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1. Policy Statement 

The Trustees and Office Bearers of Upper Braes Parish Church (the Employer) are committed to the 
health, safety and wellbeing of the members, employees and volunteers who, in the course of their 
work and ministry, may have to work alone either in or outside church premises. 
 
This policy provides a guide for managing the risks presented by lone working, as well as identifying 
the responsibilities each person has in this situation.  
 
Ensuring the safety and well-being of all those involved in church activities is part of our 
safeguarding role. We have a right to be safe, as do those people we come into contact with. 
 
All workers and volunteers should avoid working alone if it is not necessary, and work with others 
where possible. If this is not feasible, they should be aware of the importance of personal safety. 
 
Further information and guidance is given in Health and Safety Executive publications 
https://www.hse.gov.uk/lone-working/employer/index.htm. 

2. Lone Working Definitions  

2.1 Lone Worker 

Anyone working/volunteering at the church buildings where only one person is working on the 
premises and/or people working outside normal hours, e.g. cleaners  
 
Those working/volunteering away from the church buildings where:  

• one person is visiting another premises or meeting venue  

• one person is making a home visit to an individual 

2.2 Lone Worker Responsibilities 

Lone Workers should: 

• consider how to undertake lone working safely 

• assess the risks of situations where a threat to personal safety could occur 

• reduce those risks through appropriate procedures and control measure 
 
Advice on lone working should be sought from a line manager or Health and Safety manager 
(Property Convener) where needed. 

2.3 Who does this affect?  

Lone working affects any number of people who access church buildings or carry out church work 
alone including: 

• minister and other ministry staff (Pastoral Assistants, Youth Development Worker) 

• cleaner  

• church Lets manager  

• volunteers who come into church buildings to prepare for services, events, arrange flowers etc 

• anyone doing maintenance in church buildings 

• anyone doing a pastoral visit to someone’s home 

2.4 Risks  

The list below is not exhaustive and identifies some of the risks associated with lone working: 

• Physical accident (from injury, fire, etc. such as when using kitchen or maintenance equipment) 

• Sudden illness  

• Physical violence or threat of abuse in any form from a visitor  

• Psychological harm from threats or disclosure 

• Behaviour or advances deemed to be inappropriate or threatening  

• Accusations by a visitor of inappropriate behaviour by staff/volunteers when there are no 
witnesses  

• Stress caused by working in isolation or from abusive calls or digital media. 

  

https://protect.checkpoint.com/v2/r02/___https://www.hse.gov.uk/lone-working/employer/index.htm___.YzJlOmNodXJjaG9mc2NvdGxhbmQ6YzpvOjgzZjI4NmUwNmM3MDhjOTM5M2JmN2RmMzlmMjgxNTRjOjc6ZjA0ZjphOTE0ZjFiNjU4ZTA2N2U5YjhmM2JjZjFjNTE1Y2NkOGU3NTkyMmY4N2ZjZTdjOTNkMGIyNTNmNWFiNTFkMTkzOnA6VDpO
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3. Principles 

We recognise that there are times when lone working is necessary and, therefore we will ensure 
that personnel lone working are aware of the following: 

• the need to consider risk assessment of building safety and security (refer to Building Security 
Policies – Brightons Ministry Centre and Slamannan Ministry Centre) such that it meets 
appropriate standards e.g. lighting, adequacy of door locks, access control procedures 

• location of First Aid kits, sharps disposal kits and spillage kits (refer to Health and Safety Policy 
for location details) 

• the need to consider how to raise the alarm if an incident occurs and a means of communicating 
easily with others if an issue arises 

• additional considerations applicable to home visits 
 
Whilst this policy applies to lone working on the church premises and home visits, in order to meet 
the responsibilities as an employer, the same principles should be applied to lone working from 
home. 

4. Responsibilities of a Lone Worker 

When working alone: 

• work out the safest way carry out the task – e.g. a private meeting can be held in public place 

• ensure that someone knows where you are going and when you are likely to be finished - 
ensuring you can be traced; an accessible diary with contact details is advisable (e.g. an 
Outlook or Google calendar can be shared a line manager or co-worker) 

• take a mobile phone with you – switched on and charged 

• for extended periods of visiting arrange phone/text check-in times to maintain communication 

• when visiting someone in their own home, let them know you are coming and follow the 
guidelines below 

• always follow your intuition 

• think about what the risks might be in any situation – Figure 1 below is a flowchart from the Suzy 
Lamplugh Trust may be helpful: 

 
Figure 1 Risk Assessment Flowchart 
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5. Brightons Ministry Centre 

Brightons Ministry Centre (BMC) comprises a complex of rooms, halls etc. which are in regular use 
at various times of the week. Personnel lone working must familiarise themselves with the Building 
Security Policy – Brightons Ministry Centre which detail of layout and security procedures. 
 
Lone workers should be aware of other building users. Scheduled building use is detailed in the 
church calendar on the website https://upperbraes.org.uk/calendar. 
 
