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[bookmark: _Toc421283469][bookmark: _Toc95224734]1.Lone Worker Policy	
1.1 [bookmark: _Toc95224735]Introduction 
Age UK is committed to promoting the safety, welfare and wellbeing of its staff and volunteers and acknowledges that working alone brings with it inherent risks. Staff and volunteers at Age UK should feel empowered to take reasonable steps to protect their best interests and those of the organisation when working alone.  
Above all else, Age UK values its people and aims to ensure that lone working is as safe as possible.
Lone workers should, in consultation with their Line Manager, discuss their approach to working alone. The guidelines and procedures within this document aim to assist staff and volunteers to work both flexibly and safely.
1.4 [bookmark: _Toc95224736]Who does the policy apply to?
The Age UK lone working policy and procedure applies to all employees (permanent, part-time, temporary, agency and consultants) and volunteers of Age UK, who work alone on a regular, ad hoc, or task-specific basis. 
All employees, volunteers and associated persons are required to familiarise themselves and comply with this policy, including any future updates that may be issued.
1.4 [bookmark: _Toc95224737]What does the policy cover?
This policy provides information to lone workers and their managers on best practice to ensure the safety and wellbeing of lone workers. A lone worker is a person who works by themselves or without close supervision.
Age UK considers that safe arrangements for lone workers must include the following;
· Effective communication measures between managers and lone workers with agreed support systems and arrangements.
· A lone worker self-assessment completed by the lone worker and discussed with their manager on a regular basis as necessary
· Sufficient informationand instruction to enable lone workers to recognise and mitigate against hazards in their working environment. 
· Safety guidelines and precautionary measures relevant to emergency situations, such as fire, equipment failure, violence, illness or accidents by everyone who works alone. 
· Reporting Mechanisms to ensure all incidents and concerns are recorded appropriately. 
· Reasonable adjustments for any employees or volunteers with care and support needs who are required to undertake any work alone.
In addition to the above, it is important to note:
· Children and young persons (aged under 18), must never work alone. Reference should also be made to the Age UK Child Safeguarding Policy, Guidance & Procedures on the loop. 
· Untrained individuals must not be left unsupervised when carrying out duties that require specific training to enable them to carry out a task safely.
1.4 [bookmark: _Toc95224738]Roles and Responsibilities
Age UK Board of Trustees is responsible for ensuring a Lone Working policy exists and that Age UK protects the Health and Safety of all its workers.
Age UK Directors (for each area of business) are responsible for ensuring that all aspects of this policy are applied appropriately and that their behaviours and activities demonstrate the importance of adhering to appropriate health and safety procedures. 
Age UK Managers and Heads of Department and those employees with delegated responsibility for team leadership and supervision are responsible for day-to-day implementation of the policy amongst the teams that are directly managed by them. Managers’ duties in respect of lone working are detailed in the procedure. 
Age UK People and Performance (P&P) are responsible for ensuring that people practices including induction, training and health and safety management reflect the Age UK commitment to the health and safety of all workers. 
Age UK Safe and Well Team are responsible for reviewing incident reports, learning from incidents and taking action to prevent health and safety risks from re-occurring. 
Age UK Employees and Volunteers are responsible for their own conduct and behaviour and should minimise risks of harm as far as possible for their specific roles. 
[bookmark: _Toc421283470][bookmark: _Toc95224739]2. Lone Worker Procedure 
[bookmark: _Toc95224740]2.1 Definition
A lone worker is a person who carries out their role or specific activities as part of their role, in isolation from other workers without close or direct supervision. Within Age UK this can include field-based workers, hybrid workers when working from home, home-based workers and others who work on premises alone. Examples include:
· Retail shop employees when they are the only team member on the premises;
· Stock Collectors that spend time alone driving, bagging and collecting stock;
· Area Sales Managers (ASM) and Divisional Sales Managers (DSM) who drive from shop to shop within the retail estate and also work from home;
· Care Co-ordinators visiting Age UK Donors and Tenants in their own homes, covering large geographical areas and based at home;
· HR Consultants and Safe & Well Consultants who may work from home but also travel extensively across the retail estate;
· Colleagues working from Hybrid Working contract when at their remote working location.

