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General Policy Statement: Lone Workers as defined by the Health and Safety Executive are, “those who work by themselves without close or direct supervision.” 
As part of the Management structure, it is the duty of care for all Managers and Senior Leaders to ensure the health, safety and welfare of all their staff, as it is also the employee’s responsibility to take reasonable care of themselves and others who could be affected by their work activity. 
Hopewell School recognises that there may be an increased risk to the health and safety of its employees whilst working alone. This policy sets out our approach in both identifying these risks and adequately managing them. Any questions regarding its operation should be addressed to the Headteacher. 
Aim: To ensure adequate control measures are put into place to safeguard all employees who work alone at any point during their contractual duties. 
Definition of lone workers: For the purposes of this policy, a lone worker is an individual who spends some or all of their working hours working alone. This may occur:
• during normal working hours at an isolated location within the normal workplace 
• when working on site outside normal business hours 
• Working off site i.e. home visits or trip out etc. 
• Working from home 
• Driving vehicle as part of work 
People working alone or in isolation from others may be at particular risk either because of circumstances of their day to day working or because an emergency may occur. They may be at extra risk if they are not in regular contact with others and are not kept informed of any changes that may affect them. Lone workers should not be at more risk than other employees. This may require extra risk control measures. Precautions should take account of normal work and foreseeable emergencies, e.g. fire, equipment failure, illness and accidents.
Examples of lone workers 
The list of lone workers may include: 
• Site staff including Site Manager, Caretakers, cleaners and Grounds staff 
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• Kitchen staff both early morning before site opening times and delivering off site 
• Admin staff in early ahead of site opening times 
• Staff working on site late 
• Staff working off site such as home visits or working from home 
• Staff following late meetings when others have left site 
• Outreach service staff making home visits 
• Staff working at off-site provisions 

Roles and Responsibilities 
Senior Leadership / Manager Responsibilities: 
1. ensure that this policy and all other relevant policies and procedures are disseminated to staff 
2. identify all staff who are lone workers, based on recognised definitions 
3. Provide safe systems of work for all staff. 
4. Ensure that there are appropriate security systems in place to secure the building. 
5. Provide security devices for members of staff when they are working in the office or out in the community, if assessed as appropriate. 
6. ensure that a proper lone working risk assessment is conducted (in consultation with the relevant staff) to ensure that all risks from lone working are identified and that proper control measures have been introduced to minimise, or mitigate the risks before staff enter a lone working situation 
7. During one-to-one sessions, discuss the control measures that are in place to ensure they are still adequate or discuss amendments. 
8. Identify any training needs and ensure these are met. 
9. Set up an adequate system for recording home and out of office visits. Ensure this is kept up to date on a daily basis, for example: staff reporting to the office; their location and general movements for the day, where this is required as part of the risk assessment. 
10. Ensure systems are agreed on how to raise the alarm and copies of the procedures are given to all relevant staff. 
11. Ensure that anyone who is not able to raise the alarm is not left alone. 
12. Ensure that during induction all procedures are discussed, a copy of relevant information is obtained, and a training plan is agreed by both the staff member and the manager. 
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13. Ensure that the staff members are suitable to be left working alone. 
14. Ensure that your procedures allow for lone workers to request additional support when they feel vulnerable. 
15. Discuss this policy on a regular basis during team meetings, and especially if an incident has occurred. 
16. Provide practical support when needed. 
17. Report any incidents to the Headteacher.
18. Record and monitor all accidents and incidents and report findings to the Headteacher. 
19. Where someone has been assaulted, ensure that the individual is properly de-briefed, undergoes a physical assessment, any injuries are documented and they receive access to appropriate post incident support.
Staff Responsibilities: 
Staff members have a duty of care for themselves and anyone else who could be affected by their actions. Therefore, they have a responsibility to ensure that they: 
• Are aware of and follow all policies or procedures. 
• Plan ahead to minimise risk. 
• Are fully aware of the risks when working alone and comply with risk assessment. 
• Do not put themselves in potential avoidable danger. 
• Ensure that they have made themselves aware of the nearest place of safety. 
• Be aware of the on-site security procedures. 
• Ensure that access is available to personal alarms/mobile phones or some form of personal communication. 
• They should seek advice from their line manager, action guidance, procedures and instruction to avoid putting themselves or their colleagues at risk 
• Must report all incidents where safety was compromised including ‘near misses’ to enable appropriate follow up action to be taken 
• It is the employee’s responsibility to attend any training specific to them, requested by their manager.
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Risk Management 
Risk Assessments 
A risk assessment will be written for all roles where someone undertakes lone working, where the risk may be increased by the work activity itself or by the lack of on-hand support should something go wrong. The person writing the risk assessment should consider all appropriate areas covered in appendix B. 
Risk Assessments should be in place for all anticipated risks and should be reviewed on a regular basis, especially if there is a change in situation, a near miss has occurred or an accident or incident has taken place.

