

meeting, then they must make urgent contact with the worker to check on their 

safety 

● If an emergency occurs and police intervention is required, the worker should call 

their line manager (or other agreed member of staff) and say ‘"can you get the 
green folder for me". Line manager will then contact the police for assistance 

giving location of worker 

 

7. Monitoring and review of the Policy  

This policy is to be monitored on an ongoing process by the Proud2Be CEO to ensure 

that it meets current needs and is to be reviewed every year.  

 

 

Date that the policy was last amended/reviewed by the CEO :  

 

Signature of the CEO :  

 

Date of the next review : 

 

 

 

 

 

 

14/01/2026

14/02/2027



 

 

 

 

 

 

 

Appendix 1 

 

Key 1 = Low 2 = Medium 3 = High  

 
Lone Worker Risk Assessment Template  

 

Identified 

hazard  

 

Likelihood 

of hazard 

occurring 

Severity of 

hazard 

occurring  

 

Risk level 

(likelihood x 

severity)  

 

Counter 

measure  

 

Additional 

requirement
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