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READING COMMUNITY LEARNING CENTRE

Personal safety and Lone Worker Policy



Introduction
Reading Community Learning Centre (RCLC / the organisation) recognises that staff, volunteers and trustees may sometimes work by themselves without close or direct supervision. This may include working alone on the premises, working from home, attending meetings, undertaking outreach, visiting another organisation’s premises, or working in the community.

The organisation has a duty to manage health and safety risks linked to lone working under the Health and Safety at Work etc. Act 1974 and the Management of Health and Safety at Work Regulations 1999. This includes identifying lone working situations, assessing the risks, putting suitable control measures in place, and ensuring that lone workers have appropriate information, instruction, training, supervision and support.

Lone workers also have a responsibility to take reasonable care of their own health and safety, and the health and safety of others who may be affected by their work.

This policy should be read alongside the organisation’s Health and Safety Policy, Safeguarding Children and Adults at Risk Policy, Volunteer Policy, Volunteer Agreement, Managing Absence and Annual Leave Policy, and any relevant risk assessments.

Scope of the policy
This policy applies to all staff, volunteers and trustees undertaking work or activities on behalf of the organisation where they may be working alone or without close or direct supervision.

Lone working may include:
· Working alone on the organisation’s premises
· Working separately from others in different parts of the building
· Working outside normal opening hours, for example tutors, cleaners or staff attending early or late meetings
· Working from home
· Attending meetings at another organisation’s premises
· Undertaking outreach work in the community
· Representing the organisation at external events
· Travelling alone as part of work duties
· Meeting a learner, volunteer, visitor, partner or member of the public without another colleague present
· Making a home visit, where this has been specifically approved in advance

In general, staff and volunteers should not work alone with a child or adult at risk. Where one-to-one work is necessary, it must be covered by the relevant safeguarding procedures and risk assessment.

Home visits should only take place where there is a clear work-related reason, no safer alternative is appropriate, and the visit has been approved in advance by the CEO or Board of Trustees, depending on the level of risk.

Definition of lone working
A lone worker is someone who works by themselves without close or direct supervision. This does not always mean that the person is physically alone in a building. A person may still be lone working if they are isolated from colleagues, working in a separate area, working away from the main workplace, working outside normal hours, or unable to easily get help if something goes wrong.

Aims of the policy
The aims of this policy are to:
· Increase awareness of personal safety and lone working risks
· Ensure lone working risks are identified, assessed and managed
· Ensure risk assessments are completed before lone working takes place where required
· Reduce risks to staff, volunteers, trustees, learners and visitors
· Ensure clear arrangements are in place for communication, check-ins and emergency response
· Ensure staff and volunteers know what to do if they feel unsafe
· Encourage reporting and recording of accidents, incidents, near misses and concerns
· Support learning and improvement where lone working concerns are identified

Responsibilities
The Board of Trustees is responsible for:
· Ensuring that the organisation has suitable health and safety arrangements in place
· Ensuring that lone working risks are considered as part of the organisation’s wider risk management
· Reviewing serious incidents or significant concerns linked to lone working where appropriate
· Ensuring that the CEO has appropriate support and resources to implement this policy

The CEO is responsible for:
· Ensuring that lone working risks are identified, assessed and managed
· Ensuring that lone working risk assessments are completed and reviewed
· Ensuring that safe systems of work are in place for lone workers
· Ensuring staff, volunteers and trustees are aware of this policy where relevant
· Ensuring that lone workers receive appropriate information, instruction, training and supervision
· Ensuring that lone working arrangements are suitable for the person, task, location and level of risk
· Ensuring appropriate check-in, communication and emergency arrangements are in place
· Ensuring that incidents, accidents, near misses and concerns are reported, recorded and reviewed
· Ensuring that appropriate support is provided after any incident
· Escalating serious concerns to the Board of Trustees where required

Staff, volunteers and trustees are responsible for:
· Taking reasonable care of their own health and safety and that of others
· Following this policy and any agreed lone working procedures
· Taking part in relevant training or briefings
· Telling the CEO if they are lone working
· Following check-in and communication arrangements
· Reporting accidents, incidents, near misses, threats, verbal abuse, harassment or concerns
· Telling the CEO if they feel unsafe or if circumstances change
· Not putting themselves at unnecessary risk