Risks Associated with Violence – Red file protocol 
The Health and Safety Executive’s definition of work-related violence is: ‘any incident in which a person is abused, threatened or assaulted in circumstances relating to their work’. Below are some indicators that may make violence more likely and should be taken into account in staff risk assessments. Staff may need to consider if the people they are providing a service could:
• Threaten violence 
• Be a menace with weapons 
• Bear grudges 
• Feel victimised 
• Harbour a grievance 
• Suffer from mental health issues 
• Have a dependency on drugs or alcohol 
• Associate with violent people 
At Hopewell School, this is most likely to affect lone workers who make home visits e.g. members of our Outreach teams, parent support advisors or specialist curriculum teaching assistants or technicians. As such we have put in place the Red File protocol. This allows a colleague to call for help in a way that would not be immediately apparent to someone with them and safeguard them from risk. It is a safeguarding measure that triggers a series of actions designed to extract the staff member from an escalating situation where they do not feel safe (Appendix D)

Prohibited lone working activities 
There are some high-risk situations where lone working is illegal or may be considered inappropriate e.g. 
• Confined space working 
• Work on live electricity supply 
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• Working at height, depth or near water 
• Oxygen deficiency or explosive atmospheres 
• Emotive or potentially violent reactive situations. 
Control Measures 
Listed in the sections below are various control measures that can be put into place to reduce the risk to staff when working alone. Not all measures will be applicable as circumstances vary in different situations; therefore, the controls need to be re-evaluated for each individual occasion to ensure that the correct measures are in place to reduce the risk to its lowest level. Staff need to consider the person or persons that they may be visiting or attending to alone, and the risks involved in each situation. 
· Buildings are required to be secure when staff are lone working. 
· Staff must not arrange on site meetings with parents or members of the public when lone working. All meetings must be arranged during occupancy times or when there is more than one member of staff on site for the duration of the meeting. 
· Late meetings must finish promptly and not leave one member of staff alone on site. 
· Staff must not approach, or let into the buildings, unauthorised persons when lone working. Communication Staff are advised to: 
· Avoid lone working wherever possible by arranging to work in pairs or as a group. 
· Sign in and off the site using electronic entry system 
· Carry a mobile phone at all times when lone working. 
· Let someone know you are coming into work, how long you expect to be and when you are leaving. 
· Comply with fire evacuation procedures and attend fire assembly points, ensuring that you are cleared to leave the site in the event of an incident.

Emergency procedures 
In the event that a lone worker falls ill, or into difficulties, they are to use their mobile phone/ school land line phone to contact the Head/Deputy Headteacher/Member of Site Team. Please ensure that you have access to contact numbers and these can be found on the School Emergency Plan. All lone working staff must be aware of where the School Emergency Plan can be found as it provides contact information relevant to a wide range of emergency scenarios and protocols of how to address them. 
Training 
Depending upon the staff member’s job role, a Training Plan targeting relevant Lone Working needs should be prepared and introduced through induction. This should cover all aspects of lone working and ensure that the staff member is able to safeguard their welfare whilst alone on 
[image: A yellow house with sun rays

AI-generated content may be incorrect.]




premises. All new staff who will be lone workers will read ‘Protecting Lone Workers- How to manage the risks of working alone’ HSE. 
First Aid Requirements: 
First aid for travelling, remote and lone workers: employers are responsible for meeting the first aid needs of their employees working away from the main site. The assessment of first aid needs should determine whether those who travel long distances or are frequently mobile should carry a personal first-aid box; and whether employees should be issued with personal communicators/mobile phones.

