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Lone Working Policy

Policy adopted: August 2026
Review date: August 2027
Policy owner: Nursery Manager / Designated Safeguarding Lead


1. Purpose and Policy Statement
Woven Nursery is committed to safeguarding and promoting the welfare of every child and to protecting the health, safety and wellbeing of all employees.
Wherever reasonably practicable, lone working will be avoided. However, Woven Nursery recognises that there may be occasions when a member of staff works alone, works separately from colleagues, or is temporarily alone with a child as part of normal nursery practice.
Lone working will only take place where it is necessary, appropriately risk assessed and safe to do so.

Woven Nursery will ensure that lone-working arrangements do not compromise:
· children's safety or wellbeing;
· required staff-to-child ratios;
· appropriate supervision;
· safeguarding procedures;
· staff safety; or
· the nursery's ability to respond effectively to an emergency.

This policy should be read alongside Woven Nursery's Safeguarding and Child Protection Policy, Health and Safety Policy, Staff Code of Conduct, Whistleblowing Policy, First Aid Policy, Fire and Emergency Procedures, and relevant risk assessments.


2. What We Mean by Lone Working
For the purposes of this policy, lone working includes situations where an employee is:
· working without another member of staff immediately present;
· temporarily working in a separate area from colleagues;
· alone with a child as part of an appropriate care or educational activity; or
· the only member of staff present on the nursery premises before opening, after closing, or at another authorised time.

Being temporarily alone with a child during normal childcare routines is not automatically considered unsafe. Staff must, however, always follow Woven Nursery's safeguarding procedures and maintain professional and transparent practice.










3. When Lone Working May Occur
Examples may include:
· supporting a child with toileting or personal care;
· changing a child's nappy;
· comforting a child who needs a quieter environment;
· supporting children's play or interests in another approved area of the setting;
· covering routine staff breaks while maintaining appropriate ratios;
· opening or closing the premises;
· undertaking authorised cleaning, preparation, administrative or maintenance duties outside normal operating hours;
· collecting or accompanying children where this has been specifically authorised and risk assessed; and
· other exceptional circumstances approved by the Nursery Manager.

These examples do not automatically mean that lone working is appropriate. Staff must consider the circumstances, the children involved, staffing arrangements and any identified risks.


4. Safeguarding Children
The welfare of children is Woven Nursery's paramount consideration.
When a member of staff is alone with a child, they must:
· follow safeguarding and safer-working procedures at all times;
· maintain appropriate professional boundaries;
· ensure their practice is open, appropriate and accountable;
· use designated areas for personal care and toileting;
· never use a personal mobile phone or personal device to photograph, record or communicate information about a child;
· ensure colleagues know, where reasonably practicable, where they and the child are;
· report any safeguarding concern, disclosure, unusual incident or allegation immediately in accordance with the Safeguarding and Child Protection Policy; and
· record incidents where required by nursery procedures.
The need for privacy during personal care must be balanced with safeguarding. Staff should respect children's dignity while ensuring that working practices remain transparent.


5. Staffing and Ratios
Lone-working arrangements must never result in Woven Nursery operating below the staffing requirements applicable to the children being cared for.

The Nursery Manager or person in charge must consider:
· the number and ages of children;
· the needs of individual children;
· staff qualifications and experience;
· the layout of the premises;
· the nature of the activity;
· foreseeable emergencies; and
· whether adequate supervision can be maintained.

A staff member must not undertake lone working where they believe doing so would place themselves or a child at unreasonable risk.



6. Staff Suitability and Competence
Staff undertaking lone-working responsibilities must be suitable and competent for the duties they are expected to perform.
Management will consider the employee's:
· role and responsibilities;
· qualifications where relevant;
· experience and competence;
· safeguarding knowledge;
· knowledge of nursery policies and procedures;
· ability to respond appropriately in an emergency; and
· any individual circumstances identified through risk assessment.

Required training will depend upon the employee's role and the activity being undertaken. Relevant training may include safeguarding, paediatric first aid, food safety, fire safety, manual handling and other role-specific training.
Staff must not undertake duties for which they have not been appropriately trained or authorised.