Lone working risk assessments
The organisation will assess the risks linked to lone working and put suitable control measures in place. Lone workers working at RCLC must fill in the lone worker logbook record kept at reception. A lone working risk assessment must be completed where:
· A person is regularly working alone on the premises
· A person is working outside normal opening hours
· A person is undertaking outreach or community-based work alone
· A person is representing the organisation at external events
· A person is attending an external meeting alone where there may be personal safety concerns
· A person is making or considering a home visit
· A person is meeting someone alone where there is a known or possible risk
· A person has a health condition, disability, pregnancy-related need, recent injury or other factor that may affect their safety when working alone
· A person is hosting an event externally within the community
· The work involves children, adults at risk, distressed individuals, conflict, money, confidential information, travel or unfamiliar locations
· There has been a previous incident, near miss or concern

The risk assessment should consider:
· The person undertaking the lone working
· The task or activity being carried out
· The location
· The time of day
· Travel arrangements
· Whether the person is medically fit and suitable to work alone
· Whether there is any known risk linked to the person, learner, visitor, family, group or location involved
· Whether there is a risk of violence, aggression, harassment or intimidation
· Whether the person can contact someone in an emergency
· Whether the person’s whereabouts can be traced
· Whether check-in and safe return arrangements are in place
· Whether the person needs additional training, equipment or support
· Whether the task should be done by two people instead of one
· Whether the activity should be postponed, changed or cancelled

A written record of the risk assessment must be kept securely. This may be stored with the relevant health and safety records, staff record, volunteer record, activity file or project file, depending on the nature of the activity.






Risk assessments should be reviewed:
· At least annually
· When the work activity changes
· When the location changes
· Following an incident, accident, near miss or concern
· Where a person’s circumstances change
· Where new risks are identified
No lone working activity should continue if the risks cannot be reduced to an acceptable level.

Control measures for lone working
Control measures will depend on the level of risk, but may include:
· Avoiding lone working where possible
· Ensuring at least two people are present for higher-risk activities
· Holding meetings at the organisation’s premises or in a public place
· Using phone, email or messaging check-ins
· Keeping a record of where the lone worker is going and when they are expected back
· Agreeing a named person who will monitor safe return
· Ensuring the lone worker has a charged mobile phone
· Ensuring emergency contact details are up to date
· Ensuring the lone worker knows how to leave a situation safely
· Ensuring the lone worker knows when to call emergency services
· Providing information, instruction or training where needed
· Considering personal safety alarms or other safety measures where appropriate
· Cancelling, postponing or changing the activity if the risk is too high

Working alone on the premises
Where staff, volunteers or trustees are working alone on the premises, the following arrangements apply:
· The CEO should know that the person is working alone
· The person should have access to a phone and emergency contact numbers
· The person should know how to leave the building safely in an emergency
· The person should know the fire evacuation procedure
· The person should not allow access to unexpected visitors or callers without an appointment
· External doors should be kept secure in line with fire safety and building procedures
· The person should not carry out high-risk tasks alone
· The person should report any safety concerns, incidents or near misses

Where a service is open to learners, visitors or the public, there should normally be at least two appropriate members of staff or volunteers present, unless a risk assessment confirms that alternative arrangements are safe and suitable.

Working alone outside normal opening hours
Working alone outside normal opening hours should be avoided where possible. Where it is necessary, the person should:
· Have prior agreement from the CEO
· Confirm expected arrival and leaving times
· Confirm who will check that they have left safely
· Have access to a phone
· Know what to do in an emergency
· Avoid admitting unexpected visitors
· Report any concerns or incidents

If the person does not check in or confirm safe return at the agreed time, the named contact should try to reach them. If they cannot be contacted, the agreed escalation process should be followed, which may include contacting their emergency contact or emergency services.

Outreach, external meetings and community work
Staff, volunteers and trustees undertaking outreach, external meetings or community work on behalf of the organisation should consider personal safety before attending. Where possible:
· First meetings with new or unknown individuals should take place at the organisation’s premises, another known organisation’s premises, or a public place
· The lone worker should tell the CEO where they are going, who they are meeting and when they expect to return
· The lone worker should keep their phone charged and accessible
· The lone worker should avoid entering any place where they feel unsafe
· The lone worker should leave immediately if they feel at risk
· Any changes to plans should be communicated as soon as possible

If there is any known or suspected risk, the visit or meeting should be discussed in advance with the CEO. The activity may need to be attended by two people, moved to another location, postponed or cancelled.

Events and outreach activities
Staff, volunteers and trustees may attend external events or outreach activities on behalf of the organisation. These may include community fairs, information stands, networking events, partnership events, learner recruitment activities, awareness sessions, meetings at partner venues or other public-facing activities.

