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1.Purpose:
The Oxford Diocesan Bucks Schools Trust recognises that there may be an increased risk to the health and safety of employees when working alone. It recognises that some staff are required to work by themselves for periods of time and without close or direct supervision in isolated areas. The purpose of this policy is to protect such staff so far as is reasonably practicable from the risks of lone working.
The Trust has a duty under the Health and Safety at Work Act (1974) and the Management of Health and Safety at Work Regulations (1999) to ensure, as far as is reasonably practicable, the health, safety and welfare of employees.
Within this policy, ‘lone working’ refers to situations where staff in the course of their duties work alone in the school and are physically isolated from colleagues, possibly without immediate access to assistance. It is possible for a staff member to be ‘lone working’ with other staff members in the building due to the nature of the building creating isolated areas.

The risk increases when: 
· An employee is working outside normal hours.
· An employee working during closure times and school holidays.
· Carrying out working duties, but offsite, for example, school trips, residentials, home visits and
driving to specific directed destinations.
Therefore, all employees have a duty to themselves and others with regards to safety and when
working outside ‘normal duties’ to follow lone working procedures.

2. Scope:
This applies to all Staff in the ODBST and all situations involving lone working in connection with the activities of the Trust.

3. Lone Working Procedure:
The Headteacher is responsible for ensuring suitable procedures are in place, are followed and that risk assessments have been undertaken for all situations requiring lone working.
Lone working is discouraged where at all possible.
Staff should not work alone if they have medical conditions that might cause incapacity or unconsciousness (e.g., Diabetes, Epilepsy)
All lone working staff should establish their own checking in and out system with either family, friends or work colleagues. It is advised that lone workers provide a relative or friend with a telephone contact number (member of SLT or nominated buddy) to call if the lone worker fails to return home at the expected time.
Lone workers are expected to follow procedures and controls outlined in this policy and any relevant training. Failure to do so may be a disciplinary offence.

Assessing the Risk 
Lone Working Risk Assessments should be carried out by staff with suitable and sufficient risk assessment training. These are subject to review to ensure they are relevant and current to the workings of the school. They are at the end of this document, Appendix 1.
Regular Lone Working 
It is expected that some employees might regularly work alone or outside of normal working hours for example the Shared Service Team if they are working remotely or site staff opening a building in a morning. These employees who regularly work alone must ensure that they are fully aware of the procedures and control measures for lone working.

It is the responsibility of the individual to ensure that their family are aware of the circumstances and the contact details of who to inform in case of an emergency. For high risk (e.g.site team) their manager may stipulate that the staff member must inform them of their whereabouts and when they are back home safe.
Occasional Lone Working
Unless explicitly stated, lone working must only be undertaken following authorisation from a line manager or other nominated individual as appropriate.

Employees must ensure that their line manager is aware that they are lone working so that procedures and control measures are followed.
It is the responsibility of the individual concerned to ensure all necessary controls are adhered to at all times.
Any person who becomes aware of circumstances involving lone working, where the existing control measures may not be fully effective, must inform their line manager as soon as possible.
Lone Working Offsite – Home Visits
Where possible, background information on the family is gathered beforehand to ascertain the likelihood of staff being verbally abused or attacked, a specific risk assessment is conducted where necessary.
Staff will gain permission from their line manager or other nominated individual as appropriate and home visiting information will be obtained (parents’ details, home address, and staff contact numbers) before they leave the school.
Where possible all home visits will be carried out by two members of staff who will always be in mobile contact with the school. It is best to reschedule than attend alone.
Lone Working Offsite – on school business 
A line manager will have prior notification as to the reason for the offsite school business appointment (training session, meetings etc) and staff will always be in mobile contact with the school/their line manager.

4. Control Measures in Place (See Also Appendix 1):
In order to manage general risks, the following control measures have been put in place. 

Lone workers must:
· Not undertake work for which they are not trained/qualified for
· Take reasonable care of their own health and safety
· Not put themselves in danger
· Know, and follow, safe working procedures
· Never rush or cut corners
· Inform line manager of any relevant medical conditions
· Inform line manager of any hazards or accidents encountered.

In order to manage risks of violence or personal attack, the following control measures have been put in place:
· Staff are required to increase security when lone working.
· Staff must not approach or give building access to unauthorised persons when lone working.

In order to manage risks, the following communication procedures should be followed:
· Avoid lone working where possible by arranging to work in pairs or a group
· Carry a mobile phone or school telephone at all times when lone working
· Let someone know you are coming into work, how long you expect to be in work and when you are leaving
· In the event that a lone worker falls ill, or into difficulties, they are to use their mobile/school phone to contact relevant people e.g. their nominated person or the emergency services as appropriate.
5. Training:

The Headteacher will ensure that all lone workers training needs are assessed and that they have received appropriate training, when necessary and at Induction.

