Lone working policy
	Review Due:
	October 2026

	Last Review
	May 2026

	Applicable to:
	[bookmark: _GoBack]Finding Futures

	Reviewed by:
	BS

	Approved by:
	Board – 21.05.26



Contents
General Policy Statement	2
Aim	2
Definition of lone workers	2
Roles and Responsibilities	3
Risk Management	4
Risk Assessments	4
Risks Associated with Violence	4
Prohibited lone working activities	5
Control Measures	5
Communication	5
Emergency procedures	6
Training	6
First Aid Requirements	6
Monitoring and Reviewing	6
Monitoring of stress and well-being for lone workers	7
Related Documents and Policies	7
Appendices	8
Appendix A -Lone working role risk assessments guidance	8
Appendix B – Guidance on what to consider when completing a risk assessment	9
Appendix C – Lone working risk assessment template	13
Appendix D - Finding Futures Lone Risk Assessment example	15
Appendix E – Red file safeguarding profile	24
Appendix F – Lone working – Rapid risk assessment tool	25

[bookmark: _Toc229478935]General Policy Statement
Lone Workers, as defined by the Health and Safety Executive are, “those who work by themselves without close or direct supervision.”  

As part of the organisational structure, it is the duty of care for Senior Leaders to ensure the health, safety and welfare of all their staff, as it is also the employee’s responsibility to take reasonable care of themselves and others who could be affected by their work activity. 

Finding Futures recognises that there may be an increased risk to the health and safety of its staff whilst working alone. This policy sets out our approach in both identifying these risks and adequately managing them. Any questions regarding its operation should be addressed to the Head of Finding Futures.

[bookmark: _Toc229478936]Aim
To ensure adequate control measures are put into place to safeguard all employees who work alone at any point during their contractual duties.  

[bookmark: _Toc229478937]Definition of lone workers
For the purposes of this policy, a lone worker is an individual who spends some or all of their working hours working alone. This may occur;
· During normal working hours at an isolated location within the normal workplace
· When working on site outside normal business hours
· When working off site i.e. home visits or trip out etc. 
· When working from home
· When driving vehicles as part of work

People working alone or in isolation from others may be at particular risk either because of circumstances of their day to day working or because an emergency may occur; they may be at extra risk if they are not in regular contact with others and are not kept informed of any changes that may affect them. Lone workers should not be at more risk than other employees. This may require extra risk control measures. Precautions should take account of normal work and foreseeable emergencies, e.g. fire, equipment failure, illness and accidents. 

All staff at Finding Futures have the potential to be lone working due to the nature of their work and responsibilities. 

While this policy applies formally to staff, it also safeguards learners indirectly. Where staff are supporting learners during lone working activities (including travel, community access or workplace support), learner safety is managed through the control measures applied to staff, including supervision planning, safeguarding procedures, communication systems and risk assessments.

[bookmark: _Toc229478938]Roles and Responsibilities
Senior Leadership Responsibilities: 
· Ensure that this policy and all other relevant policies and procedures are disseminated to staff.
· Identify all staff who are lone workers, based on recognised definitions.
· Provide safe systems of work for all staff. 
· Provide security devices for members of staff when they are working in the office or out in the community, if assessed as appropriate. 
· Ensure that a proper lone working risk assessment is conducted (in consultation with the relevant staff) to ensure that all risks from lone working are identified and that proper control measures have been introduced to minimise, or mitigate the risks that may be encountered in long working situations.
· Ensure that specific, bespoke layers of risk assessment are carried out before staff enter unusual or higher-risk lone working situations.
· Identify any training needs and ensure these are met. 
· Set up an adequate system for recording home and out of office visits, where appropriate. Ensure this is kept up to date, for example: staff reporting to their line manager; their location and general movements for the day, where this is required as part of the risk assessment. 
· Ensure systems are agreed, on how to raise the alarm and copies of the procedures are given to all relevant staff. 
· Ensure that anyone who is not able to raise the alarm is not left alone. 
· Ensure that during induction all procedures are discussed, a copy of relevant information is obtained, and a training plan is agreed by both the staff member and the manager. 
· Ensure that the staff members are suitable to be left working alone. 
· Ensure that procedures allow for lone workers to request additional support when they feel vulnerable. 
· Discuss this policy on a regular basis during team meetings, and especially if an incident has occurred. 
· Provide practical support when needed. 
· Report any incidents to the Head of Finding Futures. 
· Record and monitor all accidents and incidents and report findings to the Head of Finding Futures.  
· Where someone has been assaulted, ensure that the individual is properly de- briefed, undergoes a physical assessment, any injuries are documented and they receive access to appropriate post-incident support.

