[image: image2.png](@0)




Oswald Road Primary School
Lone Worker Policy
Policy ratified by Governing Body: 

Headteacher: Deborah Howard

Chair of Governors: Helen Dobson
To be reviewed in 1 year.
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B) INTRODUCTION OF THE LONE WORKERS POLICY

This statement of Lone Workers Policy is produced in respect of Oswald Road Primary School and forms the basis of future planning and implementation for the support and all related matters to members of staff and others, either working alone on and/or off-site. 

This policy is written in conjunction with existing policies (e.g. Main H&S Policy, Pregnancy Policy, etc.), guidelines (e.g. Staff Handbook, etc.) and regulations (e.g. H&S At Work Act 1974, Management of H&S At Work Regulations 1999, etc.) and matters of equal opportunities, special needs requirements and any other related health and safety issues. 

The school understand that lone workers having both responsibilities on site (e.g. cleaning) and off-site (e.g. home visits) should be protected in case of accidents, aggressions or any other related circumstances. Although the School is satisfied with its current provision including staff training, inductions, risk assessments, etc. There is always room for improvement mostly when it comes to give particular guidelines to staff on specific or generic protective measures. 

This policy is to look at the affiliated risks connected to working alone and to ensure that all elements that could cause risks to staff and possible subsequent legal actions are covered.

The School and its Governors endeavour to identify, reduce and if possible eliminate any risks by creating a safe working environment while supporting staff with their duties as far as is reasonably possible and practicable. This is to be done by maintaining sufficient information, constant situation monitoring and providing training requirements.

This policy, and any associated procedures, applies to all staff that may work alone even on a sporadic basis (e.g. a teacher in for a couple of hours during half terms) but most particularly to staff that work alone on a regular basis as an integrated part of their duties or as a partial part of their job. 

Overall, this policy is designed to promote safe lone working and to ensure that there are adequate systems in place to ensure the health, safety and welfare of lone workers in order to reduce the risks related to lone working. 

C) PURPOSE OF POLICY

The purpose of this Lone Workers Policy is to guarantee safe procedures related to the control, the administration and the monitoring of lone workers. All this is for the benefit of members of staff that might be put in difficult situation or at risk by their work. It is also there:

To ensure, so far as is reasonably practicable, that staff who work alone are not exposed to risks to their Health and Safety and to outline the steps to reduce and improve personal safety to staff who work alone.

To raise awareness of safety issues and hazards associated with lone working and establish clarity amongst Governors, Managers and members of staff and others as to the circumstances in which lone working may not be appropriate or considered representing a risk.

To propagate information and guidelines and to avoid risks and consequences affiliated to working alone or in limited supported role.

To clearly indicate what lone working is, and highlight limitations when working alone and how to minimise possible risk before, during and after an incident occurs. i.e. to identify what is deem to be appropriated and what is not.

To define the procedures that must be taken before someone at the School decides to work alone or is sent to work alone and/or any other affiliated risk connected to their actions.

To clarify roles and responsibilities and possible consequences that would be considered depending on the different levels of breach of this policy.

To make sure that this policy is appropriately provided and ensure compliance with legislative requirements.

To guarantee (as far as possible) that the administration of this policy and all the above provisions are clear to all who may require providing or using them. 

It is there to take action to reduce risk to lone workers and ensure that all employees are aware of their responsibility to use any systems introduced to assist lone workers. 

This policy applies mostly to all School employees including temporary workers and those employed on a casual basis and is to applies to work that is specifically intended to be carried out unaccompanied or without immediate access to another person for assistance. It also includes volunteers and people on placement at the school.

D) STATEMENT OF GENERAL POLICY
The School recognises that working alone is a situation that should be avoided when possible, but also that it is also part and parcel for some jobs in a school.

It is the School belief that there is a need to inform staff about process, but also about risks and protection when working alone occurs on or outside the premises. The School management and its Governors endeavour to provide clear procedures to assure that no one is at risk.