Before attending an event or outreach activity, the organisation must consider whether a risk assessment is needed. A written risk assessment should be completed where the activity involves lone working, travel, public-facing engagement, an unfamiliar venue, working outside normal hours, safeguarding considerations, manual handling, setting up equipment, managing money or donations, or any other increased risk. The risk assessment should consider:
· The purpose of the event or outreach activity
· The location and whether the venue is known to the organisation
· How the staff member, volunteer or trustee will travel to and from the event
· Whether the person will be working alone or with others
· The expected start and finish time
· Whether the activity takes place during or outside normal working hours
· Whether the event is indoors, outdoors or in a public space
· Whether there are risks linked to crowd behaviour, aggression, harassment or intimidation
· Whether the event involves children, adults at risk or safeguarding considerations
· Whether any equipment, display materials or resources need to be transported or set up
· Whether there are manual handling risks
· Whether cash, donations, personal data or confidential information will be handled
· Whether the host organisation has its own event risk assessment or safety arrangements
· Who the staff member, volunteer or trustee should contact if they feel unsafe
· What check-in and safe return arrangements are needed
Where the event is organised by another organisation, the staff member, volunteer or trustee should ask for relevant safety information where appropriate. This may include venue access, emergency procedures, safeguarding arrangements, public liability insurance, first aid provision, fire evacuation arrangements and the name of the event lead.

If the event or outreach activity is assessed as medium or high risk, the CEO should consider whether:
· Two people should attend instead of one
· The activity should be moved to another location
· The activity should be shortened or changed
· Additional safety measures are needed
· The activity should be postponed or cancelled

No staff member, volunteer or trustee should be expected to attend an event or outreach activity alone where the risks cannot be reduced to an acceptable level. After the event or outreach activity, any incidents, near misses, concerns or learning should be reported to the CEO and used to update future risk assessments.

Home visits
Home visits should only take place where there is a clear and necessary work-related reason and no safer alternative is suitable. Before any home visit takes place:
· The reason for the visit must be clear
· Alternatives must be considered, such as a phone call, online meeting, meeting at the organisation’s premises, or meeting at another trusted venue
· A risk assessment must be completed
· The visit must be approved in advance by the CEO or, where the risk is higher, by the Board of Trustees
· The lone worker’s location, expected arrival time and expected return time must be recorded
· A check-in and safe return process must be agreed
· The lone worker must have a charged mobile phone
· The lone worker must be able to leave immediately if they feel unsafe

Noone should undertake a home visit alone where there is a known or likely risk of violence, aggression, intimidation, safeguarding concern or other serious risk.

Working from home
Working from home may also involve lone working. Staff and volunteers working from home should:
· Have appropriate communication arrangements with the CEO or team
· Be able to report concerns, accidents or incidents
· Take reasonable care of their own health, safety and wellbeing
Follow the organisation’s policies on confidentiality, data protection and information security
· Raise any concerns about workload, wellbeing, equipment or safety

The organisation will consider home working risks as part of its wider health and safety arrangements.


Children and adults at risk
Staff and volunteers should not normally work alone with a child or adult at risk. Where one-to-one work is required, it must be planned carefully and managed in line with the Safeguarding Children and Adults at Risk Policy.

Any safeguarding concern must be reported immediately in line with the Safeguarding Children and Adults at Risk Policy.

Personal safety during meetings
Staff and volunteers should use their judgement when arranging or attending meetings alone.
They should seek support from a colleague, rearrange the meeting, move to a safer location or end the meeting if:
· They feel uncomfortable or unsafe
· The person becomes aggressive, threatening or abusive
· The person appears intoxicated or under the influence of drugs
· The person’s behaviour is unpredictable
· The person refuses to leave when asked
· There are safeguarding, harassment or intimidation concerns

Staff and volunteers are trusted to act on their instincts. No one is expected to remain in a situation where they feel unsafe.

Communication and check-in arrangements
Where lone working is planned, appropriate communication arrangements should be agreed in advance. This may include:
· Telling a named person where the lone worker is going
· Sharing the expected start and finish time
· Agreeing check-in times
· Confirming safe return
· Keeping a mobile phone switched on and charged
· Agreeing what action will be taken if the lone worker cannot be contacted

If a lone worker fails to make contact within the agreed time, the named person should try to contact them. If contact cannot be made, the matter should be escalated in line with the agreed arrangements. Depending on the circumstances, this may include contacting the CEO, the person’s emergency contact, or emergency services.

Training, information and support
The organisation will provide staff, volunteers and trustees with appropriate information, instruction and training on lone working where relevant to their role. This may include:
· Personal safety awareness
· How to identify and report risks
· How to use check-in arrangements
· What to do in an emergency
· Safeguarding responsibilities
· How to respond to aggression, threats or concerning behaviour
· How to report accidents, incidents and near misses

New staff and volunteers should be made aware of this policy during induction where lone working may be relevant to their role.

