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Lone Working Policy
- School Employees



This policy and procedure has been produced by One Education’s HR and People service. The HR and People
team provides management and HR support and advice to schools and academies purchasing their services
under an agreed Service Agreement. For further information please contact the HR and People team via the
HROne Helpline: 0844 967 1112 (local rate from landline) or HROne Helpline Email:
hrpeople@oneeducation.co.uk Website: www.oneeducation.co.uk

This document is recommended for adoption by all schools including community, voluntary controlled,
community special, maintained nursery, foundation, foundation special, voluntary aided, academies and free
schools. References in this document to the Headteacher include a reference to an academy or free school
Principal.
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Under the public sector equality duty, all schools/academies must have due regard to the need to
eliminate discrimination, harassment and victimisation and any other conduct prohibited by the
Equality Act 2010; to advance equality of opportunity between those who share a relevant protected
characteristic and those who do not share it and to foster good relations across all protected
characteristics. This means schools/academies must take into account equality considerations when
policies are being developed, adopted and implemented. The HR and People team regularly reviews all
policies and procedures which are recommended to schools/academies to ensure compliance with
education and employment legislation including the Equality Act 2010. Consultation with
schools/academies is an important part of this review process. Headteachers, Principals and Governing
Bodies are asked to contact the HR and People team via the HROne Helpline if they believe there are
any negative equality impacts in their school/academy in relation to the application of this
policy/procedure.
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1. Introduction

The governing body of Newall Green Primary School is committed to ensuring the safety and wellbeing
of all school staff and promoting and maintaining an environment that is safe for all staff to work in.

The governing body seek to minimise the need for staff to engage in lone working but are aware that
there may be times where this is necessary or an occupational requirement. The governing body
recognises that there may be an increased risk to the health and safety of its employees whilst working
alone.

Lone working is itself not against the law and it will often be safe to work alone. The school has legal
obligations under the Health and Safety at Work Act 1974 to ensure so far as is reasonably practicable,
the health, safety and welfare at work of all their employees and this act also covers lone working.

Additionally, in line with the Management of Health and Safety at Work regulations 1999 the school
has an obligation to assess and manage risks to their employees and others arising from work activities.

The health and safety of all employees is ultimately the responsibility of the Headteacher and the
governing body. However, employees also have an obligation in line with the Health and Safety at
Work Act 1974 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

This policy stipulates practices that are acceptable and unacceptable for lone workers as well as
measures that the school will take to ensure the health and safety of lone workers as far as is
reasonably practicable.

Contractors working on the school site(s) will be provided with a copy of the Lone Working policy and
will be required to undertake an assessment relevant to the work they are undertaking prior to work
commencing. All contractors are required to fully comply with all aspects of Health and Safety
legislation and procedures whilst working on site.

2. Definition of lone worker

A lone worker can be defined as any employee who works in isolation from their colleagues either
inside or outside a building. They could spend either some or all of their working hours carrying out
work activities alone. This can include staff who are driving, attending meetings either inside or outside
normal working hours, visiting schools or other sites as part of their work, teachers who work in
isolation from their colleagues with groups of children, or while working from home alone.

3. Expectations of lone working

All lone working must be pre-arranged and approved by the Headteacher or Senior Leader on site.
Staff must comply with instructions from the Headteacher or Senior Leader at all times with regards
to lone working.

Unless it is an occupational requirement, staff should avoid lone working as far as is reasonably
possible. For example, staff should arrange to work in groups where access to the school is required



outside of normal operational hours. Where lone working cannot be avoided, safe working is to be
facilitated by:

e Undertaking risk assessments, where necessary, to identify the hazards, assess the risks and put
appropriate control measures in place. (The Head of school is responsible for ensuring suitable
procedures are in place for undertaking risk assessments for all situations requiring lone working).

e Providing adequate and workable procedures to ensure that lone working consent is obtained and
recorded in circumstances where this is required by the school.

3.2  Where risks cannot be adequately controlled, lone working shall be prohibited.

4. General Issues

4.1 Managers/supervisors should where lone workers are at any particular time. The area of work and the
planned work should also be known. This may be for instance through the use of a white board or
through shared access to diaries which must be kept up to date. Where possible managers/supervisors
should have contact details of any locations being visited.

4.2  All staff must follow the normal signing in and out procedures when undertaking lone working.

4.3  Staff should carry their personal, or if applicable work mobile telephone, with them at all times when
carrying out lone working.

4.4 The office-based contact must have a clear plan of what to do if the lone worker needs help, or they
cannot contact them.

4.5 ltis advisable that staff undertaking lone working advise a family member or friend of their intended
arrival and departure time.

5. Access to the school during the holiday period

5.1 |If staff need to access the school during the holiday period, this should always be during normal
opening hours and permission should be sought from the Headteacher or other senior leader
beforehand. Staff should provide the reason for this request as well as how long they are likely to stay
on site. Consideration will be given to the request, taking in to account whether lone working will be
undertaken and also the practicalities of arrangements — e.g. for the opening and securing of the
relevant area of the site.

5.2 In many cases, subject to risk assessment, a base ‘out of hours’ contact should be agreed in advance.
This person must be available even at a home location for the duration of the work.