This policy endeavours to promote the safeguard and support of any other issues related to rights, equalities, and possible discrimination. It also considers matter of personal privacy and confidentiality.

The Governing Body is working in conjunction with current requirements, information and procedures in order to implement this Lone Workers Policy. All Information is to be properly communicated to and by the Governing Body along with any relevant issues as indicated in this policy.

The planning and implementation of the policy is the direct responsibility of the Headteacher, ensuring that managers, head to departments, supervisors and teachers at all levels and all other employees are co-operating with it. Arrangements are also to be made to bring it to the notice of all staff, including new employees, part time, temporary staff, supply teachers, etc.

The School’s managers recognise the need to implement a system to protect, support and correctly inform staff about working alone. With this in mind, they will review periodically information on related issues and matters in order to determine the strengths and weaknesses of the current policy and the School’s working system.

Furthermore, the School understands that employees’ responsibilities may fall on individual member of staff and that all staff have a degree of accountability for implementing this policy and keep themselves safe when working alone.

1. Governors’ Responsibilities
The Governors have a responsibility to assess the risks to lone workers and take steps to avoid or control these risks where necessary and recognise their responsibility as far as is reasonably practicable to:

· Provide an environment where risks are highlighted and subsequently removed or contained when discovered. 

· Identify organisational arrangements in the school for implementing, monitoring, and controlling lone working. 

· Provide adequate, information, instructions and supervision in order to enable staff employed or people working at the school to perform their duties in a legal and efficiency manner.

· Ensure that a system is in place to provide grievance and complaints procedures for staff (if and when applicable).

· Undertake disciplinary procedures when a member of staff does not follow the guidelines and obligations of this policy or any other related documents and procedures.

· Authorise standards, legal provisions, and accurate information related to working alone. 
· Maintain a close interest in all working alone related matters insofar as they affect activities in and out the premises under the control of the School or not.
· Ensure that they support the provision of adequate and appropriate information for enabling lone workers to be made aware of risks related to working alone.

· Establish a suitable budget and authorise funds for lone worker’s protection in order to provide training, facilities, systems and equipment to enable lone workers to deal with hazardous/emergency situations.
· Encourage a general atmosphere of openness, mutual support and respect.

· Participate in the updating of this policy and all other affiliated documents.

2. Headteacher’s (or affiliated Manager’s) Responsibilities
The Headteacher is responsible for ensuring that arrangements are in place to enable safety during lone working. In particular lone working situations should be identified, risk assessments carried out for these and adequate control measures introduced. 

The Headteacher is also to:

· Be responsible for the health and safety of all employees and anyone else on the premises and understand the physical working environment and work activities in order to determine whether or not such activities can safely be carried out by a single person.
· Clearly states what is considered being acceptable procedures for lone workers and report to the Governor as soon as a breach of this policy or problems occur.

· Make sure that new members of staff and other people working at the school are aware of the policy’s working guidelines and lone working arrangements. 

· Assure that all new or amended material regarding lone working is brought to the attention of the relevant people.

· Ensure that staff get the best possible use out of the Lone Workers Policy and assessments. 
· Make sure that agreed procedures for reporting related problems function efficiently and effectively.

· Seek advice, when appropriate, from outside agencies that are able to offer expert opinions (e.g. HSE, etc.). 

· Stop what are considered unsafe practices, or any other circumstances that could result in an unsafe or unlawful situation while ensuring that staff are medically fit and suited to working alone for identified activities and/or areas.

· Ensure that the Lone Workers Policy, its codes of practice, risk assessment information and guidance notes are readily available for users’ reference and undertaken regularly

· Make sure that good communication relating to working alone is in place within the school in general and with (and between) members of staff and that staff understand the risks involved with lone working.
· Make certain that a system is in place for appropriate communication with lone workers, including procedures for when a lone worker return to base or if contact is overdue.

