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Governmemt 0][ Jersey palicles

5[' LU/(G’S SCAGOl WOF/(S Wil'/‘lin Hze framewor/( Of Hle Gavemmemt Of JGFSGH POIiCiGS and codes OJL‘

prach’ce. Please access Hle lattesf ,Dublis/led ca,oies of Hlese via f/le ﬁn/( belaw:
C/u'/dren, Young Peo,ple, Educah’on and 5/(1//5 Po/icies (gov.d/'e)

Keg Paints:

® This PolicH aims fo raise awareness of the risks associated with lone working and assist with
idenhming

® suilable and sufficient conlrols so as ko minimise risk

® Lone worl(mg can be def'med as circumstances or sibuations where individual members of sbo,ff
work with little or no direct contact with co“eagues

® |one working is nol Prohibiled and will not automahcaug be unsafe, however, ony risks must be
idenﬁped, assessed and adequalelg managed

L] Copies of oll the Health and Safelg Policies can be found on the school Shared Network (Health
& So,fetg seckion).

Introduclion

St Luke's School is committed o ensuring slaff, volunkeers and conlraclors enjoH o safe working
environment which it recognises will not oan help our sta”, but also increase our abililﬂ bo offer high
standards of service. 1} is recognised that there are occasions when Leaching, supporL administralive,
grounds, cleaning slaﬁ may be required, or chaose, ko work alone or in isolabed situakions. This, however,

may introduce risks for a normaHH non-hazardous work achvilﬂ.

Calegories OI.' lone WOFI(GFS

Within Sk Luke's School, o lone worker will most Probablﬁ fall within one of the follow'mg calegories:
‘ Those who work in an otherwise unoccupied Porl of the building
¢ Those who work in an isolated Parl of the school 9rounds

‘ ThOSC resPonding ITO an o,larm CQH OU,IT o,j:ker normal SChOOl hOUI"S

(/A\Ppendix )

Responsibilihes
CYPES will:
® ensure thal arrangements are in Place for implemenhng this PolicH. Where aPProPriale,
department specipc guidance on iks applicahon can be developed bo clariJ:H implemenlahon
o,rro,ngements have saslems in Place for the Periodic monilor'mg of the implemenlahon of this

Policg.


https://www.gov.je/government/departments/education/pages/policies.aspx
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ensure that all schools are aware of the Po[icg and given o,PProPrio,te guidance ond informahon
in order o be able o imPlemenk this PolicH and adequakelﬂ manage the risks associated with lone

working.

Headleacher and other Line Manogers will:

L4 idenhm those staﬂ:, or groups of staﬂ:, who could be al risk due bo lone working

® raise awareness of this Policg and its aims with these skaJ:J:

® review lone working Prachces and Procedures in consultalion with the emplogees affecked and
their rePresentahves, with the aim of idenhwing specific control measures and safe sHsLems of
work

® ensure suitable h‘aining arrangements are in Place so that those employees idenhfied as being
Parhcularlg ak risk due fo their lone worl(mg aclivilies, are able lo Parhcipale in programmes that
are relevant fo their needs ensure thal, where relevanl, risk assessmenks are undertaken

® ensure o,u risks ko lone workers are e[iminaked, where Possible, so for as service deliverH auows, or
reduced o a minimum

® ensure all health and saJ:eLH incidents and near misses, due to lone wor|<'m9, are recorded using
the CYPES/Schaol incident rePorhng Procedures and where necessary inveshgakecl

® review the arrangemenls above as necessary.

Slaﬂ: will:

° comPlH with the requirements of this Polic‘Lj;

® work within any fro,mework that has been devised to reduce the risks in relation lo lone working in
their Parhcu[ar team/working environment

o allend all the krammg idenHJ:ied s necessary bo ensure Hleg acquire the skills necessary bo helP
them manage the risks from lone worl(mg

® conduch "dgnamic“ risk assessmenks, when necessary, bo manage unforeseen hazards

°

ensure O,” healHl and SO}IGLH lncidents and near misses are FGPOI"LCCI LO Hleir mo,no,ger and Hne

CYPES/SCI‘LOO[ rePoang PI"OC&CJ,U,I”eS fOHOW&d.

