1. Guidelines 
[Insert Church Name] Church wishes to ensure that PCC members and other volunteers are not exposed to unnecessary risk if working alone. These guidelines apply when you are volunteering alone at the Church, or when attending other meetings/activities away from the Church related to your role. 
These guidelines are written to minimise the risk of problems that may arise either through allegations being made, or if dealing with unwelcome/unacceptable behaviour. The Church will make risk assessments of any role that requires someone to work alone on a regular basis.
Training can be provided to assist those working with Adults at Risk (Vulnerable Adults). 

2. Lone working at the Church 
Identify your designated key holders here and their contact details. Keep these details secure (GDPR) but available to those who need them.
[bookmark: _Int_kfOEMnm1]More often than not, there will be more than one person in the church buildings, but there are times where volunteers may find themselves alone, particularly when opening or locking up. 
When volunteering alone you should ensure that:  
· The keys are secured and inaccessible to visitors.

· You carry a mobile phone with you so you can call for help if needed. 

· Call for back up if anything happens that you do not feel able to deal with alone. 

· If you are meeting someone who may pose a threat or is unknown to you in an office/meeting room, ensure the seating arrangements allow you to exit the room, leaving the person behind. 

· If you are the last person in the building or responsible for locking up, you should ensure that: 
· All windows and doors are secured to prevent unauthorised access 
· [bookmark: _Int_tf02SnRg]Doors are only opened to allow entry to expected visitors after they have been positively identified. 
· On leaving the Church premises, windows are closed, doors are locked, and relevant alarms are set (if applicable). 

· [bookmark: _Int_v6CXiumw]If you suspect there is an intruder:
· Ensure your own safety first by leaving the building and call your appointed contact or someone else if they’re unavailable.
· If you feel it is safe to do so, carry out an internal inspection so far as you can. However, you should not put yourself at any unnecessary risk. Inspect the building externally if that is the safer option. 
· [bookmark: _Int_mp83D6N9]If an intruder(s) is suspected, call the police and for internal church support. 
· Do not re-enter the building alone.

 3. Lone working outside the church buildings/offices
If you are volunteering alone away from the Church, you should consider if your visit might present a risk to you. Most visits, including home visits, are likely to be ‘low risk’. However, this is not always the case. It is good practice to tell the incumbent or other PCC members/volunteers before you go out on a visit. You should always aim to do the following: 
· [bookmark: _Int_6kKdpQ7J] Let others know where you are going and when you will return. If you’re not due to return to the church buildings/offices, pre-agree with a chosen contact a check-in time via phone call, text or email to let them know the visit is complete.

·  Make a note in the church diary of who and where you are visiting, while keeping GDPR confidentiality rules in mind by not recording confidential contact information of the person you’re visiting.

· If your plan changes, you should contact someone to let them know what is happening and that you are safe. 

· Have a plan agreed in advance of what your contact should do if you don’t arrive back or check in at the agreed time.

The following are especially important if you are visiting someone for the first time:
· Keep your mobile phone on during the meeting so that you can use it quickly in an emergency. 

· [bookmark: _Int_HLZwe31c]Always follow the person into the building and ask that any dogs are removed from the room.

· [bookmark: _Int_LK4B0KJU]Familiarise yourself with the quickest means of exit should you need to leave.

· Ensure that you sit near to the door so you can exit quickly if needed.