Staff Responsibilities: 
Staff members have a duty of care for themselves and anyone else who could be affected by their actions. Therefore, they have a responsibility to ensure that they: 
· Are aware of and follow all policies or procedures. 
· Plan ahead to minimise risk. 
· Are fully aware of the risks when working alone and comply with risk assessment. 
· Do not put themselves in potential avoidable danger. 
· Ensure that they have made themselves aware of the nearest place of safety. 
· Be aware of the on-site security procedures. 
· Ensure that access is available to work/personal mobile phones or some form of personal communication. 
· They should seek advice from their line manager, action guidance, procedures and instruction to avoid putting themselves or their colleagues at risk.
· Must report all incidents where safety was compromised including ‘near misses’ to enable appropriate follow up action to be taken.
· It is the employee’s responsibility to attend any training specific to them, requested by their manager.

[bookmark: _Toc229478939]Risk Management
[bookmark: _Toc229478940]Risk Assessments 
A risk assessment will be written for all roles where someone undertakes lone working, where the risk may be increased by the work activity itself or by the lack of on-hand support should something go wrong. The person writing the risk assessment should consider all appropriate areas covered in appendix B.  

Risk Assessments should be in place for all anticipated risks and should be reviewed on a regular basis, especially if there is a change in situation, a near miss has occurred or an accident or incident has taken place. 

[bookmark: _Toc229478941]Risks Associated with Violence 
The Health and Safety Executive’s definition of work-related violence is: ‘any incident in which a person is abused, threatened or assaulted in circumstances relating to their work’.

Below are some indicators that may make violence more likely, and should be taken into account in staff risk assessments. Staff may need to consider if the people they are providing a service to could: 
· Threaten violence 
· Be a menace with weapons 
· Bear grudges 
· Feel victimised 
· Harbour a grievance 
· Suffer from mental health issues 
· Have a dependency on drugs or alcohol 
· Associate with violent people 

At Finding Futures, this is most likely to effect lone workers who make home visits. As such, we have put in place a protocol whereby a lone worker planning a visit must ensure other colleagues are aware of: location, timing, and when to expect a message following the visit. This means that, should the lone worker encounter danger and be unable to make a call themselves, a safeguard is in place to ensure that the person’s safety is followed up and assured.

[bookmark: _Toc229478942]Prohibited lone working activities
There are some high-risk situations where lone working is illegal or may be considered inappropriate e.g.
· Confined space working 
· Work on live electricity supply 
· Working at height, depth or near water 
· Oxygen deficiency or explosive atmospheres 
· Emotive or potentially violent reactive situations. 

[bookmark: _Toc229478943]Control Measures 
Listed in the sections below are various control measures that will be put into place to reduce the risk to staff when working alone. Not all measures will be applicable as circumstances vary in different situations; therefore, the controls need to be re-evaluated for each individual occasion to ensure that the correct measures are in place to reduce the risk to its lowest level. Staff need to consider the person or persons that they may be visiting or attending to alone, and the risks involved in each situation. 

· Buildings are required to be secure when staff are lone working. 
· Staff must not arrange on site meetings with parents or members of the public when lone working. All meetings must be arranged during occupancy times, when there is more than one member of staff on site, or when colleagues from partner organisations are on site, for the duration of the meeting. 
· Late meetings must finish promptly and not leave one member of staff alone on site. 
· Staff must not approach, or let into the buildings, unauthorised persons when lone working. 

