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At Newlands we create confident and responsible young women equipped with the skills they need for the twenty first century.  We empower all students to realise their potential as part of a sustainable community committed to lifelong learning.

Lone Working Policy
This document includes a statement of Policy of Newlands Girls School together with the summary guidance to assist Governors, the Headteacher and Managers in discharging their health and safety responsibilities.  The subject of this policy and guidance deals with workers who work by themselves, without close or direct supervision.  There is no general legal prohibition on working alone, however, the broad duties of the Health and Safety at Work Act 1974 and Management of Health and Safety at Work regulations 1999 still apply. 

This document supplements the Council’s Corporate Health, Safety and Welfare Policy, which fully outlines the Council’s general policy, organisation and arrangements for health, safety and welfare at work which is obtainable from the Royal Borough of Windsor and Maidenhead, Town Council Offices. 
1. Introduction 

The Governing Body of Newlands Girls’ School acknowledge their duty to make sufficient provision for the management of health and safety in the work place.   

The primary operational responsibility for discharging the health and safety requirements with regard to this policy lies with the Headteacher, in her absence the Deputy Head will carry out this role.  In addition, a key role in implementing this policy lies with the departmental heads and line managers who must ensure all of the following requirements are addressed and implemented.
Duties of implementation for both these acts may be delegated to individuals in a manner that accurately reflects their existing levels of competence and responsibility.  These individuals must plan, organise, control, monitor and review their health and safety management systems.  However, in certain circumstances, the advice and assistance of specialist advisers may be sought from the Council. 
Newlands Girls’ School acknowledges its duty to make adequate provision for health and safety of lone workers.  It is the policy of Newlands Girls’ School to fully implement the general requirements of the Health and Safety at Work Act 1974 and Management of Health and Safety at Work regulations 1999 in so far as lone working is concerned. 

2. Who are Lone Workers?
Lone workers can be anyone who works by themself without close or direct supervision.  Some common examples found within the school are:-

2.1 A person working on their own in a workshop or laboratory.
2.2 Persons working in an office or a classroom. 
2.3 People working outside normal hours on their own.

ACTION

· Identify all persons who are lone workers.
· Identify the locations and tasks they carry out.
3. Controlling the risks 
As required by the Management of Health and Safety at Work Regulations 1999 a suitable assessment should be carried out to identify the hazards and the level of risk that lone workers are exposed to.  
3.1 Suitable controls will be identified within the assessments.  See Appendix 1 
3.2 Depending on the level of risk there may be some higher risk activities/areas that due to the level of risk lone working will not be permitted e.g. mechanical equipment. 
ACTION
· Risk assessments to be carried out on all lone working activities/areas.
· Control measures to be identified, prioritised and implemented.

· Higher risk activities/area identified and formal decisions made on authorisation of lone working.

· Formal systems/procedures developed for particular activities/areas as required. 

4.  Requirements of lone workers
4.1  It is important that lone workers are considered for any known medical conditions which may make them unsuitable for working alone.  This aspect of the assessment is conducted through Occupational Health.  Consideration will be given to routine work and foreseeable emergencies which may impose additional or specific risks. 
4.2 Lone workers must be suitably experienced, have suitable instructions and if necessary, training on the risks they are exposed to and the precautions to be used. 
4.3 It is the policy of Newlands Girls’ School to ensure adequate supervision is provided.  The adequacy of the supervision will depend on the level of the risk, types and duration of exposure.  Adequacy of supervision may involve some of the following:-

a) periodic checks on lone workers i.e. visual
b) periodic contact with lone worker i.e. telephone
c) general or specific alarms for emergencies

d) checks on lone workers to ensure they have returned to the school on completion of extra curricular activities. 

ACTION

· Check and monitor adequacy of supervision.
· Ensure any emergency equipment i.e. alarms, mobile phones, walkie talkies are regularly checked and maintained. 
LONE WORKING 

STAFF 

· Be aware of the fact that if you are lone working you have to minimise the risks of accidents e.g.  do not climb to lift heavy objects which could result in an injury.
· If you feel unwell whilst at work do not try and work alone – report to your line manager and ask to go home.

· When connecting cables ensure that you take out enough to plug in safely. Do not pull or stretch them to make them reach. Ensure they are laid flat on the ground so you don’t trip over them.
· When disconnecting ensure they are coiled and put away properly. Remember somebody else has to get them out the next time.  If dark when disconnecting put a light on.  

· If you sustain an injury that requires Hospital treatment, ask someone to call 999 for you. If alone try to reach the phone and call 999. If all else fails shout for HELP.

· If none of the above can be contacted please ring a member of the Site Team on 07960626036 or 07722005519, during work hours (7.30am-6.00pm). 
· Be aware that you should not be on your own after 5.00pm in an outer building and are advised to move into a designated area (staff room, library) in the main building as this can be the time when incidents are most likely to occur. 
· In exceptional circumstances i.e. meetings, exam preparation a member of the site team will need to be informed of your location and expected time of departure. 

