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LONE WORKING POLICY
Safe Practices for Staff Working Alone
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  1.  Policy Objectives

This policy aims to:
1. Provide clear and practical guidance to all J&J Sports staff who may undertake activities alone as part of their role
1. Ensure all risks arising from lone working are identified, reduced, managed, or eliminated wherever possible
1. Promote a safety-first culture in all lone working situations, especially when working with or around children

  2.  Policy Principles

1. Safety is everyone's responsibility
1. Lone working should be avoided where possible
1. Where lone working cannot be avoided, risks must be assessed, minimised, and managed effectively
1. Staff and volunteers will be supported and trained to understand lone working risks
1. No staff member should remain in a situation where they feel unsafe or vulnerable
1. All incidents or concerns relating to lone working must be reported to a line manager or Safeguarding Lead
1. Failure to follow agreed safety procedures may result in disciplinary action

  3.  What Is Lone Working?

Lone working is defined as working by yourself without direct supervision or immediate support from colleagues. Examples at J&J Sports include:
1. Escorting a child to the toilet area — staff must never enter a toilet cubicle with a child
1. Providing one-to-one support to a child who has become upset, withdrawn, or has absconded from a group session
1. Working after hours in the office or closing up a venue alone
1. Setting up equipment or activities without other staff nearby

Staff must NEVER enter enclosed spaces such as toilet cubicles or changing rooms with a child under any circumstance.

  4.  Staff Responsibilities

All J&J Sports staff and volunteers are responsible for:
1. Avoiding lone working where practical
1. Ensuring they have up-to-date DBS checks and have completed safeguarding training before working independently
1. Taking day-to-day precautions to protect their safety and the safety of children
1. Identifying and discussing potential risks with their line manager or team lead
1. Complying with agreed procedures and reporting all incidents, concerns, or near misses

  5.  Risk Management Guidelines

Lone working will be managed through:
1. Risk assessments — site-specific or situation-specific
1. Clear communication between staff before, during, and after lone working scenarios
1. Use of mobile phones or walkie-talkies to stay in contact when separated
1. Location logging when staff are working in isolated areas
1. Buddy systems during vulnerable hours such as setting up or closing down at a site alone

  6.  Emergency Situations

Staff should be prepared to respond to emergencies during lone working:
1. In the event of a medical incident, call emergency services and notify the Safeguarding Lead or Play Manager immediately
1. If a child becomes aggressive or absconds, do not intervene alone — call for assistance or emergency support
1. If feeling unsafe, harassed, or threatened, remove yourself from the situation and seek support immediately

  7.  Reporting & Follow-Up

All lone working-related incidents, near misses, and safeguarding concerns must be reported as soon as possible to your line manager or the Designated Safeguarding Lead. A written record should be logged, and serious cases may be escalated to senior management, the LADO, Ofsted, or the Police where appropriate.