[bookmark: _Toc229478944]Communication
Staff are advised to: 
· Avoid lone working wherever possible by arranging to work in pairs or as a group. 
· Sign in and off the site using electronic entry system if appropriate to the setting.
· Carry a mobile phone at all times when lone working. 
· Let someone know you are coming into work, how long you expect to be and when you are leaving. 
· Comply with fire evacuation procedures and attend fire assembly points, ensuring that you are cleared to leave the site in the event of an incident. 

[bookmark: _Toc229478945]Emergency procedures
In the event that a lone worker falls ill, or into difficulties, they are to use their mobile phone/college land line phone to contact their line manager and/or the Head of Finding Futures. Please ensure that you have access to contact numbers. 

[bookmark: _Toc229478946]Training 
[bookmark: _Hlk229477374]All new staff who will be lone workers will read ‘Protecting Lone Workers- How to manage the risks of working alone’ HSE. 

[bookmark: _Toc229478947]First Aid Requirements
First aid for travelling, remote and lone workers: employers are responsible for meeting the first aid needs of their employees working away from the main site. The assessment of first aid needs should determine whether those who travel long distances or are frequently mobile should carry a personal first-aid box; and whether employees should be issued with personal communicators/mobile phones. 

Reporting of Accidents and Incidents: 
· Any accidents, incidents or near misses must be recorded in the accident book.
· If an accident happens and causes a specified injury, a dangerous occurrence, or results in a member of staff being absent from work or unable to carry out their normal duties for more than 7 consecutive days, this must be reported by the Health and Safety Lead in accordance with the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR), as amended.
· Any such report must clearly document whether lone working was a contributing factor and how this policy was applied at the time of the incident.
· The Head of Finding Futures is to be informed of any significant incident including involving violence, verbal abuse, physical assault and property damage. 

[bookmark: _Toc229478948]Monitoring and Reviewing
All accidents, incidents or near misses should be logged and monitored by the Head of Finding Futures; they should then be looking for trends and seeing if a review should be carried out on any of the Risk Assessments due to the outcomes. The effectiveness of this policy will be determined by the analysis of adverse incident reports raised in response to lone worker safety issues.
[bookmark: _Toc229478949]Monitoring of stress and well-being for lone workers
Lone working can cause work related stress and affect people’s mental health. It is important that lone workers receive proper support and have good relationships with other workers. 
Leaders will ensure that there are systems of support in place that enable direct contact with lone workers so that they can recognise signs of stress as early as possible.

Lone workers are encouraged to read the stress management policy. All employees of Finding Futures are able to access additional support through the employee assistance programme. 

[bookmark: _Toc229478950]Related Documents and Policies
Health and Safety Policy
Emergency Plan
Risk Assessments
Stress management policy


[bookmark: _Toc229478951]Appendices
[bookmark: _Toc229478952]Appendix A -Lone working role risk assessments guidance
All risk assessments should be completed on the college standard format risk assessment form.
· Each role should be assessed and the risk assessment should summarise the various processes and procedures that will be put in place to reduce and minimise the likelihood of risk
· Processes and procedures are reviewed and evaluated for effectiveness. 
· Processes and procedures are shared across teams and the wider organisation to ensure organisational learning and best practice.
Role Risk Assessments 	 
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5 Catastrophic 
4 Major 
3 Moderate 
2 Minor 
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· Very Low = Risk is very well managed;
· Low = Risk is adequately managed, although improvements may be possible to reduce the risk further;
· Moderate = Risk is NOT adequately managed; a detailed risk reduction plan must be completed;
[image: ]
· High = The Risk is NOT managed and could present a significant risk.  The activity should be suspended until a detailed assessment has been undertaken and a Risk Reduction Plan developed and implemented
1

[bookmark: _Toc229478953]Appendix B – Guidance on what to consider when completing a risk assessment
Before a lone worker home visit  
Where it is practicable and applicable, a log of known risks should be kept by Finding Futures. This should record the location and details of learners/ people that may be visited by staff, where a risk may be present.  This log should be kept securely and the information should be accurate and reviewed regularly. It should be available to lone workers to inspect ahead of any visit they make.  

