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Morley Town Council has a duty to take such steps as may be necessary to ensure the health, safety and wellbeing not only of its employees but also of its elected representatives and any contractors that are employed by the council. 
This policy applies to all those who are directly employed by the council or are elected to act on behalf of the council.
The aim of the policy is to make all employees aware of the potential risks/dangers when working in their place of work alone.
Throughout this document the term ‘Lone Worker’ is used to describe situations where staff work, either regularly or only occasionally, on their own, and without access to immediate support from other colleagues. Lone working includes	a staff member working alone within the office building or alone at another business premises or meeting venue.
This policy will be reviewed by full council as part of the annual review of health and safety policies or as necessary. 
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The Council recognises that they have a duty of care to all employees, however it is also important that individual staff and Councillors act appropriately and play their part in reducing potential risks, by following the advice contained within this policy and reporting areas of concern to the appropriate Counsellors.
Staff are not expected to take risks or enter situations where they face serious or unacceptable risks. Staff should discuss serious concerns with their Line Manager/Liaison Councillor and expect all reasonable action to be taken to minimise or eradicate the risk.
If you are working alone in the office, or know you will be leaving the office later (eg after a committee meeting) we strongly recommend that staff take the following precautions with regards to leaving:
· Plan ahead and ensure that your route to your car or to public transport is well lit. Do not take unnecessary shortcuts.
· Advise your Line Manager/Liaison Councillor and a family member that you are working alone and your expected time of leaving site/arriving home.
· Advise your Line Manager/Liaison Councillor by telephone when you are leaving and when you have arrived at home.

Please be aware that failure to follow this process could result in the police being contacted unnecessarily. See below.

Line Manager/Liaison Councillor’s should 
· Telephone the lone worker if they have not received a call with 30 minutes of the expected leaving time or the expected time of arrival home.
· If you have the contact details of a family member, contact them one hour after the member of staff was due home if no response.
· If you cannot contact the family member and/or have had no response from the employee within 2 hours, contact the Police. 
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· Lone workers must inform a designated person (Line Manager/Liaison Councillor or other Councillor) when working alone. This includes in cases where it is agreed in advance that you will be working alone and/or if you find yourself unexpectedly working alone due to staff illness etc. 
· If you are going to be alone in the office, do not hold meetings with people you don’t know. 
· If you are working alone in the office, do not let anyone into the premises unless you know who they are. 
· If working alone off-site it is important to have a mobile phone with you to be able to keep in communication with the company if necessary.
· In case of an emergency, ensure you are familiar with emergency evacuation procedures and how to contact emergency services. 
· We strongly advise you not to use equipment unnecessarily, for example do not climb a ladder or lift heavy or awkward sized objects until you are in the office with another person present. However, if a matter is urgent, you must take all necessary safety precautions.
· Following committee meetings, Clerks and Councillors should leave the building (Morley Town Hall) together, if possible.  Usual meeting finish time 9.00 pm latest. 

Site Visits
We strongly encourage staff not to attend sites visits alone.
If there is no alternative, then a risk assessment should be undertaken in advance of the appointment and where the issue to be addressed is considered to be sensitive then the visit should be delayed until you can attend accompanied. 

Under no circumstances must lone visits be made to sites with an adverse assessment including building or demolition sites or unauthorised Traveller sites.
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Visits to the council office by members of the public shall be by appointment only.  

Appointments should always be made for times when more than one person will be present in the office.

If a member of the public displays signs of aggression or violence, you should firmly ask them to leave the building.  If they refuse to leave, dial 999. Do not take any risks.

We have taken a number of steps to ensure the safety of our staff when members of the public are attend the building:
· A number code lock fitted to reception door. This should not be shared
· Security personal present.
· Fire doors are on weights to ensure they remain closed.
· Prior to closing, all doors other than those necessary for means of access and egress, e.g., to Reception and Council meeting rooms, to be locked.
· We can confirm streetlights are on at night outside the Town Hall building.
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When Contractors are employed, checks should be made to ensure, as far as reasonably practical that adequate Lone Worker Policies are in place prior to any working commencing. 
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The Council aims to keep policies up to date and right for everyone. Therefore this policy may be amended from time-to-time, and it does not form part of your contract of employment.
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	Version No.

	06/07/24
	Issued
	Full Council
	v1

	08/04/24
	Updated to 
· Remove staff having access to telephone numbers of family
· Remove falls from height and electrocution
	
	v2
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