BMC is generally well used and lone workers should expect others to be accessing the building at 
any time. It has good connectivity in terms of phone line availability and mobile network connection. 
 
BMC is considered a suitable location for office work lone working having the relevant office facilities 
(Office and Vestry), phone connection, WiFi, PC and copier/printer. 

6. Slamannan Ministry Centre 

Slamannan Ministry Centre (SMC) comprises the Sanctuary (including gallery), Session Room and 
kitchen. Personnel lone working must familiarise themselves with the Building Security Policy – 
Slamannan Ministry Centre which detail of layout and security procedures. 
 
Lone workers should be aware of other building users. Scheduled building use is detailed in the 
church calendar on the website https://upperbraes.org.uk/calendar. 
 
SMC is generally not fully utilised or occupied, has no landline phone and can have limited mobile 
data connectivity (depending on network used). This potential lack of connectivity should be 
considered when lone working. 
 
SMC is not considered as suitable location for office work as it currently does not have appropriate 
facilities for such work. 

7. Home Visits 

Home visits present particular risks to lone workers and all lone workers who are conducting home 
visits should make sure they have considered the relevant risks and precautions. If circumstances 
allow, consideration should be given as to whether two members of staff/volunteers are able to carry 
out the home visit. 
 

• Lone workers should always ensure that their line manager, colleague or family member is 
aware of their whereabouts at all times - this includes giving the address they’re visiting, details 
of the person they’re visiting, telephone numbers if known as well as an approximate arrival and 
departure time 

• Lone workers must not conduct a home visit with a child or a person under the age of 18 
in their home unless another adult is present 

• Lone workers should always be aware of their safety in someone else’s home - where possible, 
home visits should be conducted during the morning or early afternoon to prevent the lone 
worker travelling in the dark through areas that they may not know or feel comfortable in - if this 
is not possible, working in pairs should be considered 

• Lone workers should ensure that their cars are well-maintained with suitable fuel, MOT and 
insurance up-to-date and park in well-lit areas (see Driving for Work Using Own Vehicle Policy) 

• Beware of dogs even when they appear friendly -it is reasonable to ask for them to be placed in 
another room 

• Before entering someone else’s home think about how you can quickly remove yourself if you 
feel uncomfortable or if someone unknown to you is there/arrives during the meeting – have a 
script in your head 

• Always follow your intuition 

• Make a record of any home visit – this may be a simple as a diary note. 

 
It is good practice to check with the person concerned at the start, midway through and at the end of 
the meeting that they are comfortable with the arrangement and process of the meeting. 
 

https://protect.checkpoint.com/v2/r02/___https://upperbraes.org.uk/calendar___.YzJlOmNodXJjaG9mc2NvdGxhbmQ6YzpvOjgzZjI4NmUwNmM3MDhjOTM5M2JmN2RmMzlmMjgxNTRjOjc6NzNhYTo0Mzc4ZDI0MWJmMGZlYWQ4MjI0ZTIwOGVhNjFjYjJmYjVkYTFjNDU3MGRhMjE1MDU4NWMzYzU1ZDAxMGQ5ZjkwOnA6VDpO
https://protect.checkpoint.com/v2/r02/___https://upperbraes.org.uk/calendar___.YzJlOmNodXJjaG9mc2NvdGxhbmQ6YzpvOjgzZjI4NmUwNmM3MDhjOTM5M2JmN2RmMzlmMjgxNTRjOjc6NzNhYTo0Mzc4ZDI0MWJmMGZlYWQ4MjI0ZTIwOGVhNjFjYjJmYjVkYTFjNDU3MGRhMjE1MDU4NWMzYzU1ZDAxMGQ5ZjkwOnA6VDpO
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8. Travel Safety 

The following are general principles that should be consider when travelling alone: 

• Avoid isolated bus stops 

• Don’t park in dark corners 

• Use only registered taxis 

• Have vehicle breakdown cover in place 

• Ensure appropriate clothing, emergency food and liquid refreshment are carried during 
journeys 

• Check road/weather conditions prior to travel 

• Read and understand the Driving for Work Using Own Vehicle Policy 

9. Safeguarding yourself and others 

If you encounter a threat, violence, aggressive behaviour or you feel uncomfortable with someone 
you have encountered, tell someone about it and record it (see below). Agree with colleagues and 
the Safeguarding Panel how future engagement with that person will be conducted. 
 
Should matters of a safeguarding nature be raised or reported during a visit or meeting, keep a 
record and report matters to the Safeguarding Coordinator in line with Safeguarding guidelines. 
 
A record of a visit or meeting that gives rise to concern should be more formally noted including 
consideration of the following:  

• when and where the meeting / discussion took place 

• purpose of the meeting / discussion 

• the time you / the other person arrived and left 

• who else was present (if applicable) 

• a brief, factual account of what was discussed / agreed 

• any potential or actual safeguarding concerns identified 

• any actions taken / to be taken and any decisions made, including advice taken and who shared 
with 

• sign and date the record and store securely for discussion with line manager and/or 
Safeguarding Coordinator 

 


