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1. Introduction  

At the Bolton Impact Trust the wellbeing of all of our pupils and staff is paramount. We recognise 
there may be increased health and safety risks when working alone. Due to the nature of our 
provisions staff will at times be required to undertake lone working practice with pupils, parents,  
individually in one of our settings or whilst working from home. We therefore need to ensure staff 
fully understand the procedures within this policy to keep everyone safe.   

This policy has been established to identify risks and manage them accordingly. The Trust has a 
duty under the Health and Safety at Work Act 1974 and the Management of Health and Safety at 
Work Regulations 1999 to ensure, as far as is reasonably practicable, the health, safety and welfare 
of employees. Within this policy, ‘lone working’ refers to situations where staff, in the course of their 
duties, work alone either within one of our academies or trust buildings, whilst home working, in 
pupils homes, on transport or on enrichment activities in the community and are physically isolated 
from colleagues, possibly without immediate access to assistance.  

2. Principles 

The health and safety of all employees is ultimately the responsibility of the Trust, however, 
employees also have an obligation to take reasonable care of themselves and other people affected 
by their work activities and to co-operate with their employers in meeting their legal obligations.  

Staff should not put themselves at personal or professional risk as a result of doing their job. 
However staff will, from time to time, need to make professional judgements about particular 
situations and it is important that they feel able to do this taking into account the context in which we 
work. However, the guidelines below should always be followed. Staff should feel confident that 
their professional behaviour would have the support of the Headteacher. If in doubt it is important to 
seek advice. 

3. Responsibilities  

3.1 Trust Board 

It is the responsibility of the Trust Board to ensure that a lone working policy and appropriate risk 
assessment process are in place. 

3.2 Headteacher 

It is the responsibility of the Headteacher to ensure that all employees within their school are aware 
and have access to the Lone Working policy and Health and Safety guidance and risk assessments 
pertinent to the activity. 

3.3 Line Managers 

It is the responsibility of line managers to ensure that staff understand that their safety is our priority, 
that staff are provided with guidance on safe working practice in order to perform their 
responsibilities, receive appropriate training and to ensure that appropriate risk assessments are 
completed.  

3.4 Staff 

It is the responsibility of all staff to ensure that they have read the Lone Working Policy, comply with 
the arrangements/procedures and report any concerns about lone working to their line manager or 
appropriate senior leader.  
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3.5 All lone workers are expected to comply with instructions given by their managers to ensure 
their safety; to undertake training as required and to read all appropriate risk assessments and 
guidance. Staff who regularly lone work will have an individual risk assessment.  

4. Types and Categories of Lone Working  

4.1 There are several types of lone working 

• Individual outreach teaching in the home and home visits  

• Transporting Pupils   

• Off-site enrichment activities  

• Working alone in one of the schools or trust buildings  

• Working 1-1 with a pupil in a school  

• in an isolated location within the workplace 

• when a single employee meets face-to-face with a member of the general public in a ‘private 
space’ on school premises 

• at non-Trust other premises 

• when working outside of normal school working hours - including before the start of the 
school day (pre 08:00am); 

• after the end of the school working day (post 04:30pm), on a Saturday or Sunday or at any 
time during a half or end of term break. 

4.2 Categories of lone workers may include:  

o People working separately from others in a building or off-site; 

o People who work outside ‘normal hours; 

o People who work from home; 

o People who work away from their fixed base without colleagues e.g. those carrying out home 

visits. 

 

4.3 For regular types of lone working activities, there are specific risk assessments in place 
which staff should read before undertaking the activity. These are: 

o Individual Outreach Teaching and Home Visits 
o Hospital Teaching 
o Home Visits 
o Transporting Pupils 
o Offsite Enrichment Activities 

 

4.3 Individual Outreach Teaching and Home Visits  

The Bolton Impact Trust serves pupils with a range of needs and complexities, and we have to be 
creative to ensure they receive the right support to help them succeed. This can mean, at times, you 
may be required to teach pupils in their homes or in public spaces and may have to undertake home 
visits with pupils and their families. In this situation, the following procedures should always be 
followed:  
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• Prior to any outreach teaching or home visit, staff should ensure they have checked with 
their DSL that no known concerns or risk assessments are in place for visiting the address. 

• All outreach teaching should follow a set timetable detailing the time of the session and 
where it will take place. The Headteacher and Designated Safeguarding Lead must have a 
copy of all timetables. Any changes to scheduled sessions including changes in location 
should be communicated to the Headteacher/DSL immediately.     

• Staff must have a mobile phone that is always kept on during all home visits/outreach 
sessions so they can be contacted.  