Reporting incidents and concerns
Lone workers must report:
· Accidents
· Near misses
· Threats
· Verbal abuse
· Harassment
· Intimidation
· Violence or aggression
· Safeguarding concerns
· Situations where they felt unsafe
· Failures in check-in or communication arrangements

Reports should be made to the CEO as soon as possible. Accidents and near misses should also be recorded in the accident book or relevant reporting system. Serious incidents should be escalated to the Board of Trustees where appropriate.

Monitoring and review
The CEO will monitor lone working arrangements and review any incidents, near misses or concerns. Lone working and personal safety should be discussed during one to ones, team meetings or regular check-ins where relevant.

The Board of Trustees may review lone working risks as part of the organisation’s wider health and safety and risk management arrangements.

This policy will be reviewed every three years, or earlier if there are changes in law, guidance, organisational structure, working arrangements, premises, services or risk.

The organisation will also review lone working arrangements, risk assessments and associated control measures following any accident, incident, near miss, safeguarding concern, significant change in working arrangements, change of premises, new service delivery activity, or where concerns are raised regarding personal safety. Lessons learned from incidents and near misses will be used to update risk assessments, procedures and working practices as appropriate.

Personal information and lone working records
Reading Community Learning Centre (RCLC) may need to collect and store personal information as part of managing lone working risks. This may include information recorded in lone working risk assessments, check-in arrangements, emergency contact details, incident reports, accident records or safe return arrangements.

The organisation will only collect and use personal information that is necessary to assess and manage lone working risks, protect health and safety, respond to incidents, and meet its legal and governance responsibilities.

A written record of any lone working risk assessment must be kept securely. This may be stored with the relevant health and safety records, staff record, volunteer record, activity file or project file, depending on the nature of the activity.


	Area
	How the organisation will handle this

	Information we may collect
	RCLC may collect names, roles, contact details, emergency contact details, work location, travel or visit details, check-in arrangements, details of risks identified, control measures, incident reports, accident records and relevant health or personal safety information where needed.

	Why we use this information
	We use this information to assess and manage lone working risks, protect health and safety, support safe working arrangements, respond to incidents, and meet legal, safeguarding, insurance and governance responsibilities.

	Lawful basis
	The organisation will normally rely on legal obligation when processing information needed to meet health and safety duties. In some cases, legitimate interests may also apply where the organisation needs to manage safe working arrangements and organisational risk.

	Special category information
	Some lone working risk assessments may include sensitive information, such as health, disability, pregnancy-related or wellbeing information. This will only be collected where necessary to assess and manage risk and will be handled with additional care.

	How information will be stored
	Lone working records will be stored securely, either in locked storage or on secure, password-protected systems, with access limited to those who need it.

	Who information may be shared with
	Information will only be shared with people who need it to manage safety, respond to an incident, provide support, or meet legal, safeguarding, insurance or regulatory duties. This may include the CEO, trustees, emergency services, insurers, professional advisers or relevant authorities where necessary.

	How long information will be kept
	Lone working records will be kept only for as long as needed for health and safety, safeguarding, legal, insurance, employment, volunteer management or governance purposes. Retention should follow the organisation’s data retention arrangements.

	Rights of individuals
	Individuals have rights in relation to their personal information, including the right to ask what information the organisation holds about them. These rights are explained in the organisation’s Privacy Notice.




	Date Approved by Board: 
	June 2026

	Review Date:
	July 2029 

	
Signed on behalf of the Board of Trustees  
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Dated
	 June 2026























APPENDIX 1: LONE WORKING SIGN IN SHEET AT RCLC LOG BOOK RECORD
RCLC Lone Worker Sign In / Sign Out Register
Reading Community Learning Centre
Please complete when working alone in the building.

	Date
	Name
	Arrival Time
	Mobile Number
	Actual Departure
	Signed Out
	Comments

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



Emergency Contact: __________________________Any concerns, incidents or changes to expected departure time should be reported to the CEO or designated contact.








