LONE WORKING
POLICY AND PROCEDURES
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Policy statement
We are committed to protecting the health, safety, and welfare of anyone who works alone while carrying out funeral service duties. We will identify and control risks, provide training and equipment, and make sure that working alone only takes place when it is safe to do so. No task is so urgent that it cannot be done safely. Anyone has the right to stop work that is unsafe.

Scope
This policy covers all work where a person works by themselves without close or direct supervision, at any time of day or night, on site or off site. It applies to permanent staff, part time staff, agency and casual staff, volunteers, and contractors.
Typical roles include funeral directors, arrangers, bearers and drivers, mortuary and preparation room staff, out of hours transfer and removal teams, chapel of rest attendants, administrative staff, and staff who carry out home visits or transfers from private residences, care homes, hospitals, hospices, public mortuaries, and any public locations.

Roles and Responsibilities
Senior Management
· Approve this policy and provide resources to implement it.
· Make sure that suitable and sufficient risk assessments are completed and reviewed.
Managers and Branch Managers
· Maintain rotas and the lone worker register.
· Authorise lone working only when controls are in place.
· Ensure training, supervision, equipment, and communication systems are provided and used.
· Investigate incidents and near misses and take action to prevent a repeat.
Supervisors and On Call Managers
· Monitor lone workers and operate the escalation procedure.
· Carry out spot checks and confirm that controls remain effective.
Employees and other workers
· Follow this policy and all procedures, use equipment as trained, and take reasonable care of themselves and others.
· Complete dynamic risk assessments and refuse to work if unsafe.
· Report hazards, incidents, near misses, and faults at once.
Contractors and agency staff
· Comply with this policy and all site rules.
· Provide evidence of competence where required.

Risk Assessment
How we assess risk relating to lone working
· Identify tasks where people may work alone.
· Identify hazards, who may be harmed, and how.
· Evaluate the risk and decide on control measures.
· Record the findings and the safe system of work.
· Implement controls and train staff.
· Review after incidents, changes, or at least annually.

All risks should be included on the business full risk assessment.

Controls and Safe Systems of Work
Planning and authorisation
· Lone working must be planned. Use the lone worker checklist before each shift.
· Confirm the task, location, expected start and finish times, and travel route where relevant.
· Ensure the worker is competent, trained, and fit for duty.
· Check weather, local conditions, and any known risks at the destination.
· Confirm that emergency contact details are current.
Communication and monitoring
· Lone workers must carry a charged mobile phone or an approved lone worker device.
· Set planned contact times at the start, at agreed points during the task, and at task completion.
· Use the buddy system or an approved monitoring app.
· If a check in is missed by five minutes, the buddy sends a reminder call or message.
· If a check in is missed by ten minutes, start the escalation process.
Escalation process
· Try to contact the lone worker by phone and message.
· Contact the last known location or the family contact if appropriate.
· Notify the on call manager.
· If still no contact and there is a concern for welfare, dispatch a nearby team member or request a welfare check by the police.
· Record all steps taken.
Security and site controls
· Keep doors and gates locked where appropriate.
· Do not admit unknown visitors outside published visiting times.
· Use peepholes, intercoms, or external lighting if working the front desk alone.
· Use two person rules for cash handling and for late evening viewings where risk is higher.
Dealing with aggression or distress
· Maintain a calm and respectful approach.
· Keep a safe distance and an exit route available.
· End the visit or move to a public area if you feel unsafe.
· If at a private residence, use the agreed distress system if staff member becomes very concerned.   Contact the office (this can be done in front of the client) and use the agreed distress phrase e.g. “could you take a look in the red folder for…” prompting action by a member of staff or manager.
· Call the police if there is a threat of violence.
· Record the incident and flag future risk on the case file.
Viewings and chapel of rest
· Confirm viewing times in advance and record expected visitors.
· For evening viewings arrange a second person on site where possible.
· Keep a phone at hand and position yourself near an exit.
· End the viewing if behaviour becomes unsafe.
Home visits and arrangements
· Check the address, parking, and any known risks.
· Share estimated arrival and departure times with the buddy.
· On arrival, assess the situation at the door. If you feel unsafe, do not enter.
· Sit with a clear exit path and keep valuables concealed.
· Avoid accepting cash at a first visit when alone unless necessary and safe.
Travel between sites
· Share route and estimated times.
· Stop in well lit public places if you need a break.
· Do not use a phone while driving.
· Report breakdowns at once and stay in a safe place.
After the task
· Check back in with the buddy and confirm finish time.
· Record any issues, hazards, or improvements in the log.
· Restock and clean equipment.

Training and Competence
· Induction covers this policy in full.
· Refresher training takes place at least every 12 months or after an incident.
· Training records to be kept.

Incident Reporting
· Report any incidents to the manager as soon as possible.
· Managers must review, investigate, and put controls in place to prevent a repeat.
· Where required by law, the company will make external reports to the relevant authority.
Records and Documentation
Keep the following records for the retention period stated in the records policy:
· Lone worker register and authorisations.
· Risk assessments and safe systems of work.
· Training and competence records.
· Rota, buddy logs, and check in records.
· Incident reports and investigation notes.

Audit and Review
· Managers will carry out quarterly checks on compliance with this policy.
· The policy will be reviewed at least once every year, and after any significant change, incident, or audit finding.

Equality and Inclusion
We will make reasonable adjustments for workers who may need them. Lone working authorisation will consider individual needs and abilities.

Signed by Manager	______________________________________________________________

Signed by Employee______________________________________________________________

Date	______________________________________________________________
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