· Regularly monitor reported accidents/incidents and consult staff and management on related preventative measures.
· Be responsible for the offering help and support in a respectful and confidential manner.
3. Staff and users’ Responsibilities
Staff working alone  are required to follow the safe working arrangements developed and put in place by the School as well as taking reasonable steps to ensure their own and others safety. Furthermore, staff must:

· Understand that members of staff are expected to do all they can to secure their welfare and the welfare of others and not to take unnecessary risks.

· Notify the School when a lone working incident occurs and adhere to accident and risk reporting procedures. This includes informing their manager/supervisor of any incidents, safety concerns, unsafe or potentially unsafe situations, and to report incidents of violence, aggression or threats using the incident reporting procedure.
· Follow all rules, regulations, procedures and recommendations given by the School and its management. This includes attending meetings, training sessions, etc.

· Enquire about procedures when not certain and be aware of guidelines related to lone working.

· Be familiar or familiarise themselves with what is implemented to protect staff when working alone.

· Contact the Headteacher as soon as they discovered an issues or a problem related to working alone, its guidelines and/or procedures. 

· Be aware of the protective measures available to them and use these adequately. 

· Be given access to the School’s Lone Worker Policy and familiarise themselves with all documents related to it.

· Be aware that copies of the School’s Lone Worker Policy will be available at all times in the Staff room, School office or Head’s office. 

· Be conscious of the risks taken by lone workers either for themselves or as part of the management of others.

· Be responsible for complying with the control measures arising out of the risk assessments.
· Support the School when enquiries need to be undertaken, or when litigations might be made against the School.

4. Definition of what consists of Lone Working
A lone worker is defined as any person who, for significant periods of their working time, is engaged in activities which places them in a situation without direct contact with other staff, or as defined by HSE as those ‘’who work without close or direct supervision’’. 

It can be anyone who works by themselves e.g. home workers, persons working in an office on their own, people working outside normal hours on their own (including contractors), workers who have to travel on their own to other locations for work away from their office base. Any paid member of staff or volunteer who carries out their work in a location away from the office base and in isolation from colleagues.

This may be on an occasional or frequent basis either for a brief period of time or a large portion of their time in situations where there is no close, frequent or regular involvement with other workers or supervision and may include people: 

· Working separately from others in a building, e.g. cleaners.

· Who work outside “normal” hours, e.g. Site Manager?

· Who work away from their fixed base without colleagues, e.g. visiting pupils off site?

· Who travel between work locations on School business?

· Who work alone in the office and receiving visitors, in particular, where the office is not linked to a reception or suite of offices?

· Working from home as part of an authorise plan.

· Working as one person on the premises, e.g. car park attendant.

· Who work during *normal hours at a remote location (workplace or off site).

*normal working hours are considered to be that part of the day when workplace occupancy is such that the presence of others in the vicinity is likely.  

Be aware that a member of staff, who requests to work at home rather than remain in their normal workplace (and consequently may be on their own), does not meet the definition of a lone worker. 

	5. Legal Issues
There is no general legal prohibition on working alone but the School acknowledges that there are some specific legal prohibitions affecting a small number of well-established dangerous situations such as working with live electrical conductors, entry into confined spaces, working at height, etc. 

However, all employees have a legal responsibility to co-operate with the employer and therefore the Headteacher and/or delegated representative(s) so as to take reasonable care for themselves and others who may be affected by their actions and/or omissions. This is to ensure that such persons do not take short cuts or employ dangerous practices.
Adherence to legal requirements regarding this policy is an important prerequisite set out not only by the School but also as general H&S Regulations and related H&S Acts of Parliament. 

The school recognises its legal duty to make adequate provision for all employees and will comply, so far as is reasonably practicable, with relevant approved codes of practice and guidance. 

The School will assess risks to employees and others to ensure appropriate arrangements are in place. These arrangements are to be reviewed where there is a significant change to the workplace, tasks or hazards to which employees are exposed. 

Be aware that staff working on premises not under their employer’s control, have their safety responsibility transfer to the main occupier of these premises (providing the occupier is also an employer or conducting undertaking in these premises). However, in these circumstances it is understood that the safety of staff is more difficult to monitor and should separately be risk assessed.