5.3 If a lone worker feels ill or fatigued, to the extent that it is impacting on their capacity to work, it is
their personal responsibility to stop working and to make contact with the base out of hours contact.
In the event they are unable to contact the base out of hours contact then they should call a family
member or friend to advice of the situation.

6. Emergency situations

6.1 Lone workers need to be able to react correctly if they are injured, they should have access to a first
aid pack for minor cuts etc, but they should also have a plan of action for more major incidents. This



should be considered as part of the risk assessment and the solutions may differ depending on the
nature of the task.
6.2 Inthe case of an urgent matter, staff should contact Simon on 07900 972 221.

6.3 Inthe event of a more serious emergency, staff should call the relevant emergency services on 999 (or
111 the NHS non-emergency number).

/. Training

7.1 Information, instruction, training and supervision are essential elements in ensuring that action plans
arising from lone working risk assessments are executed properly and effectively.

7.2 Staff should be briefed and trained where necessary on the planned control measures following risk
assessment. The training and information needs to be comprehensive as does the risk assessment in
order to cover all anticipated outcomes.

8. Hazards

8.1 The school are aware that conducting certain activities whilst working alone may increase the risk to
staff members. Therefore, possible potential hazards have been identified and control measures
identified.

8.2 Whenever lone working is being considered, the safety of the activity will be assessed as part of a risk
assessment process. Any potential hazards identified will be evaluated by the Headteacher/ Health
and Safety representative and measures will be introduced if the assessment identifies that the
existing precautions do not adequately eliminate or control the potential hazard.

8.3 Alljobroles where lone working is currently required have been assessed as part of the school’s risk
assessment process.

Potential hazards include:

. The risk of violence

. Manual Handling

. The suitability of the individual to work alone, including consideration of any relevant medical issues.
. Working with chemicals

9. Control measures

9.1 Inorder to effectively manage these potential hazards, a number of control measures have been
identified.

9.2 Risk of violence

9.2.1 The risk of violence may potentially be increased because of the isolated position occupied by lone
workers.

. Lone workers must not allow unauthorised individuals on to the school premises at any time.
. Lone workers must not accept deliveries unless an occupational requirement e.g., site staff.



° Lone workers must not publicise the fact that they are on site alone, this includes posting
information on social media.

° Staff must not arrange meetings when lone working. All meetings with members of the public,
including parents, must only be organised during normal school operating hours.

. Late meetings must finish promptly and not leave a lone member of staff on site.

) When working alone, staff must ensure that unused areas of the school building are secure/locked to

prevent unauthorised access
9.3 Manual handling

° Staff should only carry loads they feel comfortable and equipped to handle.
. Manual handling training may be arranged following a risk assessment for certain occupational roles.

9.4 Suitability of the individual

o Staff must notify the Headteacher of any medical conditions which may impede their ability to safely
work alone. If appropriate, a referral to the school’s Occupational Health Provider will be made.

o The Headteacher will consider whether the individual is capable of responding correctly in an
emergency when assessing the risk of lone working

o Staff must ensure they are familiar with the school’s health and safety policy and the location of
safety equipment.

9.5 First aid boxes

First aid boxes are located in the following locations:
» First aid kits can be found in the following locations:
» First aid room
» School administrator office
» Staff working office
» (Schools to add further locations)

10. Working with chemicals

10.1  Incertain lone working roles, such as caretaking or cleaning roles, the use of chemicals will be a
requirement of the role.

e Staff should only use chemicals they have been trained to use and which are already in use within
the school.

e Staff planning to use chemicals during periods of lone working must notify the school’s Health and
Safety representative prior to the first usage and a risk assessment will be conducted.

11. Unacceptable lone working practices

11.1 Staff undertaking lone working are expected to take reasonable care for their own health and safety
and continue to exercise their professional judgement when assessing what is acceptable work to
carry out alone.

11.2 The governing body has identified the following activities that are unacceptable for lone workers to
carry out in any circumstance:

e Working at height



e Manual handling of any heavy or bulky items

e Use of the school kitchen equipment

e Entering confined spaces

e Use of machinery which individuals are not qualified or trained to operate

e Entering the building if there is evidence of intruders, including responding to the school alarm,
without appropriate assistance

11.3 A failure to adhere to policy this may lead to disciplinary action being taken.



Newall Green Primary School

LONE WORKING RISK ASSESSMENT

Employee Name:

Manager Name:

Job Title:

Job Title:

Department:

Risk Assessment conducted by:

Date completed:

Review date:

Hazard Identified

List any potential risks
associated with carrying
out the activity/ role as
part of lone working

Existing Controls

What measures are
already in place to
minimise the
identified risk?

Additional Controls
required

List any additional
controls identified
that must be
implemented to

Person Responsible

Identify and agree the
person responsible for
implementing the
additional control
measures

Date control to be
implemented

Date completed




Eg. Does the activity
involve the use of
chemicals?

Does the activity require
working at height?

Is the individual required
to open and secure the
premises alone?

minimise the
identified risk




Employee and Responsible Manager should meet to review the risk assessment once all identified actions have been implemented

Signature of employee: Date: Signature of Manager: Date:




