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Lone Working Policy

1. Introduction
Lone working means any situation where a staff member is without visual or audible contact with another person who could assist in an emergency. At The Tutorial Foundation, this includes:
· Staff working alone in any location (on or off site)
· Staff supervising students without other staff nearby
Lone working may occur during normal hours in isolated areas or outside of school hours (e.g., evenings, off-site tuition).

2. Policy Statement
The Tutorial Foundation is committed to safeguarding the wellbeing of pupils and staff, particularly when working alone. Lone working is only permitted following a risk assessment and with explicit approval (e.g., for 1:1 off-site tuition or certain trips).
This policy:
· Protects staff and students from unnecessary risk
· Promotes safe practice and clear communication
· Ensures risk assessments are completed for all lone working scenarios

3. Key Principles
· All lone working situations must be risk assessed in advance.
· Lone working is permitted only where justified by risk assessment and school approval.
· Staff must always remain in contact with another adult or the school office.
· Intercoms and phones are available for contact in external classrooms.
· Staff must not work alone with students with known aggression or other high-risk factors.

4. Prohibited Lone Working
Lone working is not allowed if:
· Visiting a new or unknown student/family with limited information
· The student/family has a known history of aggression
· The risk assessment classifies the work as high-risk
· The staff member feels unsafe, anxious, or uncomfortable

5. Responsibilities
Headteacher:
· Ensures staff understand and follow this policy
· Implements lone working management systems
· Oversees incident reviews and training
· Maintains a log of all lone workers’ whereabouts
All Staff:
· Complete a risk assessment before any lone working or off-site visit
· Keep personal contact details up to date
· Notify line manager of location and schedule
· Report incidents or concerns immediately
· Use professional judgement and remove themselves from risk if safe to do so
· Follow the latest risk assessment guidance

6. Permitted Lone Working and Safeguards
Permitted (with assessment/approval):
· Off-site tuition in public or controlled home settings
· School trips with clear plans and communication
Conditions:
· Another adult must be nearby or easily contactable
· Use a school mobile phone (not personal numbers)
· Always have emergency contact details to hand
· If safety is compromised, contact 999 and/or the school office immediately

7. Safeguards in Place
· Enhanced DBS checks and vetting for all staff
· Groupings and locations planned to minimise risk
· Off-site work only in safe, supervised spaces (open-door, another adult nearby)
· Each student is allocated a key worker for regular check-ins

8. Incident Response
If a lone worker experiences threats, unsafe conditions, or health emergencies:
· Remove themselves from risk if possible
· Contact 999 or the school office immediately
· Record the incident in the school system (e.g. MyConcern)
· Debrief with their line manager and update the risk assessment

9. Good Practice Guidelines (Summary)
· Use school mobile phones (never personal numbers)
· Carry fully charged phones and avoid known mobile “blackspots”
· Use main roads and park in well-lit areas
· Inform others of any changes to visit timings/locations
· Know the exits in any environment
· Record and report all concerns or incidents

10. Risk Assessment Checklist (Summary)
When assessing lone working, consider:
· Environment: access, lighting, security
· Task-specific risks
· Equipment: need for assistance with lifting or operation
· Violence risk: history of aggression or threats
· Individual factors: age, gender, medical conditions
· Working patterns: shift changes, late hours, transport
· Emergency access: first aid, mobile coverage, contact protocols
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