6. Areas of concern
6.1 Risk Assessment

Risk assessment is the overall process of performing a systematic written risk analysis and risk evaluation in order to identify methods to control the severity of the risk(s).

Suitable risk assessments shall be carried out to identify the risks to lone workers and safe working arrangements shall be introduced to minimise the risks as far as is reasonably practicable. 

When recording an assessment of risk the following issues should be considered such as: 

The context & processes – nature of the task, any special circumstances, etc. 
The environment (working & others) – premises, location, security, access, safety, etc. 
The individuals concerned – indicators of potential or actual risk, etc. 
History (personal & professional) – any previous incidents in similar situations, medical conditions, etc. 
Any other special circumstances, etc. 
The objectives of a risk assessment are to ensure that:

(1) potential hazards are identified, (2) people at risk are identified as well as how they might be injured, (3) risks are evaluated and precaution measures put in place, (4) that findings are recorded and control measures implemented, and (5) that the assessment is reviewed, monitored and updated regularly.

All working alone activities should be risk assessed in order to reduce possible accidents and further complications before, during or after the occurrence of an accident.

6.1.2 
Hazards identification (1)
People who work alone will of course face the same risks in their work as others doing similar tasks. However, these are more of an issue when working alone when they may encounter the following: 

1. Accidents or sudden illness + established medical condition (e.g. heart problems, etc.)
2. Animal attacks.
3. Building condition or lack of safe way in or out of a building (e.g. danger of being accidentally locked in). 

4. Cash handling, access to cash, etc.

5. Confine or restricted place.

6. Dangerous tasks, e.g. heavy lifting, use of ladders, etc. 

7. Driving and/or road rage, vehicle movement.

8. Electric shocks.

9. Faulty or defective equipment – i.e. tools or machinery.

10. Fire & explosion.

11. Getting lost.

12. Isolated or being in a remote areas (e.g. for vehicle access) and/or facing difficult terrain.
13. Noise, vibration, etc.
14. PPE (Personal protective equipment) being inappropriate or unavailable.
15. Slips, trips or falls.
16. Substances hazardous to health – i.e. exposure to chemicals or biological agents.

17. Violence, aggression or the threat of violence + being a victim of theft or robbery.

18. Vehicle breakdowns.
19. Weather hazards.
20. Working at height

21. Working over or near water – risk of drowning

22. Etc.

These factors must be considered when doing risk assessments (although some might not be relevant at all for the task). If there are recognised lone workers within a specific area, managers or supervisors must undertake risk assessments and take appropriate steps to reduce the risk, particularly for frequent lone workers or lone workers engaged in high-risk activities. Poor or lack of training is also to be addressed as well as special requirements for vulnerable workers such as pregnant or young workers.
6.1.3 
People at risk and types of injuries (2)

Lone workers are to be identified in order to assess the risks they may encounter. This will most likely include people working in and out of the premises as well as those doing this as a one off process or are part of a repetitive work programme.

Once people are individually identified and their likelihood of facing the dangers highlighted above, then the severity of outcomes (let it be injuries, etc) should then be incorporated in the risk assessment.

We should bear in mind though that the perception of these hazards or the actual risks may be different for different people. For example the inexperienced or young workers may underestimate the risks of an activity; some workers may feel particularly vulnerable to violence away from the workplace or after dark; or a medical condition may make it unsafe for an individual to work alone. 

Furthermore, pregnant members of staff will most likely be more vulnerable and a separated risk assessment should be undertaken as part of the Pregnancy Policy guidelines.

People at risk might be:

A person working on their own in a workshop or a laboratory. 

A home worker (Under an approved School plan). 

A Person working in an office or classroom on their own. 

A Person working outside normal hours on their own. 

A mobile worker who work away from the School on their own, etc.

Injuries suffered by Lone workers can become more lethal than other workers as they might not receive the emergency help that other would receive in same circumstance.