Information Sharing  
Leaders should highlight any areas and/or learners that pose a significant risk to staff. Information concerning risks of individuals and addresses should be communicated internally to all relevant staff who may work with the same service users.  

Scheduling Visits  
If there are known risks associated with a particular location or learner/family, lone workers should consider, in consultation with their manager, rescheduling the visit so they can be accompanied by another member of staff. 

Emergency Equipment  
As part of the planning process, the emergency equipment that may be required should be assessed. This might include a torch, map of the local area, telephone numbers for emergencies (including local police and ambulance service), a first aid kit, etc. 

The Buddy System  
Where lone working is required staff should ensure they make another colleague aware of their movements. To operate the buddy system, you must nominate a buddy. This is the person who is the contact for the period in which they will be working alone. 

The nominated buddy will:  
· Be fully aware of the movements of the lone worker  
· Have all necessary contact details for the lone worker, including next of kin  
· Have details of the lone worker’s known breaks or rest periods  
· Attempt to contact the lone worker if they do not contact the buddy as agreed  
· Follow the agreed local escalation procedures for alerting their manager and/or the police if the lone worker cannot be contacted or if they fail to contact their buddy within agreed and reasonable timescales. 

Contingency arrangements should be in place for someone else to take over the role of the buddy in case the nominated person is unavailable, for example if the lone working situation extends past the end of the nominated person’s normal working day or shift, if the shift varies, or if the nominated person is away on annual leave or off sick.  

Escalation Process  
Line Managers should have a local escalation procedure, outlining who should be notified if a lone worker cannot be contacted or if they fail to contact the relevant individual within agreed or reasonable timescales. The escalation process should include risk assessment and identification of contact points at appropriate stages, including a line manager, Head of Finding Futures and, ultimately, the police.  

Dealing with animals  
The potential risks posed by household pets when conducting home visits will involve safety, allergies and infection control.  Where animals are present and the staff member is concerned, a polite request should be made for the animal to be placed in a different room. If the resident/owner is not content with this request and has had the clinical and personal safety issues explained in a calm manner and if appropriate the visit should be abandoned and reported in accordance with the risk reporting policy. Where pets are considered to be a risk this can also be noted.

Lone working and travelling by foot  
Where staff need to take part of their journey by foot they should always endeavour to use well-lit paths and pavements. They should avoid unoccupied/populated areas and should ensure that their colleagues are aware of the route being taken prior to the journey. Staff members need to be aware of the areas that they are working in and plan their journey accordingly. 

In the event of a situation where a staff member has concern for their safety they should head for the nearest public area (Shop, Petrol Station, Police station etc.). If possible look out for street CCTV cameras and try and remain in view of these.  

Lone working and public transport 
Where it is necessary to utilise public transport, staff members should prepare for their journey by ensuring they know the routes and times of buses/trains etc. They should stick to using larger stations and bus stops in busy areas. 

Lone working devices  
Where identified by risk assessment, Finding Futures will provide appropriate lone worker safety solutions, such as mobile phones, lone worker alarms or approved safety applications. The presence of a lone worker device does not in itself make an activity safe and must always be used alongside agreed procedures, communication protocols and dynamic risk assessment.

Where a lone worker safety device is identified as a required control measure, the activity must not proceed unless the device is available, functioning and the staff member is trained in its use.

Use of a mobile phone  
The following information and guidelines should be noted: 
· Lone workers will carry mobile phones and they should always check the signal strength before entering a lone working situation.  
· A mobile phone may be the main form of communication. If entering a known risky area lone workers should tell their manager or a colleague about any visit in advance, including its location and nature, and when they expect to arrive and leave. Afterwards, they should let their manager or colleague know that they are safe.  
· If provided, a mobile phone should always be kept as fully charged as possible.  
· Emergency contacts may be kept on speed dial.  
· The phone should be kept nearby and never left unattended.  
· Lone workers should be sensitive to the fact that using a mobile phone could escalate an aggressive situation.  
· In some circumstances, agreed ‘code’ words or phrases should be used to help lone workers convey the nature of the threat to their managers or colleagues so that they can provide the appropriate response, such as involving the police. The decision to use code words or phrases should give due consideration to the ability of a member of staff to recall and use them in a highly stressful situation. 
 