Lone WOrl(mg Risk Assessmenls

Situations which may foreseeo,blij resull in a lone working emplogee being subjecl to harm require o risk

assessment to be underfaken in conju,nchon with the CYPES/School Risk Assessment Policu:j.

All possible hazards and the slaff Polenhauﬂ aJ:J:ecLed musk be idenhped and the necessary conirol

measures determined.

This can be covered inihalla bﬂ any generic risk assessment for the approprioie group of sLaJ:J: or achvﬁﬂ.
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HOWBVGF, in cerkain circumskances or situahons, ik Wi“ be necessarH ITO COJTH OUl? a SPeCifiC ris|< assessmenk

[’0 formalise H’Ie OPPFOPFiGITe SO«ergU,GFdS.

The follow'mg is inlended as a guide in formalising the specipc risk assessments and lists (nol

exhaushvely) examples of hazards and Possible control measures. This should be used in conjunchon wiH1

Hme ris|< assessmenk POliClj and associaled fOFmS.

Examples Of POSSible hGZGFdSI

Work o,chvikﬂ g giv'mg someone bad news

Unprediclab[e behaviour of service user, Public ekc. eg. angry, frighkened, under Hwe influence of

alcohol or drugs

Location g htgh rise block, remote area, wa”(waHs/aueH ways
Design Of premises €.g. rambl'mg building

Unfamiliarilg with premises and/or localion
Unfamiliarilg with persons concerned

SusPicious persons in the viciniLH

Time of daH

Lighhng — infernal/external

Animals

Transpork

Environment eg. weather

Inadequale securilg measures

Ease of access bH members of the Public

Emplogee unsuitable to work alone eg. exPeclant mother
Perceived as carerg valuables, equipmenk elc.

Vehicle breakdown or accident

IHI’ICSS.

Examples Of POSSible COI’ILFO[ measures while WOT'I(iI’lg O,WO,H fl"()m l)O,SGI

Is a visit necessarH? Can the issue be deall with by phone, letter or eleckronica“g?
Meek wiHm service user, member of Public elc. on Coun|:5 Council premises
Being accompanied 53 another person e.g. co“eague, Police

Management sgslem Of all lone wor|<ers WhiCl’l COUld be electronlc or manual.
A mo,nu,o,l sgstem COU[CJ, include:

O LOCQhOﬂ bOGFd/bOOI( JZOI" SITO,JIJI whereabouts
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o Full delails Of person bo be visited e.g. venue, time, conkact number, [engHm of infended
time away from base elc

O System for conkacﬁng lone worker

O Worker Being able lo raise the alarm or summon help e.g. access to mobile Phone,
personal altack alarm

O Periodic rePorhng in fo base to congirm whereabouls or any changes in arrangemenls

O Syskem for an escalahng response if lone worker fails bo return or make conback with

base/home, taking inko O/CCOU,HIC arrangements when bGSG is un-slaffed.

o Visils o,rro,ngecl during claglight hours

® Vehicle maintained in good working order

L4 Membership of road side o,ssisl:o,nce company €.g. A/A\ R/A\C

® Sal Nav or maps

Ld Parking in well lit areas

L4 Keepmg car doors locked in built up areas or stop/skark lraﬂ:ic
L4 Avoid carrHing valuables, briefcases, bo,gs ekc‘

L4 PrOfessiona[ training

L4 Troining in managing violence & aggression, diffusmg and breakawaﬂ Lechniques
L Qualif‘tcahons and experience

o Medical J:itness

L] Reporhng incidents and near misses.