Injuries range for consequences of an assault with or without a weapon to any other related to regular work activities highlighted in (6.1.2). The spectrum is from being shaken by a situation all the way to have to fight for once life. Possible outcomes are to be considered in the risk assessment process.

6.1.4 
Risks evaluation and preventive/control measures (3)

Risk should either be recorded as low, medium or high (see the School’s lone working risk assessment form) or as a system timing hazard probability by hazard severity providing a numerical risk rating.

Those who may be at risk shall be provided with information and training as appropriate in order to minimise the risks when working remotely from colleagues or other persons and/or outside normal working hours.

Management should decide on the level of risk posed by the situation and whether or not extra precautions are required or whether or not the job can be undertaken safely by a single person. Depending on the results you may need to introduce new precautions, safe working practices or provide personal protective equipment. Overall, the School should ensure that risks inherent in lone worker situations are assessed and suitable precautionary measures taken.

Some of the preventive measures might be put in place following lack of:

· Access to communications.

· Automatic warning devices.

· First aid equipment & training.

· Further specialist training.

· Introducing a “buddy system”.

· Lifting equipment.

· Maintenance checks on equipment and vehicles.

· Out of office recording procedures.

· Periodic supervisory checks.

· Personal alarms.

· Regular supervisory meetings.

· Safe working practices.

· Security staff

Measures to reduce risks related to lone working are to be put in place, the monitoring of their efficiency addressed and outcomes analysed on a regular basis.

Control measures are to be identified and put in place. A summary of suitable controls would be as follows: 

Are there suitable lines of communication and monitoring? 

Have emergency procedures been identified, and are staff aware of these, are they clear about the action to be taken? 

Have staff received suitable training i.e. dealing with difficult situations? 

Have lone workers been given all necessary information (copy of the Policy) to enable them to carry out their job safely? 

Have considerations been given to procedures for fire evacuation or first aid procedures? 

Clear procedures should be established which lone workers can follow, as identified in this Policy. Staff should be encouraged to seek advice/assistance from their Line Manager if they are unsure about a situation. 

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. Managers 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.

6.1.5
Recording, monitoring and control measures implementation (4)

The School should keep records of the significant findings from risk assessments and other sources. Relevant people are to be informed of the results and any new safe working practices put in place. Records of risk assessments should be retained for as long as they are effective or superseded. 
In order to monitor lone workers correctly there should be checks done on a regular basis and ensure that the system in place is working correctly.

Incident forms and other recording documents should be used to monitor efficiency but also to identify possible problems, trends and areas for improvement. They also could help to identify training or other requirements and may be useful for insurance or investigative purposes. The school should undertake a regular review of its lone working accident recording and other relevant document related to checks, etc.

Following these reviews of checks and monitoring, written record of the current risks assessments should be kept for reference and as evidence of effective health & safety management.
An incident form should be completed every time a lone working event occurs, including when the problem becomes stress rather than a physical accident. 

Separate forms should be used for in-house and out of school incidents.

The recording, monitoring and control systems is there to assure that everything is properly recorded and that measures are implemented accordingly.

There may include:

· Records of the whereabouts of lone workers.

· Tracks the movement of lone workers,

· Follow ups agreed systems for locating staff who deviate from their expected movement pattern.

· Results from risk assessments in order to reduce possible accidents and further complications before, during or after the occurrence of an accident.

Control of the system might mean that specific areas are to be analysed independently either by the full management system of by individual heads of department e.g.

Different locations can produce separate risk assessments based upon practice and resources available and probability of occurrence. e.g.

· Cleaning Department – With the use of chemicals, flammables, ladders and general manual handling, etc.

· Estates Department – With all the hazards associated with the use of machinery, electrical plant and the occasional hazardous procedure. 

· Hospitality Services Department – With the inherent hazards associated with a kitchen environment, etc. 

· PE Department – With all the hazards associated with exercise and equipment. 

· Science Department – With the basic hazardous procedures associated with science laboratories. 

· Technology Department – With all the hazards associated with the use of machinery, electrical plant and the occasional hazardous procedure. 

