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Introduction 
 
This policy has been developed in order to ensure that potential risks to all lone 
workers within the school have been assessed and are being controlled. 
 
The Governing Body is committed to ensuring staff, volunteers and contractors enjoy 
a safe working environment. It is recognised that there are occasions when 
teaching, support, administrative, grounds, caretaking/cleaning staff may be 
required, or choose, to work alone or in isolated situations. This however may 
introduce risks for a normally non-hazardous work activity. 
 
 
Definition of Lone Working  
 
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.  
 
 
Categories of lone workers  
 
A lone worker will most probably fall within one of the following categories: 
 

• Staff that are required to work alone for all or most of the time, such as 
cleaning staff working in the evening 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 who are key-holders or who are left to turn out the lights, set the alarm 
and lock up the premises after everyone has gone home 

• Staff who work during school holidays 

Controls  
 
Staff should seek the permission of the Head of school to work alone in the building 
outside normal school hours. The experience and training of all staff and the 
activities to be undertaken will be taken into consideration before allowing lone 
working.  
 
The lone worker should notify the caretaker of their intention to attend the site and 
their intended arrival time.  All lone working staff should establish their own 
checking in and out system with family, friends or work colleagues.  It is advisable 
that they provide a relative or friend with a telephone contact number to call if the 
lone worker fails to return home at the expected time.  
 
Staff should not enter the school premises if there are signs of intruders nor must 
they place themselves in danger by challenging intruders or vandals.  They are 
advised to immediately call the police.   
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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 avoiding high risk activities, i.e. working at 
height.  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.  
 
Whenever possible it is recommended that staff work with a colleague.  
 
Staff will receive information in the staff handbook and/or training to help ensure 
they understand the risks associated with lone working and to minimise these risks.  
 
All lone workers, in an otherwise unoccupied building, should follow the school’s Fire 
and Emergency Procedures and  have a responsibility for making themselves familiar 
with and following the school’s safety procedures and the location of safety 
equipment. 
 
Supervision 
 
By definition, lone workers are not under direct supervision, but supervision can still 
play a part in the control of risks.  The level of supervision required will depend on 
the risks involved and the ability of the lone worker to identify and deal with 
situations that occur. 
 
In the situation where two or more people are working alone, they must keep each 
other informed about their movements and provide supervision by way of periodic 
visits to each other.  Wherever viable, staff must carry walkie talkies to ensure they 
are able to communicate with each other should they require assistance. 
 
Risk Assessment 
 
Risk assessment is necessary for decisions to be made about safe lone working 
arrangements. The assessment needs only to cover the new or increased risks 
associated with lone working – it is not necessary to re-assess the whole of the work 
activity again. 
 
Assessments are conducted: 
 

• Generically with the purpose of establishing general policy, and 
• Individually for specific activities 

 
A lone working risk assessment for caretakers is in place. 
 
A risk assessment for any further staff who wish to work alone should be completed 
as required.  
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The following questions should be among those asked when completing a risk 
assessment for lone working: 
 

• Is communication adequate – might assistance be needed at short notice? 
• Would normal management contacts be available and able to respond 

appropriately at all times while work is being undertaken? 
• What level of supervision is needed and how will it be achieved? 
• Is the lone worker medically fit and sufficiently capable physically to 

undertake every part of the task, including any manual handling and working 
at height? 

• Is the lone worker pregnant? 
• Is youth or inexperience factors which need to be taken into account? 
• What is the likelihood of personal assault? 
• Has the lone worker been given adequate training and information and do 

records confirm this? 
• Are the arrangements adequate if a person becomes ill, has an accident, or 

there is an emergency? 
• Could the lone worker administer First Aid to him or herself – is the person 

trained in First Aid and is there an accessible First Aid kit?  Is there a 
possibility that an injury could be too severe for the person to deal with on 
their own? 

• Does the lone worker know how to report incidents using the proper 
procedures and paperwork? 

• Is the lone worker potentially vulnerable to accusations of impropriety of any 
kind? 

• Might a worker being their working period with others nearby, but routinely 
be working alone at the end of that period? 

• Is the workplace in a remote location, in the sense that assistance is unlikely 
to be available from passers-by?  Is the workplace in an isolated place within 
an otherwise relatively busy area? 

• Does the workplace or activity have higher, intrinsic risks than normal day-to-
day situations? 

• What is the condition of the workplace?  Might conditions change while the 
work is being completed? 

• How good is the outside lighting? 
• Are all the welfare facilities (toilets, heating, telephone, drinking water, First 

Aid etc) accessible during the lone working period? 
• Might the lone worker carry materials that could be attractive to a criminal – 

cash or high value/easily disposable equipment, etc? 
• Will the lone worker be near to high value equipment or cash which could be 

attractive to thieves or vandals? Is there a risk of contact with intruders? 
• Are the risks associated with any equipment used appropriate for a lone 

worker? 
• Are tools and equipment adequately maintained and records kept showing 

this? 
• Have all reasonably foreseeable difficulties been considered (fire, power cut, 

extreme weather conditions, poor signal/flat batteries for mobile phones), 
including the least likely or worst case scenarios? 
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Once the assessment is complete, and it has been ascertained that safe working is 
possible, appropriate instructions must be given to the lone worker and recorded. 
 
Training and compliance with prescribed procedures is essential.  Monitoring 
procedures are established to ensure that safe working arrangements are being 
followed by lone workers.  These monitoring arrangements will be reinforced in 
discussions during routine supervision and performance reviews. 
 
Monitoring and Evaluation 
 
The Governing Body reviews this policy every two years.  The Governors may, 
however, review the policy earlier than this, if the Government introduces new 
regulations, or if the Governing Body receives recommendations on how the policy 
might be improved. 
 
 