Reporting of Accidents and Incidents: 
• Any accidents, incidents or near misses must be recorded in the accident book. 
• If an accident happens and causes either a major injury or the loss of over 3- days work or unable to carry out normal duties for over 3-days then a report must be completed by the Health and Safety Lead in accordance with Reporting of Diseases and Dangerous Occurrences Regulations (RIDDOR) 1995. Specific note must be made in the report of how the Lone Working policy has been applied and adhered to. • The Headteacher is to be informed of any significant incident including involving violence, verbal abuse, physical assault and property damage.

Monitoring and Reviewing: 
All accidents, incidents or near misses should be logged and monitored by Site Team of the school. The Site Team should then be looking for trends and seeing if a review should be carried out on any of the Risk Assessments due to the outcomes. These should also be reported back to the Headteacher, so that they are aware of any situations that may have arisen and reported to Governors as appropriate. The effectiveness of this policy will be determined by the analysis of adverse incident reports raised in response to lone worker safety issues. 
Monitoring of stress and well-being for lone workers 
Lone working can cause work related stress and affect people’s mental health. It is important that lone workers receive proper support and have good relationships with other workers. Managers will ensure that there are systems of support in place that enable direct contact with lone workers so that they can recognise signs of stress as early as possible. Lone workers are encouraged to read the stress management policy. All employees of Hopewell School are able to access additional support through the employee assistance programme. 
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Relevant Documents and policies 
Health and Safety Policy 
Emergency Plan 
Risk Assessments 
Induction Policy 
Stress management policy 

Appendix A 
LONE WORKING ROLE RISK ASSESSMENTS GUIDANCE 
All risk assessments should be completed on the school standard format risk assessment form. 
• Each role should be assessed and the risk assessment should summarise the various processes and procedures that can be put in place to reduce and minimise the likelihood of risk 
• Processes and procedures are reviewed and evaluated for effectiveness. 
• Processes and procedures are shared across teams and the wider organisation to ensure organisational learning and best practice. 
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Role Risk Assessments 
	
	
	
	LIKELIHOOD
	
	
	

	
	
	1
	2
	3
	4
	5

	
	5 Catastrophic
	Rare
	Unlikely
	Possible
	Likely
	Almost Certain

	
	4 Major
	
	
	
	
	

	Severity
	3 Moderate
	
	
	
	
	

	
	2 Minor
	
	
	
	
	

	
	1 Negligble
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



• Very Low = Risk is very well managed. 
• Low = Risk is adequately managed, although improvements may be possible to reduce the risk further. 
• Moderate = Risk is NOT adequately managed, a detailed risk reduction plan must be completed. 
• High = The Risk is NOT managed and could present a significant risk. The activity should be suspended until a detailed assessment has been undertaken and a Risk Reduction Plan developed and implemented.


