Learn and Prosper School

Lone Working Policy Framework
1. Introduction
1.1 Purpose of the Policy
The purpose of this policy is to ensure the health, safety and welfare of all employees and other individuals who may work alone across the school’s premises or during school-related activities. The policy aims to reduce the risks associated with lone working by establishing clear procedures, roles and responsibilities, and risk control measures. It encourages a safe working culture by promoting awareness and reporting of lone working situations and by providing staff with the appropriate support and guidance.
1.2 Scope
This policy applies to all employees, including support staff, peripatetic staff, site staff, wraparound care and after-school provision staff, cleaning and catering staff, and those on temporary or supply contracts working in the school. It also covers volunteers, student teachers, and contractors engaged in work on behalf of the school. 
Lone working may occur:
· Outside of normal working hours (e.g., early morning, evenings, weekends, holidays)
· In physically isolated environments, such as boiler rooms or outbuildings
· During off-site visits, including home visits to parents/carers
1.3 Legislative Framework and Guidance
This policy is informed by the following legislation and statutory guidance:
· Health and Safety at Work etc. Act 1974: Employers have a duty to ensure, so far as is reasonably practicable, the health, safety and welfare of their employees.
· Management of Health and Safety at Work Regulations 1999: Employers must assess risks to health and safety, including those associated with lone working, and take appropriate preventive measures.
· Health and Safety Executive (HSE) Guidance: "Lone Working – Protecting those who work alone" (INDG73).
· DfE Guidance: Health and safety: responsibilities and duties for schools (2023).
· Ofsted Education Inspection Framework (EIF): School leaders must ensure that safeguarding and staff wellbeing are effectively managed and embedded.
2. Definition and Context
2.1 What is Lone Working?
Lone working is defined as any work activity that is carried out in a situation where an individual does not have direct supervision or immediate access to assistance from others. Lone working is not in itself against the law, but it does present specific health and safety risks that must be managed.
Examples include:
· A caretaker locking/unlocking the school premises outside school hours.
· Teachers marking or preparing lessons alone in the building.
· A member of staff conducting a home visit independently.
· Cleaning or catering staff working early or late shifts.
· Contractors working during school closures.
2.2 Risks Associated with Lone Working
Lone working can present various risks, such as:
· Personal injury from slips, trips, or equipment use without assistance.
· Increased vulnerability to aggression or violence, particularly during home visits or unexpected intrusions.
· Delayed response in the event of a medical emergency or accident.
· Psychological stress or anxiety linked to isolation or working in unfamiliar settings.
· Fire or other serious incidents with no one available to assist in evacuation.
3. Roles and Responsibilities
3.1 Governing Body
The Governing Body is responsible for:
· Ensuring that there is a Lone Working Policy in place.
· Reviewing the effectiveness of the school’s health and safety arrangements.
· Ensuring that the policy is reviewed at appropriate intervals.
3.2 Headteacher
The Headteacher is responsible for:
· Implementing the Lone Working Policy across the school.
· Ensuring that all lone working activities are covered by suitable risk assessments.
· Ensuring staff are provided with appropriate training and resources.
· Monitoring compliance with the policy and reporting concerns to the Governing Body.
· Ensuring incidents or concerns are investigated appropriately.
3.3 Line Managers
Line managers and department leads must:
· Identify any staff likely to work alone.
· Ensure lone working risk assessments are completed and updated.
· Implement control measures and oversee safe systems of work.
· Ensure staff are trained and understand lone working procedures.
· Monitor lone workers and review any incidents that occur.
3.4 Employees
Employees must:
· Take reasonable care of their own health and safety and that of others.
· Comply with all procedures set out in this policy and their lone working risk assessment.
· Report any incidents, near misses, or hazards encountered while working alone.
· Avoid taking unnecessary risks and seek guidance when in doubt.
· Use systems in place to inform others when and where they are working alone.
4. Risk Assessment
4.1 General Principles
All instances of lone working must be subject to a risk assessment. This process identifies potential hazards, considers who might be harmed, evaluates the risk, and implements control measures to reduce it. Risk assessments must be reviewed:
· Annually,
· After an incident or near miss,
· When significant changes occur to the nature of the work or working environment.
4.2 Factors to Consider
When assessing a lone working scenario, the following factors must be considered:
· The nature of the tasks and whether they involve inherent risk.
· Training and experience of the staff member.
· Duration and timing of the task.
· Access to emergency assistance or supervision.
· Suitability of equipment being used.
· Personal characteristics of the individual involved (e.g., pregnancy, disability).
