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1. This policy applies to all staff and volunteers working on behalf of the HCFWI. 

2. The Federation will avoid the need for employees or volunteers to work alone 
where reasonably practicable. Where the conditions of service delivery or WI work 
require (staff/volunteers) to work alone, the individual member and their line 
manager have a duty to assess and reduce the risks which lone working presents. 
This policy is designed to alert staff and volunteers to the risks presented by lone 
working, to identify the responsibilities each person has and to describe procedures 
which will minimise such risks 

3. This policy should be read in conjunction with relevant policies, such as 
Health and Safety and Safeguarding.  

4. The HSE leaflet Protecting Lone Workers: How to Manage the Risks provides 
context for HCFWI Trustees, line managers and supervisors. Good practice is 
reflected in this policy.   

Definition 

5. HSE defines Lone workers as those who work by themselves without close 
or direct supervision. 

6. In this document ‘Lone Working’ refers to situations where staff or volunteers 
in the course of their duties work alone or are physically isolated from colleagues 
and are without access to immediate assistance. This may include (this is not an 
exhaustive list) 

• Travelling alone, and/or to areas with limited mobile phone access; 
• Working alone in the office, particularly late at night, including leaving 

buildings;  
• Meeting with someone external to the organisation. 

Responsibilities 

7. Employees, volunteers and HCFWI Trustees share responsibility for health 
and safety matters. 

8. The HCFWI is responsible for: 

• Assessing the potential risks staff and volunteers may face in their 
role and reduce these as much as practically possible 

• Implementing procedures that help ensure health, safety and 
wellbeing of staff and volunteers 

9. It is the responsibility of the Board of Trustees to: 

• Regularly monitor and review policy and procedures 

 

https://www.hse.gov.uk/pubns/indg73.pdf
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10. It is the responsibility of the Company Secretary to: 

• Ensure appropriate policies and procedures are in place and 
implemented to ensure the health and safety of staff and volunteers 
and to report any errors, omissions or recommended changes to BOT 
at the earliest opportunity. 

11. The HCFWI is committed to supporting staff and volunteers by recognising 
and reducing the risks involved in lone working and by providing appropriate 
support. 

12. The line manager or volunteer co-ordinator is responsible for: 

• ensuring lone working is avoided as far as is reasonably practicable; 
• putting emergency procedures in place so that staff or volunteers 

working alone can obtain assistance if required; 
• ensuring a risk assessment is completed by a person competent to do 

so prior to employee/volunteers working alone (see 13 below) 
• ensuring any employee/volunteer working alone is capable of 

undertaking the work alone; 
• making sure arrangements are in place so that someone else is 

aware of a lone worker's whereabouts at all times; 
• raising an appropriate level of alarm if a member of staff or volunteer 

cannot be contacted or does not return within 2 hours of expected 
contact or return; and, 

• ensuring persons working alone are provided with adequate 
information, instruction and training to understand the hazards and 
risks and the safe working procedures associated with working alone.  

13. When conducting the lone working assessment, the line manager/volunteer 
co-ordinator will: 

• Give consideration to the greater risks to expectant mothers, young 
persons and other vulnerable persons; 

• Involve the employee/volunteer who is working alone in the 
assessment process and the development of safe working methods; 

• Consider the following factors, as appropriate to the circumstances, 
are included in the assessment process: 

o The environment - location, security and access 
o The context - nature of the task, any special circumstances 
o The individuals concerned - indicators of potential or actual risk 
o The history – any previous incidents in similar circumstances 
o Any special circumstances 

• Advise the employee or volunteer undertaking the lone working of the 
findings of the assessment; and 

• Ensure a record of lone working assessments are kept centrally on 
SharePoint  
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14. If there is reasonable doubt about the safety of a lone worker in a given 
situation then consideration should be given to sending a second 
worker/volunteer or cancelling the engagement. 

15. Employees/volunteers working alone are responsible for ensuring they: 

• Follow the safe working arrangements developed by the organisation 
for lone working; 

• Work with the line manager/volunteer co-ordinator completing the risk 
assessment, including providing alternative contacts for emergencies; 

• Take reasonable steps to ensure their own safety. Reasonable 
precautions might include: 

o Checking directions for destination. 
o Ensuring vehicle is roadworthy and has breakdown cover, 

ensure all cars are started and lights working before driving off to 
avoid leaving anyone alone in a carpark. Lock car doors. 

o Ensuring someone knows where they are going and when they 
expect to be home. 

o Single advisers out late at night to contact nominated person 
when home safely. 

o Avoiding poorly lit or deserted areas, consider precautions 
needed where lighting is turned off once the meeting finishes. 

o Taking care when leaving empty buildings especially at night 
o Ensuring that equipment such as laptops and mobile phones are 

carried discreetly 

• Inform their line manager/volunteer co-ordinator of any incidents or 
safety concerns before or during a period of lone working; 

• Report any safety practices that need to be improved or risks not 
otherwise identified; and 

• If there are any incidents, they will need to be reviewed at the time 
with any appropriate action taken and a report given to the next Board 

meeting. 

16. The HCFWI board will periodically (e.g.six-monthly) review lone-working 
assessments and any concerns raised by staff or volunteers in relation to 
lone-working as they are reported to the Board of Trustees. This policy will be 
reviewed annually.  

 


