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1. Purpose & Scope
St Mary's Church of England Primary Academy is committed to providing a safe working environment for all staff, volunteers and contractors. This policy sets out how we assess and manage the risks associated with working alone, and the standards of behaviour and control measures that everyone must follow.
2. Definition of Lone Working
The Health and Safety Executive (HSE) describes lone workers as people who work by themselves without close or direct supervision. Within our school, this applies to any person undertaking work—indoors or outdoors—where no one is reasonably available to provide immediate assistance in the event of an incident or emergency.
3. Typical Lone‑Worker Situations
1.  Working in an otherwise unoccupied part of the building.
2.  Working in isolated areas of the school grounds.
3.  Working one‑to‑one with a child during school hours.
4.  Working before/after normal school hours or during holidays.
5.  Responding to alarm call‑outs outside normal hours.
4. Risk Assessment
The Headteacher will ensure a Health & Safety risk assessment is completed at least annually and that staff are briefed on relevant risks and control measures. Assessments consider: the task being carried out, the environment, instruction and training provided, and any relevant medical information.
Where existing precautions are insufficient to eliminate or adequately control risk, additional measures will be introduced. Assessments are reviewed to ensure they remain current and proportionate to the school’s operations. Contractors must supply lone‑working risk assessments where required and will be provided with appropriate Health & Safety information.
5. Controls for Lone Working
Staff must obtain the Headteacher’s permission before working alone on site outside normal hours.
6. Experience & training will be considered before authorising lone working. The Headteacher must be satisfied that the individual can respond appropriately in an emergency.
7. Where possible, arrange to work with a colleague instead of working alone.
6. Duties of Staff When Working Alone
6.1 Safety & Security
8. Do not enter the premises if there are signs of intruders—contact the police immediately.
9. Keep external doors closed; use the door‑security system when working alone; secure areas of the school not in use.
10. Do not challenge intruders or vandals. Call the police for assistance.
6.2 Personal Health
11. Do not work alone if you have a medical condition that could cause incapacity or loss of consciousness.
6.3 Communication & Check‑in
12. Set up a check‑in/check‑out arrangement with a family member, friend, or colleague, including expected departure times.
13. Provide a trusted contact with the Headteacher’s phone number for use if you do not return at the expected time.
14. If relying on a mobile phone, ensure adequate reception in the areas where you will be working.
6.4 Fire & Emergency
15. If the fire alarm sounds while the building is otherwise unoccupied, follow the school’s Evacuation Procedures.
16. In the absence of a member of SLT, contact the emergency services and then inform the Headteacher or another SLT member.
17. Make sure you know the location of safety equipment and how to use it.
6.5 Working in Isolated Areas
18. If two or more people are working in separate parts of an otherwise empty building, keep each other informed of your location and when you leave.
6.6 Prohibited or Higher‑Risk Activities
19. Do not handle cash, work at height, or undertake any activity assessed as medium/high risk when working alone.
20. Any work at height must follow the school’s Working at Height Procedures.
7. Health, Safety & Compliance
All personnel and contractors must follow these procedures and report concerns, equipment failures, or Health & Safety issues to the Headteacher/School Office. Failure to follow procedures designed to protect safety may become a disciplinary matter and could affect liability in the event of injury or claims.
Employees have the right under the Trade Union Reform and Employment Rights Act 1993 to refuse work where there is a serious and imminent risk of danger, and may advise others to do the same without fear of dismissal. Staff should proactively raise any work‑related risks with the Headteacher.
8. Monitoring, Incidents & Review
The Health & Safety Governor will monitor implementation of this policy. Following any incident, an investigation will be undertaken and findings used to inform improvements to procedures and working practices. This policy will be reviewed every two years.
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