• Staff should make sure they have planned their route and the time needed to get to and from 
all sessions/home visits. 

• Staff should try to park their car as close as possible to the venue. If you cannot park close 
by, be aware of the risks involved in walking (handbag, phone, etc.) and practice protective 
behaviours. Do not carry a lot of cash or valuable items. Ensure you leave nothing visible in 
your car. Lock up all valuables in the boot, including anything containing personal or 
confidential information.  

• In some instances, the home may not be suitable for teaching. In these instances, a risk 
assessment must be completed, and teaching may take place in a local public place, e.g., a 
library.  

• Staff should not enter a house unless another known adult is present. This is preferably and 
usually the parent, but could sometimes be another member of the family known to you. You 
should not teach in a pupil’s home when there is no other adult present. Alternative teaching 
arrangements should be made in these cases. The Headteacher should be informed in 
these instances.   

• Parents should be made aware that they have prime responsibility for the safety of their 
child. In order to protect the teacher, outreach education should not be undertaken in the 
member of staff’s own home.  

• Wherever possible, we should aim to teach pupils in School settings. 

4.4 Home visits 

• Wherever possible, try to conduct home visits with another member of staff.  

• It is inadvisable to go upstairs or into a bedroom. If this is essential, make sure the bedroom 
door remains open at all times and that you have sought permission.  

• Only enter a house on invitation from a parent and show your identification. 

• Never enter a house where a parent or other adult is not fully dressed. 

• Home visits should be conducted at the doorstep if you do not feel safe entering the house, 
the pupil is home alone, or the parents do not wish you to enter.  

• If you are making a home visit or undertaking outreach teaching at the end of the day and 
are not returning to your main site, you must phone your line manager once the home 
visit/teaching is complete so they know you are safe.  
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• All details of home visits and outreach teaching must be recorded appropriately on CPOMS 
within 24 hours. 

4.5 Transporting pupils 

Transporting pupils will be necessary at times due to the nature of the curriculum. This could be in 
your own vehicle or using a trust vehicle. On occasions, this may involve lone working with a pupil. 
You may transport pupils for the following reasons:  

o Travelling to an enrichment activity  

o Travelling to college visits/interviews 

o Transporting pupils between School sites  

o Transporting the pupil’s home  

o Transporting pupils for outreach teaching purposes  

o Emergency situations 

• All staff should have the appropriate business cover on their insurance, along with proof of 
up-to-date MOT and Tax when using their own vehicle for work purposes. It is recommended 
that staff be covered by membership of an emergency breakdown and repair service. Staff 
must provide a copy of all of the above to their school office team.  

• If using a trust vehicle, staff must ensure they have signed the relevant declaration form and 
have provided a copy of their driving license to the school office team.   

• When transporting one pupil, staff should ensure the pupil sits in the rear of the vehicle, 
adjacent to the driver. Pupils must wear their seat belts. If they refuse, they should not be 
transported, and a risk assessment should be put in place regarding transport.  

• Staff may need to use the front passenger seat to transport a pupil if they are transporting 
multiple pupils. 

• Staff must inform their line manager if they are transporting a pupil/s. This should include 
who they are transporting, where they are going and when they plan to be back. If anything 
changes, staff should contact their line manager and inform them as soon as possible.  

• Staff should assess the situation to see if a second adult is required whenever they are 
transporting a pupil, for example, if a pupil is in a heightened state or has a risk of 
absconding.  

• If at any time a member of staff feels uncomfortable transporting a pupil, they should take 
them straight home or back to the School. The Headteacher/DSL should be informed of the 
concerns and assess whether a risk assessment is required.  

• If an accident should occur when a member of staff is driving alone during work time or 
carrying a passenger/pupil, they should inform the Headteacher as soon as practicable and 
will be required to write up the details of the incident on return to their School. 

• Any issues concerning the transport of pupils must be recorded on CPOM’s.   

• If staff are transporting a pupil at the end of the day and are not returning to the main site 
they must phone their line manager once the pupil has been dropped off.  
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• Staff must not drop pupils off anywhere other than the address recorded on Arbor unless 
prior consent has been obtained.  

4.6  Offsite enrichment activities 

Enrichment activities are a crucial part of our curriculum and create opportunities for pupils to learn 
in a different environment than the traditional classroom. In some instances, these activities may 
involve working alone with a child in a public area. In all cases when any lone working takes place 
with one or more pupils, the following procedures should be followed:  

• An activity risk assessment should be in place and checked. 

• Staff should check if any pupil has an individual risk assessment in place and follow 
accordingly.  

• Staff should ensure their line manager is aware of the time they intend to leave and return, 
and where they will be going.  

