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DEFINITION 
 
The Health and Safety Executive (HSE) defines lone workers as those “who work by 

themselves without close or direct supervision”. They may include:  
 

• People working separately from others in a building   
• People who work outside “normal” hours  

• People who work away from their fixed base without colleagues, e.g. visiting people 
in their homes.  

• People who work at home  
 

Under the Health and Safety at Work Act 1974 employers have a legal and moral 
responsibility to effectively manage the risks associated with individual members of staff 
working on their own. Also to ensure that employees receive such information, induction, 
training and supervision as is necessary. Employees have responsibilities to take 
reasonable care of themselves and other people affected by their work.   
 
Aims of the Policy  
The aim of the policy is to: -  

• Increase staff awareness of safety issues relating to lone working  

• Ensure that the risk of lone working is assessed regularly and that safe systems 

and methods of work are put in place to reduce the risk as far is reasonably 

practicable  

• Ensure that the necessary support and training is available to all staff providing 

practical advice on safety when working alone  

• Encourage full reporting and recording of all incidents, including near misses, 

relating to lone working 

• Reduce the number of incidents and injuries to staff related to lone working 

 
A risk assessment by the site manager must be undertaken for each Lone Worker / lone 
working episode. Hazards identified will be evaluated by the site manager for the 
likelihood of the hazard causing harm.  Measures will be introduced if the assessment 
shows that existing precautions are inadequate to eliminate or adequately control the 
hazard. The risk assessment will be subject to review to ensure it is relevant and current 
to the workings of the school.  
  
Contractors will be given a copy of the Lone Working Policy and will be required to 
complete an assessment relevant to the work they are undertaking before starting work if 
necessary. The Contractor is required to fully comply with all aspects of the relevant 
Health & Safety Legislation whilst working on the school site.  
 
Controls   
Staff should seek the permission of the Headteacher to work alone in the building outside 
of normal school hours. Apart from the Headteacher, only the site manager and Premises 
assitant have keys to the building.   

• The experience and training of all staff and the activities to be undertaken will be 
taken into consideration before allowing lone working.  Lone workers must be 
considered capable of responding correctly in an emergency situation by the 
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Headteacher.  Whenever possible it is recommended that staff work with a partner.  

• Staff should not enter the school premises if there are signs of a break in or intruders. 
Normally the intruder alarm will have been activated, Prologic systems ltd monitor the 
alarm system, are first call key holders and would call the police.    

• Staff should lock doors when lone working and ensure that areas of the school not in 
use are kept secure. Staff must not place themselves in danger by challenging 
intruders or vandals but should call the police for assistance.  

• Staff should not work alone if they have medical conditions that might cause 
incapacity or unconsciousness.   

• All lone working staff should establish and record on their risk assessment their own 
checking in and out system with family, friends or work colleagues.  It is advised that 
lone workers provide a relative or friend with a telephone contact number 
(Headteacher, Site manager) to call if the lone worker fails to return home at the 
expected time.    

• Staff working alone have a responsibility for making themselves familiar with and 
following the school’s safety procedures and location of safety equipment.  

• Contractors should have access to their own first aid kit suitable for treating minor 
injuries.    

• If staff rely on mobile phones they must ensure that their network has good reception 
within school. Although phones can give extra reassurance, they do not provide 
complete protection and staff should still be alert for their own personal safety at all 
times.    

• Lone workers should not undertake activities that involve the handling of money, 
working at height, any task that has been identified as medium or high risk or which 
are potentially hazardous given their own level of experience and the nature of the 
task.  Staff working at height in an isolated building must follow The Barnehurst 
Federation of schools Working at Height Procedures.    

 
All school personnel are reminded about the importance of maintaining a healthy 
work/life balance.  
Equality and cohesion will be promoted, in line with our Equality and Cohesion Policy, 
and the policy will be operated in a non-discriminatory way  
  
It is the responsibility of all school personnel and contractors to adhere to the lone 
working procedures and to report any difficulties, failure of equipment or general 
concerns on health and safety to the Headteacher.  If members of staff fail to follow 
procedures designed to protect their safety, this could result in a disciplinary matter as 
they will have contributed to their injury.   
  
The School respects the right of the employee, under the Trade Union Reform and 
Employment Rights Act 1993, to refuse to carry out work where there is a serious and 
imminent risk of danger.  They also can advise others to do the same without being 
dismissed as a result.  Staff should be proactive in bringing to the attention of 
Headteacher any aspect of work related risks.  
  
