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Lone Worker Policy  

 

 

Aims of the Trust  

  

One community.  Many ideas.  Everyone’s future. 

 

We aim to provide an exceptional education for every child in the Trust through an ethos of collaboration and high 

aspirations and through the principles of quality learning using curiosity, exploration and discovery. 

To ensure all staff, volunteers and contractors with a safe working environment.  

 

This policy is linked to the following policies: 

 
• Health and Safety Policy 

• First Aid Policy  

• Fire Safety Management Policy 

• Child Protection Policy 

  

Principles  

 
The Trustees of The Arbib Education Trust recognise their responsibilities under the Health and Safety at Work Act 1974 

(HSWA) and the Management of Health and Safety at Work Regulations 1999, to ensure that arrangements are in place 

to secure, so far as is reasonably practicable, the health, safety and welfare of students, staff and others using or visiting 

the premises. The Trust will promote equality in all aspects of academy life, particularly as regards all decisions on 
safety at work. However, employees have responsibilities to take reasonable care of themselves and other people 

affected by their work. Lone working is not inherently unsafe and proper precautions can reduce the risks associated 

with working alone.  

  

Purposes  

  

This policy sets out a clear and consistent framework for lone working. It is recognised that there are occasions when 

staff may be required to work alone or in isolated situations. This policy applies to both teaching and support staff, so 
some lone working arrangements may be more suitable than others for different individuals.  

 

Aims  

 

• Increase staff awareness of safety issues relating to lone working  

• Ensure that the risk of lone working is assessed in a systematic and ongoing way, and that safe systems and 

methods of work are put in place to reduce the risk so far as is reasonably practicable 
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• Ensure that appropriate support and training is available to all staff that equips them to recognise risk and 

provides practical advice on safety when working alone 

• Encourage full reporting and recording of all adverse incidents relating to lone working  

• Reduce the number of incidents and injuries to staff related to lone working. 

 

Scope of the Policy  

 

This policy applies to all situations involving lone working arising in connection with the duties and activities of all 

staff. This includes temporary workers, visiting staff and those employed on a casual basis. It should be read in 

conjunction with the school’s Health & Safety Policy and Child Protection Policy. 

 

Definition 

 

The Health and Safety Executive (HSE) define lone workers as those ‘who work by themselves without close or direct 

supervision’.   

Where staff are engaged in work (either outdoors or indoors) where there are no other people who could reasonably 
be expected to come to their immediate aid in the event of an incident or emergency. A lone worker will typically fall 

into one of the following categories: 

 

• Only one person is working on the premises, e.g. caretakers 

• People work separately from each other, e.g. in different locations 

• Staff that are required to work alone for all or most of the time, outside normal hours eg cleaning staff 
working in the evenings or early mornings 

• Staff staying on to finish work after others have left, or those who regularly work late or start early, before 
anyone else gets into the building 

• Staff working during the school holidays or at weekends  

• Staff who are key holders or who are left to turn out lights, set alarms and lock up the premises after 

everyone has gone home 

• Those working away from their fixed base where: One worker is visiting another agency’s premises or 
meeting venue OR one worker is making a home visit to an individual OR one worker is working from their 

own home. 

 

Responsibilities  

 

The Headteacher is responsible for:  

• Ensuring that there are arrangements for identifying, evaluating and managing risks associated with lone 

working  

• Providing resources for putting the policy into practice 

• Ensuring that there are arrangements for monitoring incidents linked to lone working and that the 

effectiveness of this policy is regularly reviewed.  

 

Line Managers and Health and Safety Representatives are responsible for:  

• Ensuring that all staff are aware of the policy  

• Taking all possible steps to ensure that lone workers are at no greater risk than other employees 

• Identifying situations where people work alone and deciding whether systems can be adopted to avoid 
workers carrying out tasks on their own 

• Ensuring that risk assessments are carried out and reviewed regularly 
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• Putting procedures and safe systems of work into practice which are designed to eliminate or reduce the 

risks associated with working alone 

• Ensuring that staff groups and individuals identified as being at risk are given appropriate information, 
instruction and training, including training at induction, and updating and refreshing this training as 

necessary 

• Managing the effectiveness of preventative measures through a robust system of reporting, investigating and 

recording incidents 

• Ensuring that appropriate support is given to staff involved in any incident 

• Providing a mobile phone, and other personal safety equipment, where this is felt to be desirable.  