Staff will receive information and training to help ensure they understand the risks associated with lone working and to minimise these risks. All lone workers in an otherwise unoccupied building should follow the School’s Fire and Emergency Procedures. Staff have a responsibility for making
themselves familiar with and following the school’s safety procedure and location of safety
equipment.

Staff should know that their safety comes first. Staff should be aware of how to deal with situations where they can feel at risk or unsafe. 

Immediate Support Following a Violent Incident:
In the event of a violent incident involving a lone worker, the Headteacher or SLT in their absence should immediately ensure that the employee receives any medical attention or advice. If an incident occurs out of hours, the Headteacher must be contacted as soon as possible.

6.  Incident Reporting Procedures:
To maintain an appropriate record of events involving lone workers, it is essential that all incidents be reported by the member of staff to their line manager who must report it to the Headteacher. Incidents must be recorded on the Safesmart Smartlog system as an Incident or Near Miss (depending on whether anyone was hurt). Handsam, the Trust’s competent Advisor for Health and Safety will be notified for advice where necessary.
All staff should ensure that all incidents where they feel threatened or “unsafe” are reported. This
includes incidents of verbal abuse.
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So the likelihood could be ranked as:  
1) Very unlikely – there’s a 1 in a million chance of the hazardous event happening  
2) Unlikely – there’s a 1 in 100,000 chance of the hazardous event happening  
3) Fairly likely – there’s a 1 in 10,000 chance of the hazardous event happening  
4) Likely – there’s a 1 in 1,000 chance of the hazardous event happening                    
5) Very likely – there’s a 1 in 100 chance of the hazardous event happening.  
 
Consequence would be ranked as:  
1) Insignificant – no injury  
2) Minor – minor injuries needing first aid  
3) Moderate – up to three days’ absence  
4) Major – more than seven days’ absence  
5) Catastrophic – death.  
 



6



	Appendix 1 – Risk Assessment: Lone Working On-Site Inc. Lettings      
Author:                                                                                                                                                                                      Date:

	
What is the Hazard?
	Who is at Risk and How might they be harmed?
	What are you already doing to manage the risk?
	Initial
	
Do you need to do anything else to manage this risk? Additional controls:
	New risk rating
	Additional   monitored by whom?
	Action monitored by when?

	
	
	
	L
	I
	Risk
	
	L
	I
	Risk
	
	

	
Personal Attack
	
Staff - Physical injury or mental stress
	
· Generally low-level exposure to lone working with the exception of lettings staff. Staff are discouraged from carrying out any task alone.
· Staff will exercise caution when lone working.
· Mobile phone contact is always available.
· Staff will establish their own checking in and out system with either family, friends, or work colleagues.
· Lone working whilst managing the schools’ lettings will be communicated via the appropriate WhatsApp group.
· “Fail to return” contact numbers are left with family or friends.
· Security of the site should be increased when lone working, access to the buildings are only permitted from staff members with keys or via a controlled opening.
· Staff are advised never to place themselves in danger by challenging parents, intruders, or vandals; the police or security will be called.
· Lettings of an evening and weekend is a cashless operation.




	








4
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· Ensure staff who are lone working for any reason have a working mobile phone and contact numbers.
· Ensure mobile phones are always charged.
· Ensure all staff have read and understood this RA.
· Refer to advice from Handsam and HSE.
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2
	








2
	
	

	Stress  and fear

	Staff / Stewards 

Stress symptoms can affect your body, thoughts, feelings & behaviour. Long term stress can cause long term health problems e.g., high blood pressure
	· Regular meetings will take place, if necessary, although lone work is optional and not mandatory.
· Lone working is not encouraged and seldom carried out.
Lone Working Policy is in place.
	




  4
	




  4
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3
	
	

	
Slip/trip or fall

	
Staff

 Various level of injury depending on the fall from minor to major
	· Staff with a medical condition that may cause incapacity or unconsciousness will not be allowed to lone work.
· Mobile phone carried when lone working.
· First aid kits located around the site.
· Staff to check in with designated line manager when they arrive and inform designated staff member when leaving the building.
· No hazardous work to take place when lone working (Work at Height, use of hazardous equipment etc).
· Lone work is to be arranged and notified to the member of staff’s line manager or another nominated person.
· Lone work only takes place when authorised by the line manager or other nominated person.
	 