Examples of Possible control measures while working alone in an eslablishmenl/ogice:
® |one working the excephon rather than the norm
o A manager bo alwaﬂs know where and when lone working will kake place
L4 Staff never o enler o building alone i there is any indication of o securiLH breach
° APproPriake signs e.g. opening hours, out of hours arrangemenks elc.
® Well mainkained external lighhng
® Conlrolled enlrances

L4 Keg codes JIOF access should be changed from hme I70 Hme Qﬂd as a maHer OI.' course ij.' a breach

OJI securitg is suspeckecl
L4 Recephon areas and desks GPPrCPFiGl’elH secured
® Intruder detechon sgstems

L Adequa}e mamkenance
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L4 Appropriaielﬂ designed inierview rooms e.g. laHouL décor, seo,iing, readilH o,ccessible alarm

sgsiem, proximiiH to other sio,ff
o CCTV
® Access lo ielephone and firsi aid equipmeni ak all limes
Ld Emergency procedures for dealing with illness, accidents ebc.
Ld Pro;essional iraining
L Qualificaiions and experience
® Medical J:iiness

L] Reporiing incidenis and near misses.

Conlraclors will be 9iven a copy of the Lone Working Risk Assessment and will receive the appropriaie

Health and Safeig informaiion.

Conlrols

All siaﬁ have keﬂs and eniry fobs. The experience and iraining of all siaff, and the aclivikies to be
undertaken, will be taken into consideralion beJ:ore allowing lone working. Lone workers must be
considered capable of responding correcHH in an emergency situation. Whenever possib[e it is

recommended H’iat Staff WOFI( WiH"i a pariner.

Siaff should not enler the school premises if there are signs of infruders but are advised to immediaiellj
call the police.

Siaff should lock doors when lone working and ensure thal areas of the school not in use are kepi secure.
Siaﬁ must not place themselves in clanger bﬂ chailenging intruders or vandals but should call the police

for assisiance,

Siaﬁ should not work alone if H’ieH have medical condilions that mighi cause incapaciig or

unconsciousness.

All lone working sio,ff should establish their own checking in and oul sHsiem with fo,milg, J:riends or work
coueagues. I} is advised thal lone workers provide o relalive or friend with their ielephone contack number

o,nd an GXPGCLCC], iime LO reiurn |'iome.

Sio,ff working alone have a responsibiliiﬂ for making themselves J:amilio,r with and following the school's

sa;eig PFOCCC],UFCS o,nd lOCOhOﬂ Of SO,feLU equipmeni.

Conlraclors should have access bo their own firsi aid ki suilable for ireaiing minor injuries.
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IJ: sraff relH on mobile Phones, H’LGH musk ensure Hmak Hmeir network has good recephon wiHm'm schoo[.
Although Phones can 9ive extra reassurance, H’LGH do not Provide compleke Prorechon and sraﬁ should shill

be alert JIOI' Hmeir own Personal Safel?H O/lf GH Hmes.

Lone workers should not undertake achivilies thal involve working at heighk or any task that has been
idenhfied as medium or high ris|< or which is Pokenﬁallﬁ hazardous given Hmeir own [evel of exPerience and

Hme narure Of Hme |?0,S|(.

It is the responsibilirﬂ of all school Personnel and conlraclors to adhere to the lone working Procedures
and lo rePort any difpculhes, failure of equipmenl or 9eneral concerns on Health and Safeh\.j to the
Carelaker. Staﬂt should be Proachve in bringing concerns fo his altenlion. If members of staff fai[ bo
JFo”ow Procedures designed bo Protecl their safetﬂ, this could result in o disciplinarg malter as HmeH will
have conlribuled to their 'mjurH and any compensahon claims for damages or unfair dismissal may be

reduced according[g.

The Headleacher/ Depuly Headleacher will regularlg monilor the implemenlahon of these procedures.
Fo”owing any incident an inveshgahon will be carried out and its findings used fo inform change bo

Procedures and wor|<'m9 Prachces.