 

Employees are responsible for:  

• Taking reasonable care of themselves and others affected by their actions  

• Following guidance and procedures designed for safe working 

• Reporting all incidents that may affect the health and safety of themselves or other and asking for guidance 

as appropriate 

• Taking part in training designed to meet the requirements of the policy 

• Reporting any dangers or potential dangers they identify or any concerns they might have in respect of 
working alone 

• Seeking the permission of the Headteacher before working alone on the school premises outside normal 
school hours 

• Ensuring they do not arrange meetings with parents or members of the public when lone working. Meetings 

must be arranged during school occupancy times, or when there are other members of staff on site. 

 

Risk Assessment  

 

A lone working risk assessment will be carried out for lone workers as required but the following guidance should be 

considered: 

 

• Is the person medically fit and suitable to work alone? 

• Are there adequate channels of communication in an emergency? 

• Does the workplace or task present a special risk to the lone worker?4 

• Is there a risk of violence? 

• Are women especially at risk if they work alone? 

• Has an alternative to a home visit been considered? 
• Has safe travelling between appointments been arranged? 

• Have reporting and recording arrangements been made where appropriate? 

• Can the whereabouts of the lone worker be traced? 

 

Good Practice for Lone Workers 

 

• During their working hours, all staff leaving the workplace (or home) should leave written details of where 

they are going and their estimated time of arrival back at school 
• All lone working staff should establish their own checking in and out system with either family, friends or 

work colleagues. It is advised that lone workers provide a relative or friend with a telephone contact number 

to call if the lone worker fails to return home at the expected time 
• If, in the course of a trip away from school, plans change significantly, this should be communicated back to 

the school office 

• Telephone contact between the lone worker and a colleague may also be advisable 
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• Staff must not place themselves in danger by challenging intruders or vandals but should call the police for 

assistance. Lone workers must be considered capable of responding correctly in an emergency situation Staff 

should ensure that areas of the school not in use are kept secure  
• Staff should not work alone if they have medical conditions that might cause incapacity or unconsciousness 

• Only agreed tasks are to be undertaken, and staff must avoid high risk activities including but not limited to 

working at height, manual handling of heavy or bulky items or use of solvent based paint or glue. Lone workers 
should not undertake activities that have been identified as medium or high risk or which are potentially 

hazardous given their own level of experience and the nature of the task  

• All staff have a responsibility for making themselves familiar with and following the safety procedures and 

location of safety equipment  

• In the situation where two or more people are working in isolated areas of an otherwise unoccupied building, 
personnel should keep each other informed about their movements  

• Staff should be proactive in bringing to the attention of the Headteacher, or facilities team, any aspect of work- 

related risks which may occur when working alone  

• Staff should avoid meeting visitors alone at the workplace 

• When this is unavoidable, staff must make a risk assessment and obtain the prior agreement of their line 
manager who will make any arrangements to ensure their safety. This should be recorded in the meeting 

room diary, giving contact details of the person who is being met 

• Lone workers should have access to adequate first-aid facilities 

• Lone workers should be provided with a mobile phone and other personal safety equipment where this is 

necessary.  Occasionally, risk assessments may indicate that lone workers need training in first aid 

• In general, staff should never work alone with a student and should never transport a student on their own. 

 

Monitoring Safety Issues 

 

• Lone workers must report incidents such as accidents and near misses, including all incidents where they feel 

threatened, to the Headteacher. This includes incidents of verbal abuse 

• During supervision, line managers will ask staff working on their own whether there are any safety concerns 

that are not being addressed. Lone workers are encouraged to seek help and advice if any safety concerns 

arise. 

 

Safety when Working Alone 

 

Key Holders 

 

Key holders may need to attend premises outside of normal business hours. This may be to carry out normal work 

activities or following the activation of an intruder alarm or because of some other emergency that might have 
occurred.  

 

Good practice dictates that at least 2 key holders should be appointed at each location in order to cover holidays and 

sickness etc. In addition to this, each location contracts the services of a call out Alarm Company in the event that an 
alarm goes off in any Trust location outside working hours.  

 

It is the responsibility of all personnel and contractors to adhere to the lone working procedures and to report any 

difficulties, failure of equipment or general concerns on health and safety. If members of staff fail to follow procedures 
designed to protect their safety, this could result in a disciplinary matter as they will have contributed to their injury 

and any compensation claims for damages or unfair dismissal may be reduced accordingly.  

 



 

1 

  

Review of Policy and Procedures  

 

The Trustees and the Health and Safety Committee will regularly monitor the implementation of these procedures, and 

this policy. Following any incident an investigation will be carried out and its findings used to inform change to 
procedures and working practices.  

 

 

 

 