This list is not endless, and there are many other field roles and lone workers within Age UK. There are guides at the end of this document which consider risks and associated mitigating actions for different roles and tasks which are frequently undertaken by lone workers. 
[bookmark: _Toc95224741]2.2 Advice for Managers 
If, as a manager, members of your team are classified as lone workers, you are responsible for: 
· Having regular and ongoing conversations with your staff who work alone to discuss their health (both physical and mental), their safety and any issues which are impacting on their ability to complete their role. 
· Understanding the environmental and personal risk factors relevant to the individual and maintaining awareness of how of these are impacting. 
· Requesting and reminding the employee or volunteer to complete, and keep up-to-date, the lone-worker self-assessment. Once completed this should be used as the basis for your regular conversations.
· Ensuring that the self-assessment provides details of identified risks along with measures to monitor and mitigate these risks. 
· Ensure that training is completed relevant to the role and any associated tasks. This may include emergency procedures appropriate to the tasks that the lone worker is undertaking.
· Recording and reporting all incidents appropriately. 
· Completing a further risk assessment should this be required. 
[bookmark: _Toc95224742]2.3 Advice for Employees
As a lone worker, you are responsible to take actions to ensure your safety and wellbeing, so far as is possible. This may include but is not limited to, liaising with your manager to:
· Discuss and keep under review your lone worker self-assessment. This should be focussed on your lone working activities, potential hazards and appropriate control measures which can be used to mitigate risks. 
· Ensure you can follow the recommendations for safe working relevant to your role. 
· Report all incidents, unsafe or potentially unsafe situations. 
· Discuss your wellbeing or any concerns you have identified that impacts on your ability to do your job. 
[bookmark: _Toc95224743][bookmark: _Toc421283473]3. Communication
Communication is a key part of maintaining the safety of lone workers. Line managers should agree with their employees how and when they will keep in touch.
During an employee’s first few weeks with the charity, managers might want to keep in contact more regularly, i.e. on a daily basis because it is important during this time that you maintain a high level of communication to help build your relationship, solve any issues that should arise early on and confirm expectations.
For more established members of the team, the line manager may want to agree with the employee what ‘keeping in contact’ looks like for you both, and be flexible depending on their experience, confidence, wellbeing, and their capability in the role.
Lone working will involve a high level of trust between the manager and eemployee.  Line managers should set out their expectations taking into account any individual needs.  Examples of considerations include:
· The hours which the employee is expected to work and the importance of taking regular breaks;
· What their working pattern will look like;
· How their weekly plan will be shared, i.e.by using shared calendars;
· How and when regular check in’s will take place and who will instigate these conversations.

All of Age UK’s policies and procedures should still be adhered to and followed in relation to tackling poor behaviour, absence reporting and management and  performance management. 
All employees are reminded they must follow the guidelines laid out in the Age UK Sickness Absence Policy and Procedure for reporting absence. 
[bookmark: _Toc95224744]4. Managing risk
. All staff are encouraged to undertake dynamic risk assessments as part of their regular working day to identify risks in the immediate environment and take appropriate actions to avoid these. This might range from not driving when tired, to not entering a beneficiary’s house if the environment doesn’t appear safe.
Age UK would encourage any colleague that is lone working to consider the situation that they are in or about to enter and avoid knowingly putting themselves at risk.  Where a colleague believes they are in danger and their health and safety may be compromised, it is encouraged that the colleague acts responsibly and removes themselves from the situation. This must be communicated to and discussed with the line manager as soon as possible following the identification of a risk.
Regular conversations between the manager and lone worker should identify risks in advance and appropriate actions can then be taken or put in place. However, not all risks can be easily removed and some of these will require a more thorough risk assessment to be completed. 
The purpose of the self-assessment is to consider the job role and the environment where the tasks are performed to identify what risks might be faced by an individual working alone. The assessment is an opportunity to identify how the risks could be removed, reduced or responded to. Any assessment should be carried out together between the manager and employee /volunteer.
The task-specific guides included as appendices to this procedure include some of the more prominent risks that are evident in different environments but do not cover all scenarios. 
Any questions on completing the risk assessment process can be referred to the Safe and Well team. A copy of the completed self-assessment form should be held by the lone worker and a copy by the line manager in a secure place, in accordance with the Data Protection policy where appropriate. 
If there is any medical or other reason why an individual believes that they may be at risk if they work alone they should inform their line manager as soon as possible.