· Environmental factors (e.g., lighting, weather conditions, isolation of area).
4.3 Person-Specific Assessments
Individual characteristics affecting safety must be considered:
· Staff with medical needs may require adjustments or additional controls.
· Trainees, newly qualified teachers, or less experienced staff may need supervision.
· Staff working with challenging families during home visits may need two-person attendance or additional safeguarding controls.
5. Control Measures
5.1 Site-based Lone Working
To reduce risks, the school will adopt the following measures for site-based lone working:
· Logging in/out using a register or electronic system.
· Restricting lone working to specific times with prior notification to line managers.
· Ensuring internal doors can be opened from inside without a key and fire exits remain clear and accessible.
· Installation of appropriate lighting and CCTV on site.
· Use of mobile phones or communication devices accessible at all times.
· Panic alarms or coded messages agreed in advance.
Staff should not use potentially hazardous equipment, such as large ladders or heavy-duty electrical tools, unless a risk assessment permits this with adequate controls in place.
5.2 Off-site Lone Working
For off-site work, such as home visits, the following measures must be implemented:
· Staff must consult a senior leader before arranging or undertaking home visits.
· Visits must be authorised and recorded with expected timings and addresses.
· Staff must carry mobile phones fully charged and ensure location services are enabled.
· A colleague or manager should know the whereabouts of the lone worker and make periodic check-ins via phone or agreed message systems.
· Staff should leave promptly and report concerns if they feel unsafe.
· Aggressive, unpredictable or high-risk settings may require two-person visits or postponement.
· Identity badges must be visible at all times.
6. Communication and Monitoring
6.1 Reporting Procedures
All incidents, accidents, near misses, or concerns that arise while lone working must be reported to the Headteacher or Health and Safety Lead using the school’s reporting procedures. Staff must also report:
· Concerns about working conditions.
· Instances of verbal abuse or threats.
· Unforeseeable hazards discovered during visits.
An open culture of reporting without blame should be fostered to ensure improvements in lone working practices.
6.2 Supervision and Monitoring
Although lone workers cannot be subject to constant supervision, effective systems must be in place to oversee their health and safety:
· Periodic one-to-one check-ins with line managers.
· Random audits or spot-checks.
· Review of work logs and visit registers.
· Follow-up of risk assessment reviews after incidents.
7. Training and Support
7.1 Staff Training
All lone workers must receive training that includes:
· The risks associated with lone working.
· Safe working practices and communication protocols.
· Emergency procedures and use of safety equipment.
· How to de-escalate potentially aggressive behaviour.
Training should be refreshed periodically and updated when risk assessments are revised.
7.2 Mental Health and Wellbeing
The wellbeing of lone workers should be considered, especially where isolation or anxiety is evident. The school will:
· Promote a culture where wellbeing is actively monitored.
· Signpost staff to Employee Assistance or counselling services.
· Encourage regular contact between lone workers and the wider staff team.
· Review staff feedback as part of the policy evaluation process.
Refer to DfE guidance: Promoting and supporting mental health and wellbeing in schools and colleges (2021).
8. Emergency Procedures
8.1 Incident Response
Lone workers must be equipped to manage emergencies by:
· Having access to a first aid kit (where appropriate).
· Carrying a mobile phone or device with emergency numbers stored.
· Knowing evacuation procedures and the location of exits and fire alarms.
· Ensuring another individual is aware of their location when working alone.
In the event of a serious emergency, staff must follow school incident reporting procedures immediately after summoning the emergency services.
8.2 Evacuation and Lock-down
Lone workers must:
· Familiarise themselves with fire evacuation routes and lock-down procedures.
· Be able to reach alarms or safe areas from wherever they are working.
· Receive training regularly on how to follow emergency procedures while working alone.
9. Policy Monitoring and Review
9.1 Record-Keeping
All documentation relating to lone working must be retained including:
· Risk assessments.
· Training records.
· Incident and accident reports.
· Logs of lone working activities where applicable.
Documentation will be reviewed by the Headteacher or nominated Health and Safety Lead.
9.2 Review Cycle
This policy will be reviewed:
· At least annually.
· Following any incident involving a lone worker.
· In light of changes to legislation or DfE guidance.
· After structural or organisational changes within the school.
Lone working procedures will be assessed as part of the school’s overall risk management strategy.
10. Appendices (Suggested)
· Appendix A: Example Lone Worker Risk Assessment Template
· Appendix B: Lone Working Quick Reference Checklist
· Appendix C: Home Visit Protocol
· Appendix D: Incident Reporting Form
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