• Staff should have a mobile phone which is switched on in their possession at all times so 
they can be contacted or make contact with the school in case of an emergency.  

• If any issues arise, you staff contact the school as soon as possible and speak with a senior 
member of staff. Any issues should be recorded on the CPOM’s on return to school. 

• If staff are transporting pupils, they should follow the procedures in the transporting pupils 
section of this policy. 

4.7 Working alone in a school or trust building  

If you are working alone in any of the schools or trust buildings (this includes school holidays), the 
following procedures should be followed:  

• Ensure your line manager is aware you are lone working and give them the time you intend 
to leave the building. When you have finished working, ensure you phone/message them to 
inform them you have left the site safely.  

• Ensure you are aware of the invacuation and evacuation procedure. If any instances of 
these occur, you should follow the relevant policy and inform your Headteacher or line 
manager as soon as possible.  

• If it is dark when you leave, keep to well-lit routes to reach your car.  

• Report any health hazards, aggressive behaviour or difficulties to manage incidents 
immediately to your line manager and document in case you need evidence later.  

4.8 Working 1-1 with a pupil in a school  

Some of our pupils struggle to engage in the traditional classroom or may require additional support 
with their learning. At times, you may be required to work with a pupil on a 1-1 basis. In these 
situations, the following procedures should always be followed:  

• When working 1-1 with a pupil, staff should make sure a colleague is aware this is taking 
place, including why, when and where.  
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• Staff should keep the door open when working 1-1 with a pupil. 

• Staff should try to sit adjacent to the pupil rather than next to them.  

• If a member of staff has a concern or an incident happens whilst working 1-1 they must 
inform the DSL or Headteacher immediately and must record the details on CPOMs.  

We work in complex environments and at times are required to make quick decisions; if, for any 
reason, this results in breaching anything outlined in this policy, staff must inform the 
Headteacher/DSL as soon as possible. Failure to do so could result in action following the Trust's 
disciplinary policy.  

5. Restricted Activities 

5.1 The following activities must not be completed when lone working: 

o Working at height; 
o Use of DT machines; 
o Manual handling of heavy or bulky items; 
o Transportation of injured persons; 
o Use of the kiln; 
o Use of hazardous equipment in the kitchen; 
o Investigation of intruder alarm activations; 
o Working in confined spaces or roof voids. 

 
6. General Controls 

6.1 There are several general controls that lone workers should practice: 

• Take reasonable care of their own health and safety; 

• Never undertake work for which they are not trained/qualified; 

• Not work alone if they have a medical condition that might cause incapacity or 
unconsciousness; 

• Discuss any medical information which may impact on ability to work alone with their 
Line Manager or School Business Manager; 

• Sign into the school building on arrival and sign out of the building when they leave; 

• Work in a secure area and lock Internal office or classroom doors when working alone; 

• Close external doors when they have finished using them; 

• Keep the lights switched on when using a room and turn them off when leaving – this will 
help the Estates team when checking that the building is empty; 

• When conducting meetings or interviews with an individual, try to position yourself 
between the individual and the entrance to the room; 

• Do not challenge possible intruders or vandals; contact the police; 

• Ensure that they are familiar with the school’s Fire Evacuation and Lock Down 
Procedures; 

• Notify somebody of their intended time at work and their intended return time home and 
establish a checking in and out system with either family, friends or work colleagues.  

• It is advised that that lone workers provide a relative or friend with a contact telephone 
number (Line Managers phone number) to call if they fail to return home at the expected 
time; 

• Ensure that external contractors and other parties are aware and comply with the Lone 
Working Policy/Procedure, Fire and Evacuation Procedures, Lockdown Procedure  
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6.2  Appendix 1 details controls for specific situations, this is not exhaustive and additional 
controls may be appropriate depending on the skills, qualifications and/or medical fitness of 
the individual carrying out the activity. 

 

7.  Failure to comply 

7.1  All employees are required to comply with health and safety procedures and to report 
any difficulties, failure of equipment or general concerns on health and safety to their 
line manager 

7.2 Failure to comply may increase risk to yourself or others, this is a serious breach of 
procedures designed to protect all those present in our schools. As such, failure to 
comply may result in disciplinary action, up to and including dismissal. 