  2
	  
  5
	
10
	Staff know how to call and ambulance or other emergency service by ringing 999.
Caretaker will ensure site is safe before leaving and ensure wet floor signs are being used by cleaning staff or others when a floor is wet.
Ensure enough wet floor signs for the site
	
 2
	
  1
	
 2
	

Caretaker
SBM
	

	Potential conflict with a new parent during a home visit
	
Teacher or learning support assistant

Risk of verbal threat or possible violence causing fear or physical injury
	· For home visits, background information on the family is gathered beforehand. A specific risk assessment conducted where necessary.
· First time visits will be undertaken in pairs.
· Reduce time spent working alone “so far as is reasonably practicable”.
· All staff to be familiar with lone working procedures.
· Mobile phone available charged and switched on.
· Agreed schedule –times and location of visits to be known.
· Staff own experience and training in recognising signs of aggression and avoiding/de-escalating any concerns.
· Response procedure in event of overdue contact.
· Regular debrief/ feedback on off-site visits
· 
	





2
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	· School speak to previous setting before home visit or Health visitor if a pre-school/nursery has not been attended.
· Hold a TEAMs meeting first time if there are any concerns.
Speak to Social worker if there is one prior to the visit.
Ensure staff do not stay late into the evening when there is not a specific timetabled event so are not too tired to drive home.
	





1
	





2
	





2
	SBM
HT
	HT

	 Car accident driving home late at night
	All staff who drive by themselves to work

Injury minor to major from car
accident.

Driving offences e.g. speeding

Tiredness
Visual difficulty driving in the dark
	· ODBST Driving for Work policy is followed. Annual checks as listed carried out by the school.
· Staff who drive on school business (not including commuting to work and home) must have business insurance.
· The driver of the vehicle must ensure their vehicle is road worthy and have MOT (if applicable) Valid Vehicle Excise Duty and Business Insurance.
· The school has an umbrella insurance Policy that covers staff for infrequent short journeys for school business.
· The Headteacher will identify who is  will be responsible for checking the drivers documents on an annual basis.
· The driver is responsible for informing the school of any endorsements and a change in medical conditions which may affect their ability to drive.
· DVLA Licence checks are carried out on an annual basis.
· .
	
 3
	
 3
	
6(M)
	
 Staff to car share where possible.
Member of office to call staff if they do not arrive by contracted hours and report findings immediately to HT.
Staff who are unfit for work on health reasons should not drive to work.
Staff who struggle to drive in the dark must inform the HT of this need to avoid this being undertaken through are sharing of other agreed methods.

	1
	2
	2
	
	



	Fire alarm goes off unexpectedly at night time. Out of hours working.
	Member of ODBST staff called to the fire alarm alert.
They might be injured by smoke, flames or a stranger.
Could cause death.
	· If fire alarm goes off XXXXXX (list monitoring company) will  call an identified members of the SLT or caretaker. If this is at night they will send someone to manage the situation and turn the alarm off. 
· To ring the police if at all worried about anything using 999 number.
· Explanation of how to turn off the alarm shared with the staff and training given.
· Staff told not to enter the building if there is any sign of flames or smoke.
· Ring the fire brigade.
· Call CEO.
· If no fire, re-set the alarm.
	5
	5
	25
	Staff to confirm they are happy with the alarm training and know what to do.
Instructions given to member of staff to keep with them in case of this occurring.
Ensure monitoring of fire safety checks.

Alarm is annual serviced. XXXX  is responsible for booking this.
Weekly call point checks.
Monthly emergency lighting checks.
Monthly extinguisher checks and annual service.
6 monthly fire alarm service
Fire exits checked weekly
Fire evacuation routes checked weekly
Annual PAT testing
Annual boiler servicing
	2
	1
	2
	SBM
Caretaker
	HT

	Risk assessment checked and agreed to by: (signature, roll and date)

	Staff Risk assessment shared with:

Staff sign to say they have read and understood the risk assessment.
(List names and add signatures)









 

	Scoring Matrix
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So the likelihood could be ranked as:  
1) Very unlikely – there’s a 1 in a million chance of the hazardous event happening  
2) Unlikely – there’s a 1 in 100,000 chance of the hazardous event happening  
3) Fairly likely – there’s a 1 in 10,000 chance of the hazardous event happening  
4) Likely – there’s a 1 in 1,000 chance of the hazardous event happening                    
5) Very likely – there’s a 1 in 100 chance of the hazardous event happening.  
 
Consequence would be ranked as:  
1) Insignificant – no injury  
2) Minor – minor injuries needing first aid  
3) Moderate – up to three days’ absence  
4) Major – more than seven days’ absence  
5) Catastrophic – death.  
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