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Medina House School – Lone Worker Policy 

 
 

Introduction: 
There are times when staff are expected to work on their own either during the school day with 
pupils, in the office during holidays, home visits and for the Site Manager at various times during his 
normal working week and in holidays. This policy is written in order to promote safe working 
practices that will reduce the risks of incidents or injuries occurring. This policy combines risk 
assessments for the types of lone worker with appropriate preventative and protective measures to 
reduce those risks as far as is reasonably practicable.  
 

Under the Health and Safety at Work Act 1974 and the Management of Health and Safety at 
Work Regulations 1999, an Employer has a duty of care to advise and assess risk for workers 
when they work by themselves in these circumstances.  
 
However, employees have responsibilities to take reasonable care of themselves and other 
people affected by their work.   

 

 The Isle of Wight Council’s Health and Safety Policy and lone working procedures have been taken 
into account when writing this policy 

 
Scope of the Policy 
 

This policy applies to all situations involving lone working arising in connection with the duties and 
activities of staff. 

 

‘Lone workers’ includes: 
 

Those working at their main place of work where: 

 Only one person is working on the premises, e.g. site manager.  

 People work separately from each other, e.g. in different locations. 

 People working outside normal office hours, e.g. cleaners.  
 

Those working away from their fixed base where: 

 One worker is visiting another agency’s premises or meeting venue. 

 One worker is making a home visit to an individual. 

 One worker is working from their own home. 

 
The aim of the policy is to: 
 

 Ensure the safety of school staff by increasing staff awareness of safety issues relating to lone 
working. 

 Ensure that the risk of lone working is assessed in a systematic and ongoing way, and that safe 
systems and methods of work are put in place to reduce the risk so far as  is reasonably 
practicable. 

 Ensure that appropriate support and training is available to all staff that equips them to 
recognise risk and provides practical advice on safety when working alone. 

 Encourage full reporting and recording of all adverse incidents relating to lone working. 

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

The Headteacher is responsible for: 
 

 Ensuring that there are arrangements for identifying, evaluating and managing risks 
associated with lone working; 

 Providing resources for putting the policy into practice; and 

 Ensuring that there are arrangements for monitoring incidents linked to lone working 
and that the effectiveness of this policy is regularly reviewed.  

 Ensuring that all staff are aware of the policy; 

 Taking all possible steps to ensure that lone workers are at no greater risk than other 
employees; 

 Identify situations where people work alone and decide whether systems can be 
adopted to avoid workers carrying out tasks on their own;  

 Ensuring that risk assessments are carried out and reviewed regularly; 

 Putting procedures and safe systems of work into practice which are designed to 
eliminate or reduce the risks associated with working alone; 

 Ensuring that staff groups and individuals identified as being at risk are given 
appropriate information, instruction and training, including training at induction, and 
updating and refreshing this training as necessary; 

 Managing the effectiveness of preventative measures through a robust system of 
reporting, investigating and recording incidents;  

 Ensuring that appropriate support is given to staff involved in any incident; and 

 Providing a mobile phone, and other personal safety equipment, where this is felt to 
be desirable. 

 
 

Employees are responsible for:  
 

 Taking reasonable care of themselves and others affected by their actions; 

 Following guidance and procedures designed for safe working; 

 Reporting all incidents that may affect the health and safety of themselves or others 
and asking for guidance as appropriate;  

 Reporting any dangers or potential dangers they identify or any concerns they might 
have in respect of working alone; 

 Seeking the permission of the Headteacher before working alone on the school 
premises outside normal school hours; and  

 Ensuring they do not arrange meetings with parents or members of the public when 
lone working. Meetings must be arranged during school occupancy times, or when 
there are other members of staff on site. 

 

Good Practice for Lone Workers 
 

 During their working hours, all staff leaving the workplace (or home) should leave 
written details of where they are going and their estimated time of arrival back at the 
school. 

 If, in the course of a trip away from the school, plans change significantly, this should 
be communicated back to the office. 

 Telephone contact between the lone worker and a colleague, may also be advisable. 

 Staff should avoid meeting clients alone at the workplace. 

 When this is unavoidable, staff must make a risk assessment and obtain the prior 
agreement of their line manager who will make any arrangements to ensure their 
safety. This should be recorded in the bookings diary, giving contact details of the 
person who is being met. 

 Lone workers should have access to adequate first-aid facilities and mobile workers 
should carry a first aid kit suitable for treating minor injuries. 
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 Lone workers should be carry a mobile phone and other personal safety equipment 
where this is necessary. 

 Occasionally, risk assessments may indicate that lone workers need training in first 
aid. 

 Staff should never transport a child on their own and should assess any risk before 
transporting a vulnerable adult alone. 

 
 

Who are Medina House Lone Workers, how high is the risk and what support and 
procedures are in place to reduce the risk? 

 

1. Several staff are expected to work on their own with pupils during the school day. These may be 
small groups of children without challenging behaviour or highly complex medical needs. This 
happens only rarely and has been assessed as having a low risk. Staff will always be able to  
request additional help if required by using a class phone/ shouting to staff in the next room. 

