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LONE WORKING POLICY AND GUIDANCE NOTES 
 

Introduction: 
 
Hillside Primary School places great value upon its staff and their safety within the school 
setting.  Personal safety will always be a priority over and above school property. 
 
The requirements of the Health and Safety at Work Act 1974, and more specifically the 
Management of Health and Safety at Work Regulations 1999, requires the school to provide a 
safe environment, safe equipment and safe systems of work for its employees and those 
working on its premises. These requirements are applicable to all work situations, including 
where staff (and others) are working alone or outside normal working hours. 
 
This policy is designed to alert the staff/workers at Hillside Primary School to the risks 
presented by lone working (i.e. evenings, holidays).  It will identify the responsibilities each 
person has in lone working and to give guidance that may help to minimise the risks.  The 
policy is not designed to alarm staff but give ideas in which to manage potentially ‘risky’ 
situations. 
 
The policy applies to any person who may work alone.  Lone working refers when there is only 
one member of staff present or where they may be physically isolated from their co-workers i.e. 
due to isolated areas of the building – nursery. 
 
There are a few areas in the school where staff work alone. In the majority of cases this will be 
without significant risk (e.g. persons working alone in offices where appropriate safety 
precautions are in place). However, there will be occasions when this is not so. Working alone 
can introduce or accentuate hazards (e.g. lack of assistance if needed, inadequate provision of 
first aid, sudden illness, violence from others, emergencies, failure of services and supplies, 
etc.).  
 
 

Basic Building Security 
 
1) Site Controller is responsible for ensuring that all appropriate steps are taken to control 

access to the building, and that emergency exits are accessible. 
2) Alarm systems (Burglar and Fire) must be regularly tested and results logged. 
3) Key codes to doors are to be changed half termly and altered as a matter of urgency if 

there has been a suspected breach of security. 
4) Staff working alone must be familiar with setting alarm systems and emergency exits. 
5) Exit doors are not to be left open or propped open that allows unauthorised entry. 
6) There must be access to a telephone and first aid kit. 
7) If a member of staff arrives at the school and there is an indication of a break in or intruders 

then help must be requested from the Police.  No one is to enter the building alone. 
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Personal Safety 
 
1) A mobile phone should be carried to safeguard against problems. Access to the Key 

holders and Emergency Response phone number is essential. 
2) Key Holders will log in with each other when working alone. 
3) Staff must advise another person of when they will be lone working and give a start/finish 

time together with details of what part of the building they are working in.  
4) Outside the school hours the last two members of staff must lock and exit the school 

together. 
5) A robust system for staff to sign in and out of the building must be adhered to and is 

monitored by the administrative staff in the office. 
6) Use of ‘walkie talkies’ if two/three members of staff are in the building but working in 

different areas from each other. 
7) No ‘third parties’ to be in school when lone working, unless they are known and trusted by 

the lone worker.  Never arrange meetings with parents/carers when lone working. 
8) Share information with other members of staff i.e. if a stranger is seen in the car park. 
9) Any task that could be considered ‘risky’ must not be attempted when lone working i.e. 

working at height, moving furniture. 
10) Be observant when leaving or entering the building, especially in the dark. 
11) If possible, work with another staff member. 
 
 

Conclusion 
 
We realise that there are occasions when lone working is inevitable, but would ask that staff 
work in small groups wherever possible.  We would ask that no staff member take any 
unnecessary risks, so that everyone can have the freedom to work out of school hours at their 
convenience.  

 
 