Appendix B 
Guidance on what to consider when completing a risk assessment 
Before a lone worker home visit 
Where it is practicable, a log of known risks should be kept by the school or outreach service. This should record the location and details of pupils/ people that may be visited by staff, where a risk may be present. This log should be kept securely and the information should be accurate and reviewed regularly. It should be available to lone workers to inspect ahead of any visit they make. 
Information Sharing 
Managers should highlight any areas and/or pupils that pose a significant risk to staff. Information concerning risks of individuals and addresses should be communicated internally to all relevant staff who may work with the same service users. 
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Scheduling Visits 
If there are known risks associated with a particular location or pupil/family, lone workers should consider, in consultation with their manager, rescheduling the visit so they can be accompanied by another member of staff. 
Emergency Equipment 
As part of the planning process, the emergency equipment that may be required should be assessed. This might include a torch, map of the local area, telephone numbers for emergencies (including local police and ambulance service), a first aid kit, etc. 
The Buddy System 
Where lone working is required staff should ensure they make another colleague aware of their movements. To operate the buddy system, you must nominate a buddy. This is the person who is the contact for the period in which they will be working alone.
The nominated buddy will: 
• be fully aware of the movements of the lone worker 
• have all necessary contact details for the lone worker, including next of kin 
• have details of the lone worker’s known breaks or rest periods 
• attempt to contact the lone worker if they do not contact the buddy as agreed
• follow the agreed local escalation procedures for alerting their senior manager and/or the police if the lone worker cannot be contacted or if they fail to contact their buddy within agreed and reasonable timescales. Contingency arrangements should be in place for someone else to take over the role of the buddy in case the nominated person is unavailable, for example if the lone working situation extends past the end of the nominated person’s normal working day or shift, if the shift varies, or if the nominated person is away on annual leave or off sick.
Escalation Process 
Line Managers should have a local escalation procedure, outlining who should be notified if a lone worker cannot be contacted or if they fail to contact the relevant individual within agreed or reasonable timescales. The escalation process should include risk assessment and identification of contact points at appropriate stages, including a line manager, senior manager and, ultimately, the police. 
Dealing with animals 
The potential risks posed by household pets when conducting home visits will involve safety, allergies and infection control. Where animals are present and the staff member is concerned, a polite request should be made for the animal to be placed in a different room. If the resident/owner 
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is not content with this request and has had the clinical and personal safety issues explained in a calm manner and if appropriate the visit should be abandoned and reported in accordance with the risk reporting policy. Where pets are considered to be a risk this can also be noted. 
Lone working and travelling by foot 
Where staff need to take part of their journey by foot they should always endeavour to use well-lit paths and pavements. They should avoid unoccupied/populated areas and should ensure that their colleagues are aware of the route being taken prior to the journey. 
Staff members need to be aware of the areas that they are working in and plan their journey accordingly. 
In the event of a situation where a staff member has concern for their safety they should head for the nearest public area (Shop, Petrol Station, Police station etc.) If possible, look out for street CCTV cameras and try and remain in view of these. 
Lone working and public transport 
Where it is necessary to utilise public transport, staff members should prepare for their journey by ensuring they know the routes and times of buses/trains etc. They should stick to using larger stations and bus stops in busy areas.
Lone working devices 
It is essential to recognise that lone worker devices will not prevent incidents from occurring. However, if used correctly in conjunction with robust procedures, they will enhance the protection of lone workers. Lone workers should still exercise caution even if equipped with such devices and continue to use the risk assessment process. 
Use of a mobile phone 
The following information and guidelines should be noted: 
• Lone workers may carry mobile phones and they should always check the signal strength before entering a lone working situation. 
• A mobile phone may be the main form of communication. If entering a known risky area lone workers should tell their manager or a colleague about any visit in advance, including its location and nature, and when they expect to arrive and leave. Afterwards, they should let their manager or colleague know that they are safe. 
• If provided, a mobile phone should always be kept as fully charged as possible. 
• Emergency contacts may be kept on speed dial. 
• The phone should be kept nearby and never left unattended. 
• Lone workers should be sensitive to the fact that using a mobile phone could escalate an aggressive situation. 
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• In some circumstances, agreed ‘code’ words or phrases should be used to help lone workers convey the nature of the threat to their managers or colleagues so that they can provide the appropriate response, such as involving the police. The decision to use code words or phrases should give due consideration to the ability of a member of staff to recall and use them in a highly stressful situation. 
A mobile phone could also be a target for thieves. Care should be taken to use it as discreetly as possible, while remaining aware of risks and keeping it within reach at all times. 
Plant and equipment 
Plant and equipment used by lone workers will be assessed to ensure that it is suitable for use by one person. 
Work at height 
Working at height will not be undertaken when working alone. 
Chemicals 
Any existing, or planned use of chemicals will be considered with regards to their suitability for use by those working alone.
The worker 
The medical fitness of workers working alone will be assessed. 
Access and egress 
Some lone working may require access to locations which are difficult to access or exit. Assessments will consider whether these tasks are suitable to be carried out by one person.
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Appendix c 
Lone working risk assessment template
	Risk Assessment of
	Lone working



	School Name
	Hopewell School
	
	

	Name of assessor
	
	Date Written
	



This risk assessment addresses the management of self-administration of medication 
The Risk assessment takes into consideration the following school documentation and should be read alongside these documents for more information
Consider: 
1. The health and safety policy
	L= Low Risk
M = Medium Risk
H = High Risk
	If Low Risk, then controls are fit for purpose
If High Risk, then controls will be covered in existing risk controls.