 Age UK will assume, unless told otherwise, that potential lone workers have no medical conditions which make them unsuitable for working alone. Anyone who is unsure should seek specific medical advice. Age UK will consider any advised reasonable adjustments to support employees in their roles.
[bookmark: _Toc95224745][bookmark: _Toc421283474]5. What to do if an incident occurs
All lone workers need to be aware of the actions required if an incident or accident occurs, for example, if there is a fire or flood and who they should contact.  By considering these in advance, it will ensure that in the event of something unforeseen happening, the employee feels more prepared and able to manage the situation.
If an incident occurs the lone worker should refer to the Health and Safety policy & procedure to guide their actions and determine their response or liaise with the Safe and Well Consultants for further advice. 
[bookmark: _Toc95224746][bookmark: _Toc23413054]6. Wellbeing and Mental Health 
Research has shown that people working from home for more than 3 days a week can often feel lonely or isolated. It is therefore important to have regular conversations with your staff member about their wellbeing.
Where lone working is having an impact on the wellbeing of an employee, managers may need to review their working practices and where possible introduce measures to reduce the amount of time the employee spends alone.
Where it is believed that professional support may be required for an employee, a referral can be made to our Occupational Health provider, ideally with the employee’s consent. The process for arranging this is documented in the Sickness Absence Reporting procedure. Alternatively, the line manager can speak with their ER Consultant for advice. 

	Policy Owner
	People, Performance and Retail Director

	Effective From
	November 2020	

	Review Date
	November 2023 - The Lone Working policy and procedure and the associated guidance will be reviewed every three years, or when there are significant changes to legislation or guidance. 

	Policy purpose
	The purpose of this policy is to outline Age UK’s commitment to the health, safety and wellbeing of its staff and volunteers who work alone, without any close or direct supervision, when carrying out their work on behalf of Age UK. 
The aim is to ensure that any risks are appropriately identified, managed and mitigated.

	Scope and Definition
	This policy describes methods to ensure the safety and wellbeing of staff, including:
· The importance of regular communication.
· Anticipating and responding to risks.
· Coping with difficult situations.
Lone worker is a term used to describe anyone (employed staff, contractors and volunteers) who carries out work on behalf of Age UK and Age UK subsidiaries, whilst alone, without close or direct supervision. 
This includes but is not limited to: 
· Working alone on Age UK premises, 
· Completing solitary tasks, 
· Working outside normal hours,
· Visiting donors and beneficiaries in their homes, 
· Travelling alone to fulfil the role requirements. 
This policy is not intended as a stand-alone policy, instead it is intended to be used in conjunction with all other Age UK’s policy and procedures to ensure their relevance to lone workers. 


	Legal Responsibility

	Age UK acknowledges its legal duties as detailed in the:
· Health & Safety at Work etc. Act (1974)
· Management of Health & Safety at Work Regulations (1999)
· Working Time Regulations
· Welfare at Work Regulations 
· Equalities Act
There are no general legal prohibitions on working alone, however unaccompanied work carries inherent associated risk.
Age UK will not intentionally expose anyone working on our behalf to undue risks. The duty of care will be managed to minimise any risks through the risk assessment process and by implementing safe working guidelines.
Staff and volunteers also have responsibilities to take reasonable care of themselves and other people affected by their work and to co-operate with Age UK in meeting their legal obligations.



