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LONE WORKING POLICY 

 
1. Introduction 

 
The College is mindful of its responsibilities to protect the health and safety of lone workers to fully 
implement the general requirements of the Health and Safety at Work Act 1974 and the 
Management of Health and Safety at Work Regulations 1999 as far as lone working is concerned. 

All incidences of lone working under the definition given in the scope below must be risk assessed 
and sensible controls implemented to minimise any risks. 

Staff should take heed of the potential risks associated with lone working and follow the specified 
procedures, reporting to their managers if there are any problems in doing so. 

This policy, with its procedures, along with appropriate staff training, will enable staff to appreciate 
the risks associated with lone working and ensure that safety precautions and emergency 
procedures are understood.  It will also assist staff in recognising and responding to hazards 
arising during lone working. 

This policy should be read in conjunction with the Child Protection and Health and Safety policies. 
 
2. Purpose 

 
This policy is designed to raise awareness of the risks presented by lone working, to identify the 
responsibilities each person has in this situation, and to give guidance on how to manage such 
risks. 
 
 
3. Scope  

 
This policy applies to all staff who may find themselves working alone at any time whilst 
undertaking duties for Haringey Sixth Form College, including both paid and voluntary staff. 
 
The risks lone workers are exposed to are similar to the risks that all workers face such as slips, 
trips, falls, ill-health (strokes, heart attacks, seizures) and hazards specific to their own work 
activity such as through the use of machinery and chemicals.  However, lone workers face a 
particular risk as it may be some time before they can get assistance or be discovered.  There are 
also particular risks to personal safety by those who are lone working from intruders. 
 
Some work activities, which are acceptable when working with others, may be unacceptable or 
particularly risky when working alone.  These are listed in appendix 1 and should only be carried 
out with the approval of the relevant Director and paying particularly close attention to the 
procedures in this policy. 
 
Some staff, although not carrying out lone working according to the definition above, may still feel 
vulnerable, for example if alone in their office when there is nobody within hearing distance.  The 
procedures also cover this situation. 
 

 

4. Definition 
 

Lone working is defined as a situation where a member of staff or contractor is working 
independently outside their normal working hours and/or location without any easily accessible 
means of assistance.  Lone working may also involve a member of staff themselves working alone 
with students when no other staff members are present. Sometimes lone working will be an 
integral part of the member of staff’s duties, in which case, relevant procedures will also be 
identified through risk assessment carried out by their department.  
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5. Procedures for Lone Working 
 

5.1 Staff carrying out lone working on any activities listed in appendix 1 must obtain the 
permission of their Director. 

5.2 Staff working outside their normal working hours must inform reception or, if reception is 
closed, one of the security personnel.  No member of staff should be working at college without 
anyone knowing they are there.  If required, make arrangements for a member of staff to 
contact you at regular intervals, for example, every hour. 

5.3 Staff must follow all control measures identified in the risk assessment carried out for the 
activity being performed. 

5.4 In the event of the discovery of a fire or on hearing the fire alarm, follow the standard 
emergency procedures as specified in the health and safety policy. 

5.5 If the member of staff feels alarmed or threatened they must use the communication 
methods outlined in the risk assessment using any resources provided. 

5.6 Staff who have alerted reception and/or security to the fact that they are lone working must 
let them know when they leave the premises. 

5.7 Staff visiting private homes as part of their work must report to their manager, or reception 
if the manager is not available, when they arrive and leave. 

5.8 Staff visiting premises external to the College should take a mobile phone and ensure that 
their manager, or reception, has the number.  College mobile phones are available for this 
purpose.  There are separate procedures for staff taking students on visits and trips which are 
detailed in the Off-site Visits policy. 

5.9 Managers must ensure that all their staff are briefed on the requirements of the lone 
working policy and its procedures. 

5.10 Managers must carry out risk assessments for activities taking place in their departments. 

5.11 Managers must carry out informal inspections and be alert at all times to ensure that the 
workplace is safe and people are working safety.  This is a responsibility under the College 
Health and Safety Policy. 

5.12 Managers must take the concerns of staff regarding lone working seriously and discuss 
how their work can be made safer. 

5.13 At induction, the HR department must ensure that all staff are aware of the lone working 
procedures and that they are understood. 