	What is the Hazard?
	Who might be harmed?
	How might people be harmed?
	Existing risk control measures
	Risk Rating

	Additional controls
	Action/ monitored by whom?
	Action Monitored by when?


	
	
	
	
	L
	M
	H
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	



Note: This risk assessment is a live document that is reviewed and updated as required.
	Review Date
	
	Signature
	

	Review Date
	
	Signature
	

	Review Date
	
	Signature
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Appendix D 
Red File Safeguarding Protocol
If, on receiving a call from a colleague they mention the red file, ask the following: (all questions require only a yes/no answer) 
1. Are you in physical danger? 
2. Do you want me to call the police? 
3. Do you want a member of the team to assist? 
4. Are you at the address on the student’s file? 
5. Do you want me to call back in half an hour? 
You must then immediately inform Rani Chahal, Nancy Bridge or another member of the Safeguarding Team.
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Appendix E 
Lone Working - Rapid Risk Assessment Tool
                                                                                                                            YES   NO  UNSURE 
1. Do you know the person you intend to meet and 
their regular associates or family?                                                                1    3       3 

2. If not, are you able to find out about them from an alternative source?       1     3 	   3 

3. Does this person have a known history of violent or unpredictable 
behaviour? 										6    1      6 

4. Is the person you intend to visit known to be unsafe?                                   3     1     3 

5. Do all employees have a lone worker safety solution available to them?      1     3     3 

6. Do all employees have a mobile phone? 					1     3      3 

7. Will another person be designated to accompany the employee? 		1      3     3 

8. Does employee have training in de-escalation skills? 				1      3      3 

9. Is the employee trained to quickly break away from a violent person?         1       3      3

 
10. Is the activity you intend to undertake likely to trigger violent behaviour?     3       1      3 

	


Combined total of all answers: 



10-15: Low Risk 16-23: Medium Risk 24-33: High Risk
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Rapid Risk Assessment Tool - Further Explanations 
1. Do you know the person? The more you know someone the better you are able to make judgements about their character and possible future behaviour. The less you know about someone the higher the risk. 
2. If not, are you able to find out? The more information you have the better. If you don’t know the person well, other sources of information can be helpful to determine the possible risks. For example, local police or social services. 
3. Is there a history of violence? Past behaviour is the most reliable indication of future behaviour. If the answer is yes there should be no question of an employee continuing on alone. 
4. Is the area unsafe? Is there poor lighting, known gang behaviour, dark secluded areas, history of crimes, etc. Sometimes it’s not the person who is unsafe but the area they are in. 
5. Do you have a lone worker safety solution? Lone worker safety solutions provide professional monitoring of lone workers. Most have continuously updated location information and the means of raising an alert. Furthermore, the best lone worker safety solutions have automated employee check-in services to ensure that an alert is raised for them if the employee is unable to do so themselves. 
6. Do all employees have a mobile phone? Mobile phones are an essential piece of equipment for lone workers. If they do not have one, one should be provided for them, and employees should be encouraged to have it with them at all times. Providing a smartphone with lone worker safety app is the best idea, as this further decreases their risk.
7. Will someone accompany them? It is safer for employees to work in pairs. While this is not always practical it is important to consider the added risks of employees working alone. 
8. Is there training in de-escalation? This is an important skill for lone workers; proper training should be provided for employees. Effective de-escalation can resolve a situation safely. 
9. Can the employee break away? Having the necessary skills to quickly break away from a violent person means the employee has an increased chance to get to safety and raise an alert if needed, therefore, decreasing their risk. 
10. Is this task likely to trigger violence? This really depends on the type of work being carried out by lone workers. At many times, the job they intend to do is easy to complete and unlikely to cause violence or a dangerous situation. There are other times, however, when this is less clear. For example, visiting a mental health patient in their home
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