BEVERLEY TOWN COUNCIL
LONE WORKING POLICY

1. THE LAW

Under the Health and Safety at Work Act 1974 and the Management of Health and Safety at Work
Regulations 1999, employers have a legal obligation to look after the health, safety and welfare of their
employees and contractors. Beverley Town Council acknowledges its responsibility for the health and
safety and welfare at work of its employees and the health and safety of those affected by the work.

INTRODUCTION

Employees may be required to work by themselves from time to time. Lone workers are those
employees who, at any time, work by themselves in the office, in clients’ premises or other locations
away from the office. This may be in Town Council premises, outside on site or on work related travel.
Examples could include opening and closing public amenities, being based in a location away from
other colleagues, working late in the office, visiting members of the public or outside contractors. Lone
working may present a risk to the employee. Typical risk factors include having an accident, being
exposed to violence, drunken or threatening behaviour, indecent exposure or coming across attempted
criminal activity, such as a burglary.

Councils are recommended to consider introducing a policy on Lone Working in order to:

* Increase employee awareness of safety issues relating to lone working;

¢ Ensure that the risk of lone working is assessed in a systematic and ongoing way, and that safe
systems and methods of work are put in place to reduce the risk so far as is reasonably practicable;

e Ensure that appropriate training is available so that employees are able to recognise risk and to
provide practical advice of safety when working alone; and

e Encourage full reporting and recording of any incidents relating to lone working.
EMPLOYER RESPONSIBILITIES

Beveriey Town Council has a duty to assess the risks to lone workers and to take the necessary steps to
avoid or control those risks.

The Town Clerk, Deputy Town Clerk, Administrative Assistant and Handyman by virtue of their
employment are considered lone workers. On occasion the Council may appoint other members of
staff or volunteers who shall also be covered by this policy.

The Town Clerk should have overall responsibility for:

» ensuring that there are arrangements for identifying, evaluating and managing risk associated with
lone working;

o providing resources for putting the policy into practice;
ensuring that there are arrangements for monitoring incidents linked to lone working and that they
regularly review the effectiveness of the policy;
ensuring that all employees are aware of this policy;

e ensuring that risk assessments are carried out and reviewed regularly, putting procedures and safe
systems into practice which are designed to eliminate or reduce the risks associated with working
alone;

e managing the effectiveness of preventative measures through an effective system of reporting,
investigating and recording incidents.



The Town Council should encourage employees to take responsibility for:

taking reasonable care of themselves and others affected by their actions;
co-operating by following rules and procedures designed for safe working;

e keeping the Town Clerk up to date regarding their meeting times, location and contact details and
making any amendments as soon as they occur;

e reporting all incidents that may affect the health and safety of themselves or others and asking for
guidance;

e taking part in any training designed to meet the requirements of the policy;
reporting any dangers or potential dangers they identify or any concerns they might have in
respect of working alone.

RISK ASSESSMENTS

A risk assessment shouid be carried out for and by all employees who are going to be working alone.
Risk Assessments for workers working alone in a bullding or ar a particular site would include:

safe access and exit points;

risk of violence;

safety of equipment for individual use;

channels of communication in case of emergency (for example, mobile telephone or emergency
contact details);

site security;

security arrangements i.e. alarm systems

Risk Assessments for mobile lone workers must include:

a risk assessment each time a visit is planned;
whether there have been any changes to the planned visit;
travelling between appointments (e.g. if using a car, what procedure is in place if there is a
breakdown,; is there a health and safety kit on board?);

¢ reporting and recording arrangements (e.g. address of meeting, name of person, time of
appointment, approximate finish time, contact telephone number);

¢ communication and traceability (e.g. what method of communication is to be used and who is the
lone workers going to communicate with?);
personal safety/security;

e any health issues/concerns.

Following the risk assessment, consideration should be given to any appropriate action required.
INCIDENT REPORTING

An incident can be defined as an unplanned or uncontrolled event or sequence of events that has the
potential to cause injury, ill health or damage. All incidents must be reported to the designated point of
contact eg the Town Clerk. Employees should ensure that all incidents where they feel threatened or
unsafe (even if this is not a tangible event/experience) are reported. This includes incidents of verbal
abuse. It is a good idea to remind employees that they should dial 999 if they need emergency
assistance whilst out and about.

SPECIFIC ARRANGEMENTS
Point of Contact

The point of contact for Officers will be the Town Clerk and the Chairman of the Council; Chairmen of a
relevant Committee may also be a point of contact.



Liaison with the Public

Members of the public, unknown to Officers of the Council shall not be permitted to enter the offices
of the Council whilst Officers of the Council are working alone. All enquiries must therefore be dealt
with in the reception area on the ground floor.

Members of the public, with issues to raise which are personal to them, which cannot be dealt with by
Officers of the Council, will be given contact details for their relevant Ward.

Council Meetings

Members of the public, unknown to Officers of the Council shall be not permitted to enter the offices
of the Council to observe a meeting of the Council, until such time as a Member of the Council is
present. The family of Officers attending an evening Council meeting should be given a contact
number of the Chairman of that Meeting, should Officers fail to arrive home by an agreed time.

Civic Property

Officers of the Council shall not collect items of Civic Property alone.

In the case of Full Council Meetings, the Macebearer shall accompany the Town Clerk during the
transfer of Civic Property between the Guildhall and the Council offices.

Cash Handling

All cash received should be banked on the day of receipt.
Where possible all money should be banked in a safe and appropriate manner.

Working within the Office

Officers must not place themselves in danger by way of lifting and handling heavy items.
Access to first aid equipment shouid be available at all times.

Working outside of the Office

There are occasions when Officers of the Council will be required to work outside the Office, be it
attending meetings, visiting allotments etc.

Officers of the Council who are required to leave the Council Office on work related matters, must at
all times have access to a mobile phone; all calls from a personal phone made on work related matters

will be reimbursed; the Council will make necessary arrangements should an officer not have access to
a phone.

Where possible Officers of the Council should be accompanied; if not possible depending on the
nature of the work, Chairmen of the relevant Committee, another Officer, the Chairman of the Council
or a member of staff within the Office building should be aware of the work to be carried out, location
and expected time of retu\r}p.

Approved and Adopted by Full Council on 20th February 2023

Signed

W
oL fphmace M«,
Coundillor Linda Johnson Matthe W-Snowde .~

Mayor of Beverley Acting Town Clerk
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