7. Working Alone on the Premises
Where a member of staff is authorised to be the only person on the nursery premises, additional precautions will apply.
The employee must:
· have management authorisation;
· have access to a working telephone or other reliable means of communication;
· know how to contact the manager and emergency services;
· follow agreed check-in/check-out arrangements where these have been identified as necessary;
· know the fire, evacuation, lockdown and security procedures;
· ensure entrances and exits are appropriately secured;
· avoid activities identified by risk assessment as unsuitable for lone working; and
· report any incident, concern or failure to check in as soon as possible.

Where an expected check-in is missed, the nominated manager or responsible person will make reasonable attempts to contact the employee and will escalate the matter in accordance with the agreed emergency arrangements.


8. Activities That Must Not Be Undertaken Alone
An employee must not undertake an activity alone where the relevant risk assessment identifies that more than one person is required.
This may include:
· hazardous maintenance tasks;
· working at height where assistance is required;
· moving heavy or unsafe loads;
· dealing with a known violent or potentially dangerous situation;
· responding alone to circumstances where staff safety cannot reasonably be assured; or
· any task specifically prohibited by a nursery risk assessment or management instruction.

Staff have a responsibility to stop and seek assistance if circumstances change and an activity can no longer be completed safely.



9. Emergency Procedures
All staff undertaking lone working must know what to do in an emergency.
In an immediate emergency, staff must prioritise the safety of children and themselves and contact the emergency services where necessary.
Staff must know:
· how to summon assistance;
· the location of emergency contact information;
· fire and evacuation procedures;
· lockdown procedures;
· first aid arrangements;
· how to contact the Nursery Manager or nominated senior person; and
· how to report and record an incident afterwards.

Any serious incident involving lone working will be reviewed by management to determine whether additional controls or changes to procedures are required.


10. Risk Assessment
Woven Nursery will assess foreseeable risks associated with lone working and introduce appropriate control measures.
Risk assessments will consider, where relevant:
· the nature and location of the work;
· access to and security of the premises;
· communication arrangements;
· emergency procedures;
· safeguarding risks;
· the needs of individual children;
· staff competence and experience;
· slips, trips, manual handling and other environmental hazards;
· opening and closing arrangements; and
· any individual factors that may affect an employee's safety.

Risk assessments will be reviewed following a significant incident, when working arrangements change, when new hazards are identified, or as part of the nursery's scheduled review process.


11. Responsibilities of Employees
All employees must:
· follow this policy and associated risk assessments;
· inform management of concerns about lone-working arrangements;
· use agreed communication and check-in procedures;
· keep emergency communication available where required;
· follow safeguarding and emergency procedures;
· report accidents, incidents, near misses and safeguarding concerns promptly; and
· stop an activity and seek assistance if they believe it is unsafe to continue alone.

No employee will be expected to continue lone working where there is a reasonable concern that doing so would create an unacceptable risk.





12. Responsibilities of Management
The Nursery Manager and senior team are responsible for:
· minimising lone working wherever reasonably practicable;
· assessing whether lone working is appropriate;
· ensuring relevant risk assessments are completed and reviewed;
· ensuring staff undertaking lone working are competent and appropriately trained;
· maintaining appropriate staffing arrangements;
· providing suitable communication and emergency arrangements;
· responding appropriately to missed check-ins;
· reviewing accidents, incidents and near misses involving lone working; and
· ensuring staff understand this policy.


13. Reporting Concerns
Any employee who has concerns regarding lone working should report them to the Nursery Manager or Designated Safeguarding Lead.
Safeguarding concerns must be reported immediately in accordance with WOVEN Nursery's Safeguarding and Child Protection Policy.
Concerns regarding the conduct of another member of staff, including allegations or low-level concerns, must be reported and managed in accordance with WOVEN Nursery's safeguarding procedures and Staff Code of Conduct.


14. Monitoring and Review
The Nursery Manager will monitor the effectiveness of this policy and ensure that lone-working arrangements remain appropriate.
This policy will be formally reviewed at least annually and sooner where:
· legislation or statutory guidance changes;
· relevant EYFS requirements or regulatory guidance changes;
· nursery working practices change;
· a risk assessment identifies a need for revision; or
· an accident, incident, safeguarding concern or near miss indicates that procedures should be reviewed.
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