A mobile phone could also be a target for thieves. Care should be taken to use it as discreetly as possible, while remaining aware of risks and keeping it within reach at all times.  

Plant and equipment 
Plant and equipment used by lone workers will be assessed to ensure that it is suitable for use by one person. 

Work at height 
Working at height will not be undertaken when working alone. 

Chemicals 
Any existing, or planned use of chemicals will be considered with regards to their suitability for use by those working alone. 

The worker 
The medical fitness of workers working alone will be assessed.

Access and egress 
Some lone working may require access to locations which are difficult to access or exit. Assessments will consider whether these tasks are suitable to be carried out by one person.




[bookmark: _Toc229478954]Appendix C – Lone working risk assessment template
	Risk Assessment of -
	Lone working



	COLLEGE NAME

	FINDING FUTURES

	Name of assessor

	
	Date written
	






The Risk assessment takes into consideration the following college documentation and should be read alongside these documents for more information 
Consider: 
1. The health and safety policy
2. The Safeguarding policy
	L= Low Risk 
M=Medium Risk                                                                                                                                  
H= High Risk
	If ‘low’ risk then controls are fit for purpose
If Medium then risk controls will be covered in existing risk controls




	What is the hazard?
	Who might be harmed?
	How might people be harmed?
	Existing risk control measures
	Risk Rating

	Additional Controls
	Action / monitored by whom?
	Action/ monitored by when?
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Note: This risk assessment is a live document that is reviewed and updated as required. 
	Review Date 
	
	Signature 


	

	Review Date 
	

	Signature 


	

	Review Date

	
	Signature 
	





[bookmark: _Toc229478955]Appendix D - Finding Futures Lone Risk Assessment example
	Institution name
	Finding Futures

	Name of assessor
	Ben Skinner
	Date
	06.05.2026

	Time
	N/A
	Risk Assessment of
	Lone working at Finding Futures


This risk assessment addresses the management of risk associated with lone working. Lone working is defined as ‘those who work alone or without direct supervision’. For job coaches, lone working could happen at any time. However, this is most likely to be the case when:
· Supporting learners to use public transport
· Supporting learners around their workplace (for most this is the Royal United Hospital, Bath and Bath University)
· Driving learners to interviews/home/to appointments
· Supporting learners to access the community
Benefits of lone working 
■ the rewarding nature of being able to provide one-to-one, personalised support for people 
■ the opportunity that lone working provides to build and sustain relationships with the people they support 
■ witnessing the positive effects that regular and consistent one-to-one support can have on the people they support, particularly around happiness and general demeanour.

The Risk assessment takes into consideration the following organisational documentation and should be read alongside these documents for more information 
· Safeguarding policy
· Keeping Children Safe in Education 2025
· Online safety Policy
· Social Media policy
· Trust Staff handbook
· Health and Safety Policy

It is of paramount importance that the Finding Futures Lone Working policy is first read, understood and followed. This Risk Assessment provides an additional level of detail in some regards, but the policy must be followed at all times. 
Risk ratings are determined by considering the likelihood of harm occurring and the potential severity of harm. Where existing control measures reduce the risk to an acceptable level, the residual risk is recorded as Low. Where the risk remains Medium or High, additional controls must be identified and implemented before lone working can continue.
	L= Low Risk 
M=Medium Risk                                                                                                                                  
H= High Risk
	If ‘low’ risk then controls are fit for purpose
If Medium then risk controls will be covered in existing risk controls



	What is the hazard?
	Who might be harmed?
	How might people be harmed?
	Existing risk control measures
	Risk Rating

	Additional Controls
	Action / monitored by whom?
	Action/ monitored by when?