· Any other extra-curricular activities, etc.

Once a specific area and/or department is covered by an assessment covering it, the assessment and decisions taken on the basis of it should be recorded.

The recording of risk assessments may be generic or specific: 

Generically, for example to consider all office-based work within a department conducted outside normal hours or Individually, for example to consider a specific request from an individual who wishes to conduct a home visit although it might not be part of their jobs. 

In the former case, assessment is most usefully recorded as part of the arrangements in the School/Departmental Safety Policy. Specific assessments need to be recorded individually. The aim should be to record the findings in a way that provides a useful working document for managers, supervisors and staff. They should then understand the action they need to take and will find it easier to decide when the assessment needs to be reviewed or where further preventative measures are necessary. 

All records of risk assessments should include information on: 

· The hazards identified 

· The safe working arrangements that must be employed, including physical controls, training and supervision

· Monitoring/contact arrangements 

· Contingency/emergency plans 

· In the case of work outside normal hours, the definition of the term ‘normal hours’ 

· In the case of individual assessments, the date of the assessment and the latest date for review. 
6.1.6
Review (5)

It is imperative that lone working procedures, implementation and assessments are reviewed and updated regularly either individually or as part of a review under a regular agenda for team meetings. This should also be monitored under a supervision process.

Risk assessments and their outcomes are to be monitored as often as required to ensure they remain effective. They should be reviewed or updated when there are major changes to the organisation, work practice or working environment. Should an accident or incident occur which indicates a failure of the precautions that have been developed then they should be reviewed immediately, all risk assessments should be reviewed at least annually.

Any member of staff with a concern regarding these issues should ensure that it is discussed with their supervisor or with the whole team, as  appropriate. 

The level of protection is to be determined by risk assessment, which in turn will need to take the following points into consideration: 

Finally, any other relevant issues should be addressed e.g.

· When the School provides activities outside normal hours.

· When changes within the building(s) occur. 

· Where there is a need to assess level of provision related to absence, holidays, sick leave, etc.

Overall, a periodic review of the adequacy and effectiveness of the Lone Working arrangements is to become an integral part of the Health & Safety management process.
6.2
Accidents and Emergencies

Lone workers should be capable of responding correctly to emergencies. This should include being made aware of special arrangements for out of hours incidents, making sure they are aware of the location of the nearest First Aid kit, and they should ensure they sign in and out of the building in the relevant book. 

Furthermore, information for emergency contact should be updated when necessary.
6.3
Dealing with Animals

If there are animals known to be at a property you have to visit it is recommended that the occupants are contacted (if possible), to secure the animals(s) before you arrive. If this is not possible animals should be requested to be put in another room during the visit.

If confronted to an aggressive animal on School ground or other steps should be taken (if possible) to get back into the building and call for help.

6.4
Financial Implications

There is a need to establish what costs is the School willing and/or able to meet when it comes to provide security systems and work arrangement for lone workers. 

Costs associated with the Lone Worker Policy and its implementation are the responsibility the direct responsibility of the school Management and Governors. However, the highlighting of necessary expenses might come from individual responsible for lone workers or members of staff themselves.   

This includes:

· Cost of monitoring and alerting systems.

· Mobile phone costs.

· Costs of safe parking.

· Training.

· Risk assessment process (Time, etc.)

· Doubling-up on staff where needed for appointments

Be advised that this list is not exhaustive.  

6.5
Home visits and out of the office visits

It is essential that lone workers doing external visits leave a daily diary or record of visits and movements with their line manager or a nominated person. Everyone who visits people at home or in the community must also leave their transport details.

These details should be held securely but accessible in case an emergency arises. Managers are to ensure these details are kept up to date. In the event that a person does not report in after finishing a visit the manager or nominated person should instigate a contact procedure, i.e. mobile phone call, if there is still no contact a senior manager should be informed and a decision taken whether to go directly to the last known address or alert the police.
6.6 
Interview rooms

All rooms that are used for interviewing visitors, member of the public, etc. should be considered having an alarm system fitted with appropriate support procedures in place. Where security alarms are fitted, line managers must agree a process for testing to ensure the systems are kept in effective working condition and staff are aware of how to use it and how to respond to it.
6.7 Lone Working arrangements

The effectiveness of the Lone Working provision relies on a number of factors such as:

· An adequate number of trained employees.