 

2. Staff regularly work on an individual basis with individual children e.g. individual physio, ELSA, 
OT or speech therapy sessions. This has been assessed as having a low risk. Staff can easily call 
for additional help using staff in adjoining rooms or the telephone in class. Where a member of 
staff e.g. from the speech team is going to work with a child, who for example appears unsettled 
or where that child has a medical condition that may require assistance such as epilepsy, a 
member of the class team will accompany that child and or be on call nearby (if their presence 
will hinder the child engaging with the session) 

 

3. Occasionally individual pupils are supported to access the community by an individual member 
of staff. Prior to any such off site visit a more detailed risk assessment is completed and a mobile 
phone given to the member of staff by which they can request additional support. This will only 
happen where a pupil has been assessed as being a low risk in medical and behavioural terms. 
Any child with more complex medical needs or extreme challenging behaviour would not be sent 
out with just one member of staff. 

 

4. Medina House has a family support worker who regularly visits parents at home, often on her 
own. These will be risk assessed on an individual basis and   where there are known issues/risks 
present within the home environment lone visits would not happen. all home visits that take 
place in the school day will be entered in the main school diary with expected duration of visit 
and anticipated arrival time back at school or home.  Occasionally the family support worker 
carries out visits after school hours e.g. to help with after school routines.  If the visit is 
scheduled to take place after school, at weekends or during school holidays the family support 
worker should arrange the following: 

 

a. to phone or text a member of the senior management team on their return home. If this call 
is not received after 1 hour of the expected time police should be alerted with the child’s 
address given. 

b. to give their mobile phone number to a member of the senior management team who may 
decide to ring them part way through the visit to check that all is going according to plan.  

       This has been assessed as having a medium risk.  
NOTE: Wherever possible two staff complete home visits thus reducing the risk to low. This is   
always the case when visits to new families take place as the risk is unknown. 

 

5. Occasionally class teachers, behaviour co-ordinator, school nurse and family support worker will 
also complete home visits within the school day. In this case, the Headteacher and admin staff 
will be aware of the time of the visit and will have a mobile phone number for the member of 
staff involved to ensure that they can make contact should they need to e.g. if the member of 
staff does not return at the expected time.  

 

6. There may be times when a member of office staff is working alone in the offices. The school is 
secure and no visitor can enter the building unless the security lock is released in reception. 
During term time staff will use the telephone to call for additional support if concerned with the 
conduct of a visitor. This has been assessed as having a low risk. 
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7. The Business Manager or Headteacher sometimes work alone in the school during school 
holidays. Sometimes contractors may be on site on these days. All contractors will sign in and 
out of school and all contractors’ attendance will be planned and known in advance, and mostly 
the Site Manager will be present.  If contractors turn up unannounced the Business Manager or 
Headteacher will check their identification badges or phone their managers to verify their 
details. The Business Manager and Headteacher will as a matter of routine offer contractors the 
Asbestos Register to check and sign.  The telephone can be used to summon additional help if 
needed. This has been assessed as having a low risk. 

 
8. The Site Manager and cleaners regularly work alone in the building at the end of the day and 

during school holidays. These staff adhere to all the Council’s safe practises of work guidelines, 
do not operate power tools and are mainly involved in cleaning and low level maintenance type 
activities. These staff would not for instance complete any work requiring use of a ladder which 
required “footing” while working on their own. All contractors will sign in and out of school and 
all contractors’ attendance will be planned and known in advance. If contractors turn up 
unannounced the site staff will check their identification badges or phone their managers to 
verify their details. The site staff will as a matter of routine offer contractors the Asbestos 
Register to check and sign. The school site is well lit and all appropriate safety equipment is 
provided. The site staff can summon additional help using the main telephone if needed or their 
mobile phones. This has been assessed as having a low risk.                                                                  
If working alone, inform a relative/other member of staff, what time you expect to be home.  

 
9. ELSA and FEIPS staff have a caseload of children and work on a 1:1 or 1:2 basis – this is deemed 

as low risk because the ELSA space is open and has easy access to public areas e.g library and 
staffroom, so help could be summoned as needed.  In addition, where a child is known to have 
challenging behaviour and or making allegations against adults, a member of staff will 
accompany the child to make the ration 2:1. 

 

 

 
Monitoring Safety issues 
 

 Lone workers must report incidents such as accidents and near misses, including all 
incidents where they feel threatened, using the school accident/incident reporting 
procedures. This includes incidents of verbal abuse. 

 Lone workers are encouraged to report any safety concerns to the Headteacher or 
School Business Manager, so any concerns can be addressed. 

 
 

 
 

This policy should be read in conjunction with our child protection and safeguarding policy and 
allegations of abuse against staff policy 

 

 
 
 
Date Approved by Governors: …………………………………… 
 
Signed : ……………………………………………..   Review Date: November 2021   
                Chair of Governors 
 
 
 