	
	
	
	
	L
	M
	H
	
	
	

	Supporting learners 1:1 in the community and workplace
	Learner and staff member
	Through false allegations

Emotional or physical harm caused by other



	-Staff should only support learners 1:1 when they feel comfortable to.
-Staff should record time out and time returned from journeys with individual learners.
-Staff should never support learners alone both in and out of normal working hours without someone else knowing it is happening.
-All concerns should be immediately reported to the Designated safeguarding lead or their deputy.
-Staff must always carry a mobile phone and know who they are able to ring in an emergency i,e, line manager, designated safeguarding lead
-Staff must ensure that, when meeting 1:1 with learners in a room, the door is left open or ajar for visibility to others (unless the room has good visibility to others through window sections)
	
	
	
	New staff to be trained as part of whole-staff training at beginning of academic year

Identification of of any learners who may be particularly high-risk due to specific needs or behaviours at beginning of academic year
	Line Manager / Head of Finding Futures

	Ongoing, reviewed annually or following an incident


	Becoming unwell whilst lone working
	Learner and staff member
	Not receiving medical assistant/support needed

Learner not receiving support needed


	-If a staff member becomes unwell they must contact their line manager or the Head of Finding Futures immediately. They should make provisions where possible for someone else to meet/collect the learner they are supporting. Where this is not possible the needs of the individual learners should be assessed to see if they can be left unsupported or if they should be taken to a safe place ie. police station until someone is able to collect/meet them. The learner’s parents should be informed. 
-Both staff and learner should carry a mobile phone. 
-Staff should have work phones so that the number can be given to the learner.
	
	
	
	New staff to be trained as part of whole-staff training at beginning of academic year
	Line Manager / Head of Finding Futures

	Ongoing, reviewed annually or following an incident


	Using own car to support learners
	Learner and staff member
	Accidents, breakdown

False allegations

Damage to car
	-Staff should only use their own car to support a learner when they feel safe to do so and when given permission by the Head of Finding Futures.
-Staff must have business insurance if supporting a learner in their car.
-Where possible, learners should sit in the back of the car.
-Journeys taken with learners should be recorded.  
-Cars should be adequately fuelled to avoid leaving learner in car whilst getting fuel. 
-Staff using own vehicle are encouraged to have a first aid kit and fire extinguisher on board. It is recommended that staff have break down cover including ‘onward travel’. 

	
	
	
	New staff to be trained as part of whole-staff training at beginning of academic year

Business insurance certificate to be seen and filed
	Line Manager / Head of Finding Futures
Line Manager / Head of Finding Futures

	Ongoing, reviewed annually or following an incident


	Carrying confidential information and medicines
	Staff member and individual whose confidential information is being carried
	Learner may not get full access to necessary medicines
	-Staff must transition confidential information and medicines as safely as possible. Where the learner is able to they should take responsibility for this themselves. All medicines should be signed in and out in accordance with Finding Futures medical policy. 
-If medicines/ confidential information is lost/stolen it should be reported immediately. If the learner requires the medicine they should be immediately supported back to the base room and the journey should not continue. 
-In the instance of confidential information being lost it should be reported to Finding Futures immediately as a GDPR data breach.
	
	
	
	New staff to be trained as part of whole-staff training at beginning of academic year

All staff to be trained in new medical policy
	Line Manager / Head of Finding Futures

	Ongoing, reviewed annually or following an incident


	Accessing the homes of learners
	Staff member, learner, family
	False accusations

Staff feeling uncomfortable and unsafe 
	-Staff should only access the homes of learners when they really need to and when they feel safe to do so. 
-A parent/carer or other adult relative must be present. 
-If, on arrival, the staff member feels unsafe, they should not enter the house and must ring their line manager to discuss (see Lone Working Policy)
	
	
	
	New staff to be trained as part of whole-staff training at beginning of academic year
	Line Manager / Head of Finding Futures

	Ongoing, reviewed annually or following an incident


	Carrying expensive items such as work laptop, mobile phone etc. 
	Staff member
	Staff member may be robbed/mugged
	-Where possible staff should not carry expensive items with them.
-Where this is necessary the items should be kept in a bag and not be on display.
-If anything becomes damaged/lost/stolen this should be reported at the first possible opportunity. 
-Staff should not take items out if they do not feel comfortable doing so. 
-Staff should not leave laptops/phones unattended. 
-Staff should ensure that expensive items are not left on display when travelling in a vehicle.
	
