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1. Introduction
FA Education delivers one-to-one and small-group sessions in community locations, learning spaces and, where appropriate, learners’ homes. Lone working increases potential risks to staff and learners, so clear procedures are required to ensure safety, accountability and safeguarding compliance.
This policy outlines expectations, communication requirements, risk control measures and escalation procedures to ensure safe practice.

2. Definitions
Lone working:
Any work activity undertaken by staff without direct supervision or immediate support from another FA Education colleague.
Remote or off-site delivery:
Any session held in a community venue, home, outdoor space or other approved location where staff are working without another FA Education adult present.
Dynamic risk assessment:
A real-time judgement made by staff to identify and respond to risks as they arise.

3. Principles
FA Education’s approach to lone working is based on the following principles:
· The safety of learners and staff is the highest priority.
· No staff member should work alone if a risk is identified.
· Lone working must be risk assessed, planned and communicated clearly.
· Staff must know their location, timings and check-in process.
· Staff must follow safeguarding and reporting procedures at all times.
· Staff must terminate a session immediately if they feel unsafe.

4. Roles and Responsibilities
4.1 Employer Responsibilities
FA Education will:
· Assess risks associated with lone working
· Provide training, supervision and support
· Maintain clear communication procedures
· Ensure staff have access to a manager at all times
· Review incidents and update risk guidance
4.2 Staff Responsibilities
Staff must:
· Follow this policy and the Safeguarding Policy
· Complete dynamic risk assessments
· Follow check-in/check-out procedures
· Maintain appropriate professional boundaries
· Report concerns immediately to the Designated Safeguarding Lead
· Avoid unnecessary risks
· End a session if safety cannot be assured

5. Risk Assessment
Lone working must be assessed through:
5.1 Organisational risk assessment
FA Education maintains an overarching Lone Working Risk Assessment that covers:
· Travel and transport
· Community locations
· Home environments
· Behavioural risks
· Medical and first aid considerations
· Availability of emergency support
5.2 Individual learner risk assessment
Each learner’s behaviour, needs and circumstances are considered to determine suitability for one-to-one sessions.
5.3 Dynamic risk assessment
Staff must continually assess risks such as:
· Changes in location
· Unexpected people present
· Emotional or behavioural escalation
· Environmental concerns
· Signs of criminal exploitation or community-based harm
If risks cannot be managed safely, the session must stop.

6. Location Requirements
Any location used for lone working must:
· Be approved by FA Education
· Be safe, professional and appropriate
· Allow visibility wherever possible
· Have a clear exit route
· Be free from hazards or unsafe individuals
Home-based sessions require:
· Parental/carer presence nearby unless agreed otherwise
· No closed-door working unless risk assessed
· A suitable space with other adults aware of the session
Staff must avoid bedrooms or inappropriate spaces at all times.

7. Arrival and Departure Procedures
Staff must:
· Inform a manager of their start time, location and expected finish time
· Text or message the manager on arrival and departure
· Report any delays, changes or concerns
· Never enter a home or location if they feel unsafe
· End the session early if risk increases
If a staff member fails to check in:
· The manager attempts contact immediately
· If no response is received, escalation procedures are followed

8. Conduct During Sessions
Staff must:
· Maintain professional boundaries
· Ensure visibility and openness wherever possible
· Use approved communication methods only
· Keep personal mobile phones stored away (unless needed for safety)
· Never transport learners in personal vehicles unless explicitly authorised
· Not accept food, gifts or personal items from learners or families
Physical contact must be avoided unless necessary for safety or first aid.

9. Lone Working and Safeguarding
Safeguarding concerns may arise more frequently in one-to-one environments.
Staff must:
· Follow the Recognise–Respond–Record–Report process
· Inform the Designated Safeguarding Lead of any incident
· Be alert to contextual safeguarding risks (community, home or online)
· Terminate sessions if a safeguarding concern is present
· Keep accurate written records
Lone working must not take place with a learner known to present high risk without a multi-agency risk plan.

10. Communication Procedures
Staff must:
· Keep a manager informed of their location at all times
· Have access to a charged mobile phone
· Notify the manager if the location or timing changes
· Report missed check-ins by colleagues
· Know emergency protocols including contacting police or safeguarding services

11. Personal Safety Guidance
Staff should:
· Trust their professional instincts
· Position themselves near exits
· Avoid secluded or poorly lit areas
· Decline entry to homes or locations that feel unsafe
· Not share personal information
· Always plan travel routes in advance

12. Incident Reporting
Any incident, concern or near-miss must be reported to:
· The Designated Safeguarding Lead
· The Deputy Designated Safeguarding Lead (if DSL unavailable)
Incidents are recorded and reviewed, and risk assessments adjusted accordingly.

13. Linked Policies
This policy links to:
· Safeguarding and Child Protection Policy
· Safer Recruitment Policy
· Code of Conduct
· Managing Allegations Policy
· Behaviour and Attendance Policy
· Data Protection and GDPR Policy
· Risk Assessment Policy
· Prevent Duty Policy
· Online Safety Guidance

14. Review
This policy will be reviewed annually or sooner if required due to changes in legislation, safeguarding practice or updated risk assessments.
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