5.14 Staff who are not lone working but who feel vulnerable at any time can contact reception 
or security to report that they would like periodic checking calls made.  In this case, staff must 
let reception or security know when they leave. 

5.15 All staff who feel vulnerable should request a personal attack alarm. 

5.16 All contractors should be notified of lone working procedures by their employer and their 
activities risk assessed. 

5.17 Staff should avoid working alone whenever possible. If conducting a one-to-one tutorial, 
staff should aim to have the tutorial take place in either: 

• A public place  

• A communal area in their place of work 

• An office with other people present 
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5.18 Staff should never be working with students at their home or the student’s home. If it is 
necessary to visit a student at their home for safeguarding purposes, another member of staff 
should be present and the Assistant Principal for Support, Experience and Progress should be 
informed in advance and approve the visit.  
 
5.19 If staff must carry out a tutorial with just the student and tutor present, staff should ensure 
a colleague is made aware of where they are conducting a tutorial, when they are conducting a 
tutorial, and how long the session is likely to last. 
 
5.20 If staff are on their own with a student, staff should reduce risks by propping the door ajar 
as long as this does not contradict other Health and Safety guidance, for example Fire Safety. 
 
5.21 Staff should not be transporting students or other service users under any circumstances. 

 
5.22 Staff should have a phone with them whenever they are lone working. 

 
5.23 Staff working alone must ensure they are familiar with the building’s exits and alarms. 

 
5.24 Staff should sit nearest the door when lone working with a student. 

 
5.25 In buildings where staff may be working with students in relative isolation, there should be 

an agreed system in place to alert colleagues in an emergency. 
 

5.26 When there are concerns regarding specific lone working staff must inform their line 
manager or security when they will be working alone, giving accurate details of their 
location and following an agreed plan to inform that person when the task is completed. If 
a member of staff does not report in as expected, an agreed plan should be put into 
operation, initially to check on the situation and then to respond as appropriate. 

 
5.27 Staff should take reasonable precautions when working alone – see appendix 2.  Staff 

should never work alone if they are concerned about risks to themselves or others in the 
situation. 

 
5.28 Should an incident occur, the reporting and de-briefing involving an identified person 

should follow as soon as possible after the incident and no later than 24 hours after such 
incident. Staff should report any incidents that place themselves or the students at risk to 
the Designated Safeguarding Person, Assistant Principal for Support, Experience and 
Progress. 

 
6. Monitoring and Review 

6.1 The ongoing implementation of the Lone Working Policy will be monitored through 
feedback from staff to the Executive Team. 
 
6.2 Any member of staff with a concern regarding lone working should ensure that it is 
discussed with their line manager, or with the Assistant Principal for Support, Experience and 
Progress. 
 
6.3 The policy will be reviewed every two years, unless changing circumstances require an 
earlier review. 
 

7. Responsibility 
 

   The Assistant Principal for Support, Experience and Progress will have the delegated day to day 
responsibility for the implementation of the policy. 



 5 

Appendix 1  
 
 

Identification of lone working activities which require permission from the 
relevant Director: 
 
 
1. Use of hazardous machinery 
2. Use of hazardous and flammable substances 
3. Handling cash 
4. Significant manual handling activities 
5. Activities involving a risk of violence due to the nature of work or location 
6. Work involving potential exposure to gases 
7. Use of ladders 
8. Any activities specific to an individual which may create particular risks for that individual as a 

lone worker – for example those with a medical condition or inexperienced in the work 
9. Any other high risk activity as identified by the manager or member of staff 
 

 
The following activities must not be carried out by a lone worker under any 
conditions: 
 
1. Entry into confined spaces 
2. Working on or near live electrical conductors 
3. Working on roofs or at height 
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Appendix 2  
 

General guidance for lone working 
 
1. Ensure locks and local security is used at all times 
2. Ensure that somebody knows where you are and that you are lone working 
3. Be aware of any risks which may pose an additional burden by virtue of the time or physical 

state of the individual e.g. working when tired, late at night when it is dark etc.  If in doubt, call a 
member of security. 

4. Always remain alert 
5. Always comply with any measures identified in the risk assessment for your department 
6. Do not do anything that puts you in danger 
7. Make sure you know safe operating procedures 
8. If you don’t know how to do something leave it until someone else is around or call for help 
9. At all time – if in doubt, call for help 
 
 

Personal safety 
 
Be aware of the environment 
 
10. Know what measures are in place where you work: if in your place of work, check out alarm 

systems and procedures, exits and entrances, and the location of the first aid supplies.  
11. Make sure that your mobile phone is in good working order 
12. If a potentially violent situation occurs, be aware of what might be used as a weapon against 

you, and of possible escape routes. 
 
Be aware of yourself 
 
13. Think about your body language. What messages are you giving? 
14. Think about what you are wearing. Is it suitable for the task? What signals does it send out? 
 
Be aware of other people 
 
15. Take note of their non-verbal signals. 
16. Be aware of their triggers. 
17. Don’t crowd people – allow them space 
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Appendix 3 
  
 

LONE WORKING RISK ASSESSMENT  

DEPARTMENT/LOCATION:   

TASK/ACTIVITY/RISK:    Lone working. 

Definition: Lone workers are those who work by themselves without close or direct supervision 
and who are out of sight of someone who could assist directly in the event of an accident, illness 
or incident. 

Employee name/role: 

 

Describe the workplace and an overview of the work undertaken: 

 

 

 

ASSESSOR:        DATE:   

Using the attached guidance notes, identify all issues likely to affect the overall degree of 
risk (personal security/activities undertaken/medical condition/hazards present/means of 
communication/first aid etc.) 

Note that ‘high-risk’ activities such as work at height, use of machinery/electrical 
equipment, hot work, use of flammable liquids, work in confined spaces etc. are NOT 
acceptable and must not be carried out in lone working scenarios. 

 

 

 

How often is the risk 
present/task carried 
out 

More than 
1/day 

Daily Weekly 

 

Monthly 

 

Other-please 
state 

 

Previous history of incidents: 
 

 

Summary of the safety controls measures that are already in place (communication, 
training). 

 

 

 

Are there any other factors that would affect the degree of risk? 
 
 
 
 

 
 Turn over the page to establish the degree of risk and any further action required. 
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Taking into account the control measures that are currently in place, consider the probability of an 
accident/incident occurring, and the likely severity of injury: 

 
Tick the appropriate box in the table below 

 

Probability Severity 

9. 

 

Inevitable - certain or almost certain 

 

9. 

 

Fatalities (Single or Multiple) 

 

8. 

 

Very likely to occur  8. 

 

Very significant injuries possible total incapacity 

 

7. 

 

Reasonably likely to occur - not a 
surprise 

7. 

 

Severe incapacity 

 

6. 

 

Probable - Above normal chance of it 
happening 

6. 

 

Slight incapacity 

5. 

 

Even chance of it happening 

 

5. 

 

Absent from work for more than 7 days and less 
than 4 weeks. 

4. 

 

Possible 

Less than even chance of it 
happening. 

4. 

 

Absent from work for more than three days but 
less than 7 days. 

3. 

 

Unlikely, but it has happened before 

 

3. 

 

Minor injury - needs skilled first aid treatment and 
visit to hospital/GP. Injured person unable to 
return to work immediately, but absence less 
than 3 days. 

2. 

 

Improbable - Fairly unlikely to happen 2. 

 

Minor injury attended by First Aider. No lost time 

1. 

 

Highly unlikely – a very improbable 
incident 

1. 

 

Minor injury involving minimal pain/loss of blood 
requiring only basic first aid. No lost time. 

 
Multiply the two figures and highlight the appropriate box in the chart below. 

 
RISK MATRIX 

 

PROBABILITY 9 9  18  27  36  45  54  63  72  81  

 8 8  16  24  32  40  48  56  64  72  

                       7 7  14  21  28  35  42  49  56  63  

 6 6  12  18  24  30  36  42  48  54  

 5 5  10  15  20  25  30  35  40  45  

 4 4  8  12  16  20  24  28  32  36  

 3 3  6  9  12  15  18  21  24  27  

 2 2  4  6  8  10  12  14  16  18  

 1 1  2  3  4  5  6  7  8  9  

  1 2 3 4 5 6 7 8 9 

  SEVERITY 

 

LOW RISK MEDIUM RISK HIGH RISK 
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HIGH RISK: Indicates significant exposure to injury/illness which must be addressed as soon as 

possible. Consider risk/control measures already being taken and make 
recommendations necessary to reduce the risk ‘as low as reasonably practicable’, 
Lone working cannot be carried out if the risk is high (consult the Director of Campus 
& Estates who leads on Health & Safety  for further advice).  