· A procedure to assess and manage training needs.  

· A dependable management of staff working alone. 

· The conveying of information on how to obtain help. 

· Regular review of arrangements and assessments.

· Risk assessments to be undertaken in order to determine needs & resources 

All these have to be considered when establishing the reliability of the Lone Worker service at the school.

6.8
Lone workers monitoring

The monitoring of lone workers and lone working activities is an important part of risk control. It allows the School management to not only keep in touch with lone workers it also represents a preventive way of protection staff, etc.

Here are some examples of procedures for monitoring lone workers:

· Arrangements for checks to be made to ensure that a lone worker has returned to their base or home on completion of a task. 

· Automatic warning devices that operate if specific signals are not received periodically from the lone worker 

· Contact arrangements should be documented as part of the risk assessment and reviewed periodically.

· Contingency plans specifying the action to be taken should a pre-arranged contact not be made, or an alarm device operate.

· Ensuring that there is a person within visual or audible contact for in-house activities. 

· Post-task discussions should confirm whether or not any problems were identified that will need addressing.

· Provision of devices designed to raise the alarm in the event of an emergency. 

· Supervisors periodically visiting and observing people working alone. 

· Supervisors maintaining contact with lone workers using either a telephone or radio.  

· Use of signing-in and signing-out systems for all staff.  
6.9
Out of hours workers monitoring

The access control systems installed in the School building should greatly assist with the security of staff whilst in the building, but coming to and from the work still poses an increased risk to personal security, especially during the hours of darkness.

The first consideration must be whether you need to be in the building out of hours - this is the first principle of risk management - elimination.  Therefore, it should be School policy that staff and managers should, wherever possible, try to arrange work in a way to avoid the need for themselves, staff and visitors to work alone before or after hours.

Other ways of reducing the risk include:

· If you suspect a problem in the building whilst working, lock your office door and call for help.

· Arrangements should be made for that at least two members of the department work together and leave/enter the building together.
6.10 
Reporting back

For high risk or frequent lone workers a reporting back system must be implemented so that if the employee has not reported in by the expected time action is taken to contact them. All employees involved share a responsibility to maintain such informal systems for safe lone working. 

Staff who meet with customers or clients on a one to one basis on council premises should also be considered. Whilst they are not alone in the building, they may be alone with the client in a place where other colleagues cannot see them. Employees are responsible for letting colleagues know they will be alone, and should arrange to be checked at planned intervals or at the end of the meeting time (i.e. Buddy system).

6.11
Safe systems of work

This is a method of working which addresses risks that cannot be controlled in any other way. Safe systems of work are dynamic systems, which means they should be constantly monitored to identify weakness and improve methods of controlling the risk. Localised protocols such as a “buddy system” for safe working should be considered and encouraged.

Systems of work should be designed to reduce the need for lone working where possible. If this is not possible, safe work practices should be implemented, in line with the findings of a general risk assessment, to avoid or minimise the possibility of abuse. Radios, personnel attack alarms, mobile phones and physical barriers should only be used in conjunction with safe practice.

6.12
Supervision

Lone workers are by definition not under constant supervision. However, managers must ensure that the employees understand the risks associated with their work and the relevant safety precautions. They must put into place arrangements for the individual to contact a supervisor if they need additional guidance. Regular contact by phone or radio may be appropriate. The Manager should assess what level of supervision is required.
6.13 
Training

The School is to ensure that all staff working alone receive adequate training and guidance in order to fulfil their duties and protect themselves and others.
As a minimum requirement the training is to cover: 

· What to do in case of emergency.

· How to summon help.

· How to seek important information.

· How to record information.

