RISK ASSESSMENT FORM 
	RA REF NO:
	SS029
	TITLE OF TASK ASSESSED:
	Lone Working
	DIRECTORATE:
	Skills Education and Learning

	SERVICE:
	Shawhead School 
	STAFF GROUP:
	All Staff
	DATE:
	Session 2026 2027




	WHO IS AT RISK
	SPECIFIC INFORMATION
	LOCATION(S)

	Staff
	☒	This is a generic lone working Risk Assessment, which should be personalised for the Lone Working arrangements in place at each specific workplace.
All members of staff required to undertake Lone Working duties, must have a Lone Working assessment undertaken, refer to Lone Working Assessment RA. A staff member’s medical condition could make them more vulnerable to lone working and cognisance of this is required when carrying out this assessment.
	Council Property
	☒
	Service Users
	☐	
	
	

	Contractors
	☒	
	3RD Party Premises
	☐
	Members of Public
	☐	
	
	

	New & Expectant Mothers
	☒	
	Other Location
	☐
	Young Persons
	☐	
	
	



	HAZARDS
	I.e. what has the potential to do harm in terms of Location, Equipment, Activity, Person and Substance.
	Risk Rating

	GENERAL CONTROL MEASURES
	What have you in place to avoid, reduce and manage risks) (Consider the RA control hierarchy – Eliminate, Reduce, Isolate, Control and then PPE. Always consider need for Provision of Information, Training, and Instruction & Supervision. 
You can also refer out to any existing Safe Working Procedures.
	Likelihood         L
Consequence   C



	HAZARDS
	GENERAL CONTROL MEASURES
	Risk Rating*
	Is Action req’d?
AP No.

	
	
	L
1-5
	C
1-5
	Overall
1-25
	

	Medical Fitness

(Risk of medical condition increasing risk of injury when lone working)
	· The Lone Worker must ensure that any medical conditions which might be relevant to their working alone are fully discussed with their line manager and, if necessary, Occupational Health and own GP.
· Individuals must not work alone if any such condition is assessed as placing them at increased risk.
· Any person who requires assistance to get out of the building (i.e., a PEEP) in an emergency must not work alone.
	2
	4
	8
	

	Work Practice Hazard
(Communication in event of an emergency,
Lone working off-site risk of injury, incidents)
	· Staff must have read and be familiar with the Lone Working Policy.
· Staff to ensure they always have a means of communication in the event of an emergency.
· Ensure staff receive adequate training, supervision and are regularly monitored to ensure their safety.
· Staff must report any concerns over lone working practices to their line manager.
· Ensure that a working phone, landline or mobile, (or walkie-talkie) is available at all times.
· Staff to ensure they know who to contact and have details of who to contact in an emergency, line manager or emergency services where applicable.
· Ensure staff keep their outlook calendars up to date.
· Ensure another staff member is informed of your exact whereabouts. Detail when you expect to arrive and return along with exact location.
· Location of work is risk assessed to staff attending off-site work.
· Ensure staff complete accident and incident forms if accidents/incidents occur when lone working.
· Ensure staff have first aid kit with them when off-site, at all times.
· Lone Workers must know local arrangements on how respond in the event of a fire or other emergency.
	2
	4
	8
	

	People Hazard
(Risk of attack)
	· Staff to ensure they have a working phone, landline or mobile, (or walkie-talkie) available to them at all times.
· In the event of a person becoming aggressive, ensure you are not left alone with the person where possible.
· Try to quickly resolve any difficult situations.
· Contact the police in the event that the person is not calming down.
· Record all details of the incident and report to line manager.
· Ensure accident/incident form is completed and entered onto iTrent.
	1
	4
	4
	

	Equipment Hazard
(Moving equipment/objects)
	· Staff to ensure that any moving of equipment is done as a necessity and kept to a minimum.
· Staff to only move equipment that can be done individually, as per manual handling guidelines.
· Any moving of equipment that requires a second person should be left alone.
· Working at height, to retrieve or store objects, must not be undertaken when lone working unless absolutely necessary.
	2
	4
	8
	

	Environmental Hazard
(e.g., lighting, confined spaces)
	· Staff to avoid working in confined spaces unless absolutely necessary.
· Where possible, inform another staff member that you will be going to the hazardous area of the building on your own.
· Staff to ensure that they are carrying a working mobile phone (or walkie-talkie) with them at all times and that it has a working signal.
· Ensure steps/stairways are in a good condition and free from slip and trip hazards.
· Ensure all lighting is in good, working order.
	2
	4
	8
	

	Use of computers and General Office Equipment
	· Lone Worker should ensure their Workstation is compliant with DSE Regulations.
· Workstation has undergone a DSE assessment by a competent person.
· Lone Worker should take regular breaks from DSE work.
	1
	4
	4
	

	Risk of injury due to Slips, Trips and Falls
	· Good Housekeeping regime in place, preventing the build-up of waste items.
· Regular inspection of areas to ensure that any trip hazards (torn carpets, uneven flooring, trailing cables etc.) receive prompt attention.
· Appropriate signage displayed on wet floors or following spillages.
· Individuals with temporarily impaired mobility must not work alone.
	2
	4
	8
	

	Driving
(Occupational Road Risk, weather conditions, vehicle defects, transporting unsecured equipment.)
	· Mandatory check of all drivers, including driving licence checks and MOT/Insurance where own vehicle is used.  
· Drivers’ Awareness Training on FLO (including a video on walk around checks).  
· Mandatory daily log check in pool cars to report vehicle defects must be completed.  
· Electronic and hard copy versions of Driver Handbook available including annual Driver Declaration form. Staff must read the Driver Handbook and sign the declaration form located at end of handbook which needs to be authorised by line manager before being returned to Fleet Management.
· Pool vehicles (vans) are provided to staff transporting large pieces of equipment.
· It is the driver’s responsibility to ensure the road safety of privately owned vehicles if used on Council business. 
· Drivers must ensure that equipment is safely secured/stored within the vehicle. 
· Entrances in the vicinity of the building and car park are well lit.
	2
	5
	8
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	GENERAL CONTROL MEASURES
	Risk Rating*
	Is Action req’d?
AP No.

	
	
	L
1-5
	C
1-5
	Overall
1-25
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Risk assessment Action Sheet
	Title of Activity being Assessed
	Lone Working
	Risk Assessment Ref. Number
	

	Action Ref. Number
	Action Required
	Risk Rating before Action
	Risk Rating after Action
	Target Date
	Person Responsible for Action
	Date Completed

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



	Assessor Name
	
	Job Title
	
	Signature
	
	Date
	

	Approval
Managers Name
	
	Job Title
	
	Signature
	
	Date
	



image1.gif
COUNCIL




