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1. Purpose

This policy sets out how the college protects staff, students, contractors, and volunteers
who work alone. Its aim is to minimise risks, ensure safe working practices, and clarify
responsibilities.

2. Scope
This policy applies to:
o Teaching staff working alone in classrooms or studios
o Support staff (e.g., cleaners, caretakers) working outside normal hours
o Staff conducting home visits or off-site activities
o Students authorised to work independently in specialist areas
o Contractors working on college premises without direct supervision
3. Definition of Lone Working

A lone worker is anyone who performs tasks without direct supervision or without others
nearby who could help in an emergency. Examples include:

e Working late in an office or classroom

e Opening or closing the building

o Working in a studio alone

« Travelling alone for college business

e Remote or home-based working
4. Responsibilities
College Leadership/Management

« Maintain procedures for emergencies and incident reporting
College Tutors and Administrators

« Identify lone-working roles and assess associated risks

e Ensure staff follow safe working procedures

e Monitor lone-working arrangements and address concerns
Lone Workers

e Follow all safety procedures

e Report hazards, incidents, or near misses

e Use communication devices as required

e Avoid high-risk activities when alone



5. Risk Assessment
Risk assessments must consider:
o Nature of the task (e.g., hazardous equipment, chemicals, manual handling)
o Location (isolated areas, poorly lit spaces, off-site environments)
« Time of day (early morning, late evening, weekends)
e Health, medical, or personal factors
o Communication and emergency arrangements
6. Safe Working Procedures
e Access to emergency numbers: 999 - To report your emergency
e Secure access control to buildings and rooms
e Adequate lighting in key areas
« Prohibition of lone working in high-risk workshops or areas
7. Off-Site Lone Working
Staff working off-site must:
e Share their schedule and expected return time
o Carry a charged mobile phone
e Avoid entering unsafe environments
o Follow safeguarding procedures if visiting students
8. Emergency Procedures
Lone workers must know how to:
o Contact emergency services — 999
e Raise an alarm within the college
o Evacuate safely
e Report incidents promptly
Tobias Staff must ensure emergency information is accessible and up to date.
9. Monitoring and Review
e This policy will be reviewed annually or after any significant incident
o Feedback from staff and students will inform improvements

¢ Risk assessments will be updated as needed