RePorling of Accidenls and Incident

Ang accidenrs, incidenrs or near misses must be recorded in H@e accidenl and near miss book and a copy

porwarded fo CYPES,
The OFigiI’IO[ COPH must be retained bH Hw Headteacher/DePuLH Headleacher WiH’I Hne emplogee)s records.

CYPES must be nohfied immedialelg if:

b an accident haPPens and causes either a major 'mjurH or the loss of over 3-claHs work or if a
member of staff is unable o carry out normal dulies for over 3-&055
d If o member of sto,ff has been subject lo an incident 'mvolv'mg violence. This includes verbal

o,buse, Pl’lUSiCGl GSSGU“ O,I’ld, PI’OP&I’LH clomoge.

Monilor‘mg and Reviewing
All accidents, incidenks or near misses should be logged ond monitored; trends should be noled and risk

assessmenls musl be reviewed.

St Luke's School is commilted o ensuring slaﬂt, volunleers and conlraclors enJoH o safe working
environment. I} is recognised that there are occasions when Leaching, supporL adminislrahve, grounds,

cleaning slaﬂt may be required, or choose, to work alone or in isolated situalions. This, however, may

ianFOdUCG risks I.‘Or a ROFMGHH non-hazarclous WOFI( O,Cl?iViI?H.
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Tips for WOrking Alone

Working alone from a fixed bGSC

When working alone afker dark consider dro,wing the blinds (if you have them) so that Peop[e
oulside cannot see in

KeeP doors and windows locked if Possible

Agree a Protocol for visitors o the building eg don't allow visitors inko the building when oan
one person is there

Consider ho,v'mg oPening times that oan include limes when there are lwo or more People in
Ensure your manager knows you are worl(mg in the school alone and for how long. Lek them
know when you have le;t — make sure a Protocol is sek up so H’LGH know whal to do if you do not
call in when expected

If you sPend time alone with the Public/service users, ensure there is o way for you bo raise the
alarm ij: necessary. Hav'mg a discreek way of cau'mg for assistance, $0 you can get helP bej:ore

Hmings 9et out of conh‘oL is best i.e. silent alarms and associated Protocols‘

Workmg J:ronHine alone

Ensure you have o means of communication with others
Consider inslau'mg emergency alarm sgstems
Ensure cash or valuables are kepl out of sighl

AlWOHS 9ive UP CQSh or VG[UGB[CS if leeo,tened and never l?rlj tO SI?OP a H’Iief an HOUI" own.

Working in other People's homes or Premises

TrH and f'md out if there have been ony Previous incidents of violence

Make sure someone knows where you are ak all kimes

Give some H’uough} before you arrive as to whal exit stralegies you could use if you feu
uncomfortable or threatened. Thinking aboul them in advance will help you recall them quicklg in
a kime of stress. For example you could say that Hou've leJ:l some paper work in your car and
have to go and 9el it. You could then, if you J:eel ib's necessary, Phone from the saJ:elH of your
car and say Hou've been called back to school

When you arrive think about your location. Is it o the LOP of @ tower block, down a counlrﬂ lane
or in a oneway streel? Consider where you should Par|< your car so you can leave quicklg

Be m'mdful of the facl that you are enlermg someone else’s Lerrikorg. Your presence there may be
unwanted and/or pose a threat

Be Prepared lo show your ID, exPlain your reason for visihng and wail fo be invilted in
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L] COﬂClUCI? HOUI" awn "dHnamic" ris|< assessmenl‘ an er door—sLeP l)eJIOFC HOU enler. IJ: HOU feel Glf OH

uncomforko,ble, mo,|<e an excuse Ol’ld leo,ve - krust HOU’F insﬁncks

L] DO nok enler Hw Premises u,nless H'w Person HOU exPecL ITO meek is Hlere. If H‘leﬂ are noL SOH HOU