[bookmark: _Toc95224747]7. Appendices
[bookmark: _Toc95224748]7.1 Lone worker Quick Guide

Do you work by yourself or without close supervision? 
Frequently or occasionally
Temporarily 
Never 
Always








Complete a lone worker self assessment and discuss with your manager 

You are not required to complete a lone worker self assessment
You are not required to complete a lone worker self assessment but you may find doing so  useful. 
Complete a lone worker self assessment and discuss with your manager 







Ensure you read & familiarise yourself with
Age UK’s Lone Worker Policy & Procedure.
Discuss whether a Risk Assessment or Wellbeing Action Plan is needed with your manager 

You may find some useful information in Age UK’s Lone Worker Policy & Procedure. 

	










[bookmark: _Toc95224749][bookmark: _Toc23413056]7.2 Lone Worker Self Assessment

	Name of employee:
	


	Job Title:
	


	Work Mobile Number:
	


	Line Manager’s Name:
	


	Line Manager’s Job Title:
	


	Type of Lone Working:
	




	Are your emergency contact details up to date on ITRENT? 
	



	I have agreed with my line manager that we will use the following method and frequency of contact:        

	



	In the absence of my Line Manager I will contact:


	



	I will report any absence including sickness to:


	





	While working alone are you likely to: 
	Yes
	No 

	Travel long distances to complete your role?
	
	

	Meet Age UK beneficiaries or clients in private spaces?
	
	

	Work alone at an Age UK location (office, warehouse, shop)?
	
	

	Use machinary or mechanical equipment 
	
	

	If you have answered yes, please complete the risk assessment at appendix 7.3


	Date of completion of Risk Assessment:
	


	Signature of Employee 
	


	Signature of Line Manager 
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[bookmark: _Toc95224750]7.3 Lone Worker Risk Assessment 

Name of Lone Worker:
Name of Manager completing this assessment:
Date:

Copies of this agreed assessment to be held by the Line Manager and Lone Worker

	Hazards
	Existing Controls in Place
	Risk
High
Medium     
Low
	Further Controls Required
	Action by whom/when

	Communication breakdown 







	
	
	
	

	Accident, emergency or sudden illness 








	
	
	
	

	Hazards
	Existing Controls in Place
	Risk
High
Medium     
Low
	Further Controls Required
	Action by whom/when

	Abuse or violence from members of the public  
	
	
	
	

	Threats or robbery 













	
	
	






	

	Hazards
	Existing Controls in Place
	Risk
High
Medium     
Low
	Further Controls Required
	Action by whom/when

	Risks to consider when working at an Age UK location alone
Environment
People – abuse or violence
Threatening behaviour 
Cash handling - Robbery 
theft

	
	
	
	

	[bookmark: _Hlk62225417]Unsafe Environment 
poor lighting, uneven, slippery surfaces or steps, inclement weather conditions
Lifting & moving goods;




	




	
	
	

	Visiting a client/donor/beneficiary - risks present from the person and/or family or pets




	
	
	
	

	Hazards
	Existing Controls in Place
	Risk
High
Medium     
Low
	Further Controls Required
	Action by whom/when

	Unsafe work equipment electrical or mechanical – 
Inadequate or Unsafe work equipment




	
	
	
	

	Inadequate provision of welfare facilities – toilets, refreshments, rest, hygiene





	
	
	
	

	Hazards to consider when travelling alone
Also consider actions in the event of an Accident, Emergency situation or Sudden illness


	Fully charged mobile phone and battery pack 
Shared calendar so colleagues know where you are

	
	
	

	Risks when working at height



	
	
	
	



Signature of Lone worker:                                       Date to be reviewed: 
Signature of Manager completing this assessment:
Lone Working Policy and Procedure Lone 
June 2021
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