Appendix 1: Lone working risk assessment checklist
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Date: ______________________________

Assessed By: _______________________

Review Date: _______________________
Purpose of Lone Working
This form is to assess risks associated with lone working activities carried out by Reading Community Learning Centre (RCLC) staff and volunteers, including outreach work, home visits, external meetings, travelling alone and working in the building alone.
Employee Details

Name: __________________________________________

Role: ___________________________________________

Location(s): ____________________________________
Lone Working Risk Assessment Checklist

	Item
	Checklist
	YES
	NO
	N/A

	1
	Has the manager been informed of the lone working location and expected return time?
	☐
	☐
	☐

	2
	Is the lone worker carrying a fully charged mobile phone?
	☐
	☐
	☐

	3
	Does the lone worker have emergency contact numbers available?
	☐
	☐
	☐

	4
	Has a check-in procedure been agreed with management or colleagues?
	☐
	☐
	☐

	5
	Has the worker assessed the safety of the venue/location beforehand?
	☐
	☐
	☐

	6
	Are travel arrangements safe and suitable?
	☐
	☐
	☐

	7
	Is the worker aware of safeguarding and reporting procedures?
	☐
	☐
	☐

	8
	Are there procedures for dealing with aggressive or challenging behaviour?
	☐
	☐
	☐

	9
	Are valuables and confidential information kept secure?
	☐
	☐
	☐

	10
	Has the worker identified emergency exits and evacuation procedures?
	☐
	☐
	☐

	11
	Is the area adequately lit and safe to access?
	☐
	☐
	☐

	12
	Has the worker avoided carrying excessive cash or valuables?
	☐
	☐
	☐

	13
	Are weather conditions and environmental risks considered for outdoor visits?
	☐
	☐
	☐

	14
	Does the worker know how to report accidents, incidents or near misses?
	☐
	☐
	☐

	15
	Are personal alarms or additional safety measures required?
	☐
	☐
	☐



Control Measures / Actions Required
_______________________________________________________________
_______________________________________________________________
_______________________________________________________________
_______________________________________________________________
_______________________________________________________________
_______________________________________________________________
Emergency Procedure
• Call 999 in an emergency.
• Inform RCLC management of any incidents immediately.
• Follow safeguarding and incident reporting procedures.
• Leave any situation immediately if personal safety is at risk.
Sign Off
Employee Signature: _____________________________

Manager Signature: ______________________________

Date: __________________________________________






Appendix 2: Outreach Worker Risk Assessment Checklist
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Date: ___________

	Item
	Checklist
	YES
	NO
	N/A

	1
	Are outreach staff aware of fire exits and emergency evacuation procedures at external venues?
	☐
	☐
	☐

	2
	Are walkways and public access areas around the information stall kept free from obstruction?
	☐
	☐
	☐

	3
	Are outreach workers carrying a fully charged mobile phone during visits and events?
	☐
	☐
	☐

	4
	Has the manager been informed of the outreach location and expected return time?
	☐
	☐
	☐

	5
	Are outreach staff aware of lone working procedures?
	☐
	☐
	☐

	6
	Are safeguarding procedures understood and followed during outreach activities?
	☐
	☐
	☐

	7
	Is personal information collected and stored securely in line with GDPR requirements?
	☐
	☐
	☐

	8
	Are tables, banners and display equipment set up safely and securely?
	☐
	☐
	☐

	9
	Are electrical items and extension leads safe and not causing trip hazards?
	☐
	☐
	☐

	10
	Is a first aid kit available or accessible at the venue?
	☐
	☐
	☐

	11
	Are outreach materials stored safely to avoid manual handling injuries?
	☐
	☐
	☐

	12
	Are staff aware of procedures for dealing with challenging behaviour or conflict?
	☐
	☐
	☐

	13
	Are outdoor events monitored for weather conditions and safety risks?
	☐
	☐
	☐

	14
	Are staff using safe travel arrangements to and from venues?
	☐
	☐
	☐

	15
	Are valuables and equipment kept secure and not left unattended?
	☐
	☐
	☐

	16
	Are hygiene and infection control measures in place where appropriate?
	☐
	☐
	☐

	17
	Are partner organisations aware of shared health and safety responsibilities?
	☐
	☐
	☐

	18
	Are incidents, accidents or safeguarding concerns reported appropriately?
	☐
	☐
	☐

	19
	Can the venue be adequately ventilated and heated if required?
	☐
	☐
	☐

	20
	Are outreach workers wearing identification badges/lanyards where appropriate?
	☐
	☐
	☐



List below action taken against deficiencies noted and rectifying actions:
Item No: __________    Rectifying action: ________________________________________________
Item No: __________    Rectifying action: ________________________________________________
Item No: __________    Rectifying action: ________________________________________________
Item No: __________    Rectifying action: ________________________________________________
Item No: __________    Rectifying action: ________________________________________________
Item No: __________    Rectifying action: ________________________________________________
Item No: __________    Rectifying action: ________________________________________________
Item No: __________    Rectifying action: ________________________________________________

Additional Comments:


______________________________________________________________

Name: _______________________    Signature: ____________________________

All deficiencies noted are to be rectified by the relevant Manager. Completed checklist inspection reports should be available for inspection or audit.
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