	
	
	New staff to be trained as part of whole-staff training at beginning of academic year
	Line Manager / Head of Finding Futures

	Ongoing, reviewed annually or following an incident


	Incidents and accidents whilst working alone
	Staff member
	Staff member may be hurt and not found
	-Staff must always carry a mobile phone.
-Someone should always know where a staff member is going if working alone and the times they will be gone. 
-On return the staff member should let the other person know they have returned safely.
	
	
	
	New staff to be trained as part of whole-staff training at beginning of academic year
	Line Manager / Head of Finding Futures

	Ongoing, reviewed annually or following an incident


	Loneliness from working alone/without other adults
	Staff member
	Detrimental affects on staff metal wellbeing
	-Staff are encouraged to discuss any concerns relating to isolation, wellbeing or mental health arising from lone working with their line manager at the earliest opportunity. Managers will take reasonable steps to adjust working arrangements, increase contact, or signpost additional support where required.
-Staff should be encouraged to speak with each other regularly 
-Social activities are put on by the organisation to support mental wellbeing
-The Mental Health and Wellbeing lead at Finding Futures can be called upon for support. 
-Line manager meetings or team meetings should happen regularly and should involve the whole team including those who may be working remotely
-All staff have access to EAP support through the Partnership Trust. 
	
	
	
	New staff to be trained as part of whole-staff training at beginning of academic year
	Line Manager / Head of Finding Futures

	Ongoing, reviewed annually or following an incident


	Taking toilet and lunch breaks 
	Staff and learner
	Staff unable to take toilet breaks whilst supporting learners 1:1
	-Staff should not work 1:1 with a learner for an extended period of time if the learner cannot be left whilst the staff member uses toilet facilities. In this case it is appropriate to work in bigger groups supporting more learners with at least 2 staff present.
-Staff working alone should take responsibility for their own break and lunch times.
	
	
	
	New staff to be trained as part of whole-staff training at beginning of academic year
	Line Manager / Head of Finding Futures

	Ongoing, reviewed annually or following an incident


	Personal safety when supporting a learner on their own
	Staff and learner
	Staff member may feel or become unsafe whilst supporting the learner either from the learner or from members of the public
	-Staff MUST always carry a mobile phone and ensure it is fully charged prior to spending time with a learner 1:1. 
-Staff and learners should stick to the main public areas whilst out and about if possible.
-If a member of the public makes a staff member feel unsafe they should try and get themselves and the learner away from the situation immediately. They should call their line manager or the Head of Finding Futures.
-Staff should not support a learner 1:1 in the community if they feel unsafe doing so. If they do however end up in this situation they should remain in public areas and get help as soon as possible.
-Ensure all health and safety and fire procedures are known and understood for the settings in which the person will be working alone. 
	
	
	
	New staff to be trained as part of whole-staff training at beginning of academic year
	Line Manager / Head of Finding Futures

	Ongoing, reviewed annually or following an incident


	Smoking, drugs and alcohol
	Staff, learner and public
	Adverse effects from using substances
	-Staff will not smoke, drink alcohol or use drugs whilst supporting a learner or whilst lone working. 
-Staff must consider the effects of these substances even when consuming the night before working. Staff must not drive a learner whilst under the effects of drugs or alcohol. 
	
	
	
	New staff to be trained as part of whole-staff training at beginning of academic year
	Line Manager / Head of Finding Futures

	Ongoing, reviewed annually or following an incident


	Use of personal phone whilst supporting learners
	Staff, learners
	Number shared inappropriately. Inappropriate observation/use of images.
	-Staff must not take pictures of learners on their own mobile phone.
-Staff must not give their personal mobile number to learners.
-Staff who are lone working should be provided with a mobile phone for contacting learners
-Staff must follow mobile phone policy. 
	