CONCLUSION  
 
Establishing safe working for lone workers is no different from organising the safety of other 

employees, but the risk assessment must take account of any extra risk factors. 
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Headteachers must ensure that they have not only introduced measures to reduce any risk 

but must also ensure that they have communicated their expectations to lone workers and 

trained them appropriately. All employees, including lone workers, are responsible for 

following safe systems of work and all employees can take simple steps to reduce the risks 

associated with their normal working life. 

  
  
Signed:……………………..……….. Head Teacher    
 
 
Date:…………………… 
 
 
 
 
 
Signed:………………………………..  Chair of Governors 
 
 
Date:…………………… 
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 The Barnehurst Federation of Schools 
 Lone Working Information for Staff  

Legal Stuff 

There is no general legal requirement saying that an employee should not work alone.  
There are though some working situations where it is considered too dangerous or 
difficult for individuals to work unaccompanied. In these cases, for example work where 
work involves fumigation, transport of explosives, certain live electrical work and working 
in confined spaces special arrangements are required.  
We are responsible for your health, safety and welfare whilst you are at work, wherever 
you are working. Provided we make an assessment of risks involved when you are lone 
working and take sensible steps, which are reasonably practicable, to control any 
identified risks there is nothing to prevent you working alone.  
 
Information  

Anyone who works by themself without direct contact or supervision and where there are 
no other workers present for any period of time will be a lone worker. Lone workers could 
be a sales rep, a mobile maintenance engineer, long distance lorry driver, night security 
warden, travelling midwife and even a milkman on his round. It includes a person working 
at home or unsociable hours. 
You can be a lone worker while working on a large site with hundreds of employed 
people. A boiler-man working alone in a boiler house or a maintenance engineer working 
on a site based effluent treatment plant would be lone workers. Their work takes them to 
remote or unattended work areas where, although hazards and risks may normally be 
controlled, should anything go wrong they are on their own and may be unable to call for 
help.  
Lone workers can also be at risk while travelling; for example, from adverse weather 
conditions, icy roads, and the lack of suitable welfare or rest facilities.  
The risk of violence is an ever present risk to lone workers going to unfamiliar areas or 
while working at night; examples would include people making deliveries, visiting a client, 
leaving premises after cleaning them or opening and closing a shop early in the morning 
and late at night.  
 
Control measures – avoiding the risk 

There are a range of controls that can be used by employers and workers to reduce risks 
to lone workers;  
 Use a buddy system, work in pairs.  

 Carry a mobile phone with an ICE number or walkie-talkie; check reception first. 

 Carry an alarm or lone worker monitoring device; make sure it works before you rely on it.  

 Do not carry valuables.  

 Make regular contact with a nominated person in the office and check in at the end of the day. 

 Park in well-lit places. 

 Tell someone if you alter your plans. 

 Do not meet people you don’t know in remote places; choose a public place.  

 Be familiar with health and safety procedures. 
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 Tell your employer if your medical history and or level of fitness make it inappropriate for you 

to work alone.  

 Know what to do in an emergency, when you feel threatened or in danger.  

 Wear Personal Protective Equipment if required. 

 Report problems and incidents that occur while you’re working alone.  

 
For your protection 

 
For some lone workers the risks are low and no special measures are required; e.g. 
people with cleaning duties working as part of a team, or an individual staffing an out of 
hours phone line or monitoring a CCTV system.  
We have assessed the risks to people who work alone and where we have identified that 
they are at risk we have introduced specific measures which have been explained to 
them. However you know exactly where you have to go, what you have to do and the 
tasks and places that are of greatest concern. If you have any concerns that you still face 
unacceptable risks you must raise them with your manager. 
 
Do you know if you are a lone worker?  If you don’t know for sure and think you might be, 
speak with your line manager 
You must  
 Follow the lone working procedures explained to you by your supervisors and managers at all 

times. 

 Comply with our monitoring procedures when you are working alone off-site - we need to know 

that you are safe.  

 Not take risks, set yourself a reasonable time-frame and target to work towards. 

 Contact your supervisor or manager if you feel unwell, in danger, have a problem or face an 

unexpected situation.  

 Take breaks, especially if you feel tired; go for a short walk to get fresh air or stop for food and 

drink. 

 Report accidents and incidents where you have felt under threat to your manager. If we are 

unaware of problems we can’t make adjustments to our procedures.  

Remember: If you do not feel safe working alone, then speak to your supervisor or safety representative. 

 


