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1. Purpose
This policy sets out the procedures and expectations for anyone working alone in Trinity United Church or Wesley Centre. Its aim is to minimise risk, ensure personal safety, and provide clear guidance for staff, volunteers, and authorised users who may occasionally need to work without others present.
2. Scope
This policy applies to:
· Staff
· Volunteers
· Contractors
· Any authorised person carrying out duties in either building
It does not apply to members of the public or hirers, who must never be left alone in the buildings.
3. General Principles
· Lone working should be avoided wherever possible unless it is part of an agreed work pattern or is unavoidable.
· No member of staff, volunteer, or contractor should be left alone with members of the public or attendees of hiring groups.
· A charged mobile phone must be carried at all times when working alone.
· Be aware of your surroundings when entering, leaving, or securing the building.
· If at any point you feel unsafe, move immediately to the nearest safe space (e.g. office, car), secure yourself, and call the police. Notify your line manager or a colleague when it is safe to do so.
· A nominated contact person must always know when you are in the building and when you leave.
· You are under no obligation to allow anyone into the building. Hirers and group leaders must use their own keys and should not expect staff to grant access.
· Never work at height when alone.
4. Responsibilities
4.1 Centre Manager
· Ensures staff and volunteers are aware of lone working procedures.
· Maintains building security measures.
· Responds to reported hazards or safety concerns.
4.2 Staff and Volunteers
· Follow this policy and all associated safety procedures.
· Inform the nominated contact person of arrival and departure times.
· Report any defects or hazards that may affect safety.
· Avoid tasks that increase risk when alone (e.g. ladder use, heavy lifting, chemical handling beyond competence).

4.3 Contractors
· Must comply with this policy when working alone on site.
· Must notify the Centre Manager of arrival and departure.
· Must not undertake high‑risk tasks without a second person present.
5. Lone Working Procedures
5.1 Entering the Building
· Lock the external door behind you immediately upon entry.
· Check that the building is empty and secure before beginning work.
· Ensure your mobile phone has signal and battery.
5.2 During Lone Working
· Keep external doors locked at all times.
· Maintain regular contact with your nominated person (e.g. text on arrival and departure).
· Only use equipment, tools, or chemicals for which you have appropriate training or experience.
· Do not undertake any work at height, including ladder use, bulb replacement, or accessing storage areas above ground level.
· If you encounter anyone unexpected in or around the building, do not engage — leave the building or move to a safe space and call for assistance.
5.3 Emergencies
· If you feel threatened or unsafe, call 999 immediately.
· Move to a secure location (car, office, locked room).
· Contact your line manager or colleague once safe.
· Report all incidents, near misses, or concerns as soon as possible.
6. Reporting and Defects
· Any defects that may compromise safety (e.g. faulty locks, lighting failures, damaged doors, broken alarms) must be reported to the Centre Manager immediately.
· Lone workers must not attempt repairs unless authorised and competent.
7. Review
This policy will be reviewed annually or following any incident involving lone working.
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