	
	
	New staff to be trained as part of whole-staff training at beginning of academic year
	Line Manager / Head of Finding Futures

	Ongoing, reviewed annually or following an incident



	Review date
	October 2026
	Signature
	

	Review Date 
	
	Signature 
	

	Review date 
	
	Signature 
	


This risk assessment is owned by the Head of Finding Futures and will be reviewed:
· Annually
· Following any lone working incident or near miss
· Where a staff member raises concerns about their safety
· Where the needs or behaviours of learners change
[image: ]
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[bookmark: _Toc229478956]Appendix E – Red file safeguarding profile
Red File Safeguarding Protocol
If, on receiving a call from a colleague they mention the red file, ask the following:
(all questions require only a yes/no answer)

1. Are you in physical danger?

2. Do you want me to call the police?

3. Do you want a member of the team to assist? 

4. Are you at the address on the learner’s file?

5. Do you want me to call back in half an hour?

You must then immediately inform the DSL or another member of the Safeguarding Team.
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Lone Working - Rapid Risk Assessment Tool

	
	
	YES
	NO
	UNSURE

	1.
	Do you know the person you intend to meet and their regular associates or family?
	1
	3
	3

	2.
	If not, are you able to find out about them from an alternative source?
	1
	3
	3

	3.
	Does this person have a known history of violent or unpredictable behaviour?
	6
	1
	6

	4.
	Is the person you intend to visit known to be unsafe?
	3
	1
	3

	5.
	Do all employees have a lone worker safety solution available to them?
	1
	3
	3

	6.
	Do all employees have a mobile phone?
	1
	3
	3

	7.
	Will another person be designated to accompany the employee?
	1
	3
	3

	8.
	Does employee have training in de-escalation skills?
	1
	3
	3

	9.
	Is the employee trained to quickly break away from a violent person?
	1
	3
	3

	10.
	Is the activity you intend to undertake likely to trigger violent behaviour?
	3
	1
	3


Combined total of all answers:




10-15: Low Risk       16-23: Medium Risk       24-33: High Risk

Rapid Risk Assessment Tool - Further Explanations
	1. Do you know the person?
The more you know someone the better you are able to make judgements about their character and possible future behaviour. The less you know about someone the higher the risk.

	
	2. If not, are you able to find out?
The more information you have the better. If you don’t know the person well, other sources of information can be helpful to determine the possible risks. For example, local police or social services. 


	3. Is there a history of violence?
Past behaviour is the most reliable indication of future behaviour. If the answer is yes there should be no question of an employee continuing on alone. 

	
	4. Is the area unsafe?
Is there poor lighting, known gang behaviour, dark secluded areas, history of crimes, etc. Sometime it’s not the person who is unsafe but the area they are in. 

	5. Do you have a lone worker safety solution?
Lone worker safety solutions provide professional monitoring of lone workers. Most have continuously updated location information and the means of raising an alert. Furthermore, the best lone worker safety solutions have automated employee check-in services to ensure that an alert is raised for them if the employee is unable to do so themselves.

	
	6. Do all employees have a mobile phone?
Mobile phones are an essential piece of equipment for lone workers. If they do not have one, one should be provided for them and employees should be encouraged to have it with them at all times. Providing a smartphone with a lone worker safety app is the best idea, as this further decreases their risk. 

	7. Will someone accompany them?
It is safer for employees to work in pairs. While this is not always practical it is important to consider the added risks of employees working alone. 
	
	8. Is there training in de-escalation?
This is an important skill for lone workers, proper training should be provided for employees. Effective de-escalation can resolve a situation safely.

	9. Can the employee break away?
Having the necessary skills to quickly break away from a violent person means the employee has an increased chance to get to safety and raise an alert if needed, therefore, decreasing their risk. 
	
	10. Is this task likely to trigger violence?
This really depends on the type of work being carried out by lone workers. At many times, the job they intend to do is easy to complete and unlikely to cause violence or a dangerous situation. There are other times, however, when this is less clear. For example, visiting a mental health patient in their home.
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