 
MEDIUM RISK: By definition, these risks may not be considered ‘high’ but nonetheless require the 

introduction of safety management control measures to minimise the exposure to 
injury/illness – implementation not so urgent but without undue delay. Further advice 
can be obtained from the Director of Campus & Estates who leads on Health and 
Safety. 

 
LOW RISK:  These are not of immediate priority – however if further action can be taken to reduce 

the risk then this must be implemented.   
 
Notes:  It is important to understand that it is possible to assess a risk as ‘high’ even with a low level 

of probability e.g.:  Probability: 1 Severity: 9 = HIGH RISK (refer Matrix Chart above). 
 
Risk Control Measures 
 

This is probably the most important part of the assessment. 
Now that you have classified the risk to be low, medium or high (using the matrix), you must make a 
judgement about the adequacy of existing control measures. If there are additional measures which can be 
introduced to reduce the risk (using the ‘as low as reasonably practicable’ principle), recommendations must 
be made accordingly. Please bear in mind that the use of PPE should generally be as a last resort. 
 

MEASURES NEEDED TO CONTROL ACTIONED BY REVIEW 

 OR MINIMISE THE RISK WHO? WHEN? DATE 

Anyone working on their own outside normal 
college opening hours must be familiar with the 
Evening emergency Evacuation/Health & Safety 
Procedures document  

   

 

Managers are responsible for ensuring that a 
lone working Risk Assessment is carried out for 
all lone workers. 

   

 

Lone workers should always have with them an 
appropriate means of communication (mobile 
phone or 2-way radio) to summon help in the 
event of illness, accident or other emergency. 

   

 

Before any lone work is carried out ensure that 
a buddy system is in operation and regular 
communication takes place with the loner 
worker and buddy. 

   

 

Ensure the risk assessment is discussed in 
detail with the individual and all control 
measures are in place, this may include training. 

   

 

 
 
Signature of Assessor(s):  
  
 
……………………………………. 
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 Lone Worker Checklist 
 

 
Yes 

 
No 

My colleagues know how to contact me and where to start looking should I not 
return on time  

  

If I decide to change my plans during the day, someone would be aware of this    

We have a clear procedure to follow in case someone does not return or check 
in at a pre-determined time  

  

We have a system for me to raise the alarm covertly in case of an emergency 
while working alone  

  

When/if I am working alone out of normal college hours, we have a system to 
monitor my safety  

  

There is information available so that my manager could contact my next of kin 
should I fail to return from an appointment  

  

My next of kin would have contact details of a colleague should I fail to return 
from work even if this should happen outside normal working hours  

  

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Guidance notes 
 
Issues Affecting Degree of Risk 

 
Physical fitness/Medical condition 

− Disabilities 
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− Pregnancy 

− Medical conditions/illness 

− History of fainting/epilepsy etc. 
 

Means of communication 

− Telephone/mobile 

− Personal alarm 
 
Provision of First Aid 

− Self-administration 

− Availability of First Aider 
 
Fire Safety 

− Are there at least 2 means of escape? 

− Is the fire alarm clearly audible? 

− Is the lone worker familiar with the fire alarm and emergency evacuation procedures? 
 
Personal Security 

− Gender 

− Interface with students/public 

− Unauthorised persons 

− Car Breakdown 

− Training 
 

 

Activities undertaken 
 
Examples of High, Medium and Low risk 
 
1. High risk  

− Use of flammable liquids/hazardous substances 

− Operating machinery (e.g. workshop equipment) 

− Use of ladders & other access equipment 

− Any activity involving excessive physical exertion (including use of gymnasium equipment) 
 
2. Medium risk 

− Work away from the college 

− Custodian duties 

− Estates/maintenance activities (other than above) 

− Manual Handling 
 

3. Low risk 

− Office based/administration work. 

− Working from home. 