Wi” return ar reo,rro,nge Hw QPPOinITmean laker

®  Give the person you are visihng some indicalion of how much of their lime you exPecb to take and

trH bo sick to ik

L4 Take Oan whak is essenﬁal 'mko a hOUSG; leave handbags GLC. e[sewhere
L4 At O,H hmes be alerl LO changes in moods, movements and exPressions
L DOH.IT sPread HGU,F belongings abouk

L] I]: you J:eel ot risk leave immedio}elﬂ.
Guidance for Kegholders ouending alarm calls afler hours

Bacltgroun.d

Most bui[dinﬂ/eskablishments are fi&ed with burglar alarms. A kegholder is usuallg nominated to aktend
call ouls for that establishment. The Police will not automahcaug altend an alarm iJ: there is o hisborﬂ of
false calls. The main causes of false alarms are user error or elechronic fauus.

ASSUI’T‘LC H‘LGIT H1e Police Wiu nok resPond ITO an o,lo,rm Q|: Hour eskoblishmenk

Guidance for auending an alarm
® Do not altend an alarm call out alone, where reasonablg Prachcable.
® Do not enler the buildmg if you are alone.
® |ook oul for corroborative evidence of inbruders.

L4 Take necessary achon; g cqll Police.

What to lake
® Idenhpcahon of who you are, for exo,mple an emploujee badge. This helps if police do altend the

scene or are laler CO,HCC], LO H1e scene.
® A LOFCI’L Of a reasonable size and POWGF.

® Abasic plo,n or diagro,m of the building. This does not have to be o very delailed site Plo,n buk it
would be useful to show:
O Entrﬁ/exit Poinls for People and vehicles;
O Areas where compulers/va[uo,bles are locaked.
This is u,sefu,l for the Police iJ: HweH are required lo aktend the scene. If Possible, for Purelg Prachcal

reasons, laminale the Plan or Plo,ce ina Plashc walle Pock
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® A mobile Phone is useJ:ul to summon assistance in an emergency withoul having to enler the

building.

Risk Assessment

On aHending the site keHholders must be mindJ:ul of and Probeck themselves againsk the worsk case
scenario, H‘»o} is, an intruder who may sli” be on site.

Inikial arrival should be to the J:ronk of the building main enlrance. If an inkruder has not alreadg [eJ:l' on

hearing the o,larm, your arrival may disturb them. Your main Prioril'ﬂ is your Personal so,J:elg. I]: you
diskurb an 'mtruder, aHemPk ko wiH‘Ldro,w Lo o safe Poink. DO NOT ATTEMPT TO APPREHEND If Possible,

and if safe to do so, abserve the

infruder. AnH delails will be useful for the Police.

Once on sike, Proceed with extreme caukion. Your Prioritg is bo sgstemahcallg check for corraboralive
evidence of an infruder. Ang search of the Premises, iJ: you are accompqmed, should be carried out

togeHner.

What lo check

L] Suspicious/ unj:amiliar vehicles Parked in the immediale area.
L4 The oukside of Hw buildmg for sign of forced entrH; g broken glass, Prised doors, w‘mdows, etcl
e Fuidence of flash lights being used or other lights lefl on within the building.

e Noise from within the buildmg or oulside.

If of any stage there is evidence of an inlruder, IMMEDIATELY WITHDRAW and contach the Police.

Where FCOSOHQHH Prachcable, dO I’lOL en[er H@e buildmg LO use H@e Lelephone. If necessarH, drive LO a

nearbg CO,H l)OX and ma|<e an emergencg CO,H LO H’Le PO[iCG, via qqq sgstem,

Where there is no evidence of an inbruder from the oulside, enler the building:
®  Check the inside of the Premises lo eliminate signs of o J:orced enh‘g.
®  Suikch on aPproPriake lights and Proceed lo re-set the alarm.
L d If evidence of an infruder is discovered, withdraw and conlact the Police.

® TFH I’IOL LO disturb Hle scene.