 

8. Linked policies and procedures 

• Health and Safety Policy  

• Safeguarding Policy  

• First Aid Policy  

• Invacuation/Evacuation Policy  

• Trust Trips Policy 

• Disciplinary and Dismissal Policy  

• Staff Code of Conduct  

• Activity Risk Assessments 
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Appendix 1 – Specific Controls 

Risk of violence 

o All jobs involving an element of lone working will be assessed for a risk of verbal threats or 
violence.  

o Lone working must not take place where it is believed there is a possible risk of violence.  
o If there is any doubt about the possibility of a risk of violence two persons should always be 

present during the activity.  
o Where possible staff should position themselves between the person that they believe could 

become violent and the entrance to the room.  
o Items such a ties, scarves, lanyards (school identification badges should be clipped to 

clothing), neck chains, long earrings should be removed before the activity takes place  
o If during an activity the possibility of violence increases (verbal abuse) the activity should be 

brought to a close or a colleague should be contacted and asked to join the activity. 
o Staff taking part in home visits will be trained on how to diffuse difficult situations. 
o Lone workers taking part in home visits will be trained on how diffuse difficult situations. 

Home visits 

o Consider whether a home visit is the most appropriate way of dealing with the issue. 
o Details of the visit must be recorded on the schools visit file.  
o Check school records to establish whether there have been any previous violent incidents 

recorded. 
o Establish who will be present when you visit the property. 
o Consider weather conditions prior to starting/ returning from the visit and will plan their route 

accordingly. 
o Personal vehicles must be checked prior to use to ensure that they are in a road worthy, are 

insured for business use and t the driver must be fit to drive. 
o Be aware of where you park your car; street lighting and sheltered obscure locations. 
o Be aware of trouble spots in the area. 
o Ensure that you wear appropriate clothing. Items such a ties, scarves, lanyards (school 

identification badges should be clipped to clothing), neck chains, long earrings should be 
removed before the activity takes place. 

o Details of the visit must be recorded on CPOM’s 
o Consider what you need to take to the visit  
o Ensure that they have access to an adequately charged and working mobile telephone. 
o Ensure that they have access to two emergency telephone numbers. 
o Ensure that you have access to a basic first aid kit and the location of the nearest accident 

and emergency department. 
o If on arrival at the property/area you have any concerns do not enter the property/leave the 

area. 
o Consider household animals / pets in the property – ask for them to be kept in another 

room. 
o Consider general standard of hygiene in the property – carry some hand hygiene gel in your 

car.  
o On completion of any ‘home visit’ contact your school and inform them that the visit has 

been completed and that you have left the address being visited. 

Working in ‘remote’ areas of the school premises, particularly after dark and outside of 
normal school hours 

o Staff should ensure that they have with them the contact number of the site team or out of 
hours contact 

o Staff must ensure that when working within the school buildings or grounds they sign in and 
out of the premises  
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o The school’s estates team will check the signing out logs and identify any person still within 
the building. 

o If, on checking the signing out log, a person cannot be accounted for the site team will be 
check the building to ensure that it is ‘person free’.  

The use of machinery, electrical equipment or other equipment or chemicals 

o All machinery, electrical / other equipment or chemicals must be assessed to ensure that it 
is safe to be used by a member of staff working alone. 

o Where it is agreed machinery, equipment or chemicals can be used the individual using the 
items will only be allowed to do so if it is checked prior to its use and they are appropriately 
trained. 

Working at heights -  Mobile Elevating Working Platforms (Scissor lifts or booms), 
scaffolding towers, ladders and lifting 

o Staff must not use the scissor lifts, booms or scaffolding towers unless they are 
appropriately trained and another person is present. 

o Staff must not complete high level ladder works without another person being present. 
o All ladders and steps must be used in accordance with the school’s ladder procedure. 

Manual handling 

o Staff must not move Heavy objects when working alone.  
o A Task, Individual, location, Environment (TILE) assessment must be completed. 

Encountering intruders 

o Front entrance doors of the school will be kept ‘locked’ using the central access control 
system at all times. 

o All other external door to the school must be kept closed, but not key locked if it contravenes 
a breach of the fire regulations, key locked outside of school hours. 

o Staff should not approach intruders alone – if you believe an intruder is present contact the 
duty estates team. 

Competency, ability and medical condition of the individual 

o Staff must only complete tasks where they can demonstrate their competency and ability. 
o Line managers must be made aware of any permanent or temporary medical condition, 

irrespective of whether medication has been prescribed,  

Intruder alarm call outs 

o Take with you your employee identification badge/swipe card. 
o Do not enter the premises until the LA Instant response unit or the police arrive. 
o Check the external doors and window and establish whether there appears to be a forced 

entry. 

Involvement in or near/on route through a major incident area 

o Staff involved, near or that are likely to having been passing through an area involving a 
major incident e.g. fire, major transport incident, act of terrorism should only do so when it is 
safe to do so contact the school to confirm that they are safe.  

 