· Staff must vacate the premises by 5.45pm, unless they are an authorised key holder. 
· On hearing the fire alarm all staff members and visitors must evacuate the building and assemble at the fire point, until the all clear is given. 

PUPILS 

· No pupil should work unsupervised in an outer building after 4.00pm and will be required to move into a designated area (ICT1, Library, Dining Hall) in the main building. 
· All pupils unless supervised should vacate the site before 5.30pm 
· Pupils who arrive before 8.45am are not supervised unless a school activity is taking place i.e. rehearsals.
· On hearing the fire alarm pupils must evacuate the building and assemble at the fire point, until the all clear is given. 
PERSONAL SAFETY

Newlands Girls’ School recognise the HSE definition of violence as “any incident in which an employee is abused, threatened or assaulted by a member of the public in circumstances arising out of the course of his or her employment”

Violence in the workplace covers a wide range of behaviour from threats and verbal abuse to intimidation and physical assault. In extreme cases it may include unsociable, sexual or racial harassment. 

If you are in a situation or are approached by anyone who presents aggressive, threatening or unsociable behaviour try to remain calm. Remember these key points :-

· Be aware of your own body language and the other persons. Do not respond or react in a way that could intentionally or unintentionally antagonise them. 

· Listen to the persons reasons for complaint. Where appropriate be sympathetic and show empathy towards their concern.

· Remain confident in your ability to handle the situation.

·  Employ diffusing techniques where appropriate.
· Always keep a safe distance from the aggressor and avoid physical contact. Do not enter their “personal space” or allow them to enter yours. 

· If you cannot resolve or calm the situation down, call for help or look for opportunities to move away.

· Report all incidents to your line manager.
Your personal safety is paramount!! 

If you are working alone, or are away from your usual workplace always try to make sure someone knows where you are going. Let them know when you arrive, and when you expect to finish or return. A phone call or an email will suffice. 

You may feel safer carrying a mobile phone, pager or personal panic alarm. Make sure these are easily accessible and charged up. Always carry them on your person. 

Always be vigilant. Look for early warning signs of inappropriate behaviour.

If you feel a person is getting agitated or too personal and could be a potential threat to your personal safety try to diffuse the situation.  No two situations will be the same so they will need to be handled individually.

This policy is intended to link with the RBWM Lone Working Policy 
Signed:…………………………….

Signed:…………………………….

Chair of Committee 



Headteacher

Date Reviewed:……………………

Review Date:……………………….

Appendix 1    Lone Working Risk Assessment - Record of Control Issues

	State role, task, procedure or workplace being assessed:
	     
	Date:
	     

	Assessed by:
	     
	Service:
	     
	Ref.:
	     

	If this Assessment is for a specific role that is carried out by several individuals, list below the names of persons covered:

	     
	     
	     
	     

	     
	     
	     
	     

	1
	2
	3
	4

	
	Significant questions:
	Relevant concerns:
	Describe in appropriate detail how this issue is/shall be managed,

(or refer to Service Procedures located elsewhere).
	Safe to proceed?

	1
	Are there any known access and egress issues?
	Does the layout prevent safe entry/exit for worker? Describe local issues as known.
	     
	 FORMDROPDOWN 


	2
	Is the workplace isolated from routine contact with other persons?
	If yes, is this a problem? Does the lone worker need regular contact with others?
	     
	 FORMDROPDOWN 


	3
	Is the work fixed by appointment? (i.e. timing is outside of staff control).
	If outside normal hours, how is any necessary ‘support’ made available?
	     
	 FORMDROPDOWN 


	4
	Are there any hazardous substances (or plant) involved in the task?
	What if PPE reduces ability to hear / see warning signals. Is plant maintained?
	     
	 FORMDROPDOWN 


	5
	Is there a potential for violence and/or criminal activity from others nearby?
	How is chance & effect of worker being attacked/verbally assaulted managed? 
	     
	 FORMDROPDOWN 


	6
	What would be the nature of any injuries sustained?
	What if unexpected accident resulted in electric shock, burns, sprains, etc.?
	     
	 FORMDROPDOWN 


	7
	Is the lone workers personal health and fitness an issue?
	Are they up to the task? What about reaction to an emergency situation?
	     
	 FORMDROPDOWN 


	8
	Is general communication between worker and office an issue?
	What about during an emergency? Can the worker summon help if needed?
	     
	 FORMDROPDOWN 


	9
	If any local emergency procedures, are these known, and understood?
	Is location familiar to person? Do they know how to react in a local emergency?
	     
	 FORMDROPDOWN 


	10
	Can a single person complete the task safely in an appropriate time?
	After all the above (+ other issues), can work be completed safely by lone person?
	     
	 FORMDROPDOWN 


	11
	Any other comments or control measures not considered above.
	     
	 FORMDROPDOWN 



	1st review date:
	     
	Signed:      
	2nd review date:
	     
	Signed:      
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