Regular updates in skills or additional training should also be envisaged in order to ensure that practical skills are maintained or upgraded. Bearing in mind that, this in itself, is not an alternative to a full training. 

More elaborated training may have to take place for, either specific departments or, areas of work requiring special knowledge. e.g. self defences, protecting measures, etc. or for more specific example:

· Conflict resolution training 

· Cultural awareness, diversity and equality training. 

· Disengagement techniques 

· Equipment training, including lone worker protection devices and support service specific training. 

· Health and Safety encompassing employee responsibilities. 

· How to conduct a risk assessment. 

· Lone working, personal safety and conflict resolution training.
· Personal safety & crime prevention 

Training is to be offered to managers, supervisors and staff to develop an understanding of when and how risk to personal safety might occur, through the use of risk assessment, and the steps that can be taken to mitigate risk.

Training for all safe systems of work, use of equipment and technology should also be envisaged in order to ensure that employees are competent in its use. 

Finally, line managers should ensure that lone workers attend the relevant training courses.

6.14
Unsuitable Tasks
Risk assessment should identify the hazards related to work as well as tasks not suitable for lone working. 

When risk assessment shows that it is not possible for the work to be done safely by a lone worker, arrangements for providing help or back up should be put in place, or the work reassigned to another worker or done in hours when the worker is not alone. For example, a worker who arrives before other colleagues may be instructed not to attempt heavy manual lifting until other colleague arrives to assist. 

Things to consider are for example: 

Can all the equipment, substances and goods used on the premises be safely handled by one person? 

Does the workplace present any special risk to a lone worker? 

Is any manual handling involved safe for a single person? 

Is there a risk of attack when withdrawing cash from cash points, or going to the bank?

Is there a risk of violence or the threat of violence?

Is the nature of a visit or the person being visited likely to increase the risk? 

Will the employee be alone in a dark or remote location?, etc. 

6.15
Vehicles
Wherever possible lone workers should only use reputable taxi firm as contracted by the School or MCC and book in advance. Mini-cabs should not be used, other than licensed or registered hackney carriages. If non-licensed vehicles are to be used then the name of the driver and make (and colour) of car being sent should be noted. Basically, no members of staff should get into a car that has not been ordered.

Everyone who visits people at home or in the community must also leave their vehicle details, i.e. registration number, make of vehicle and colour recorded by their line manager. When parking cars it should be done as close as possible to the main entrance and or in a secured or manned car park.

6.16
Working alone Information
Accurate and accessible information on how to work alone is essential for an efficient and effective response. All staff, should be provided with information via an induction process on how to obtain assistance. Information should cover:

· The general organisation of lone working work. 

· How to summon help.

· The specific areas of risks.

· Emergency phone numbers. 

· Any other significant information.

All Lone Working information should be regularly checked for accuracy and up to date information. 
E. CONCLUSION

This policy is not there to alarm anyone working alone or doing home visits, but to clarify and highlight areas of concerns. However, make sure that when working alone or making home visits, etc. you avoid risk and that proper action are taken when on danger.

It is there to point out possible risks, how those risks can be avoided and what would happen if these were ignored or guidelines and advices not applied correctly.

It is also there to avoid, limit and if possible eliminate source of possible litigation.

Be aware that an individual who has either visual or audible communication with another person would generally not be considered as working alone. The presence of others in the vicinity, such as neighbouring rooms, would also be considered as allowing immediate access to another person for assistance for normal risk activities.

This Policy applies to all employees permanent or temporary and includes any agency, or visiting professionals employed to provide services on its behalf.

The arrangements described in this policy are considered by the School to be best practice in this area and therefore ones that schools/departments are expected to follow. Where any elements of this policy does not cover a particular situation, further advice should be sought from suitable sources.

F) IMPORTANT CONTACTS

ACAS




0161 833 8500 
www.acas.org.uk
HSE




0845 345 0055
www.hse.gov.uk
NHS




111


www.nhs.uk/111
Teacher Support Line

0800 056 2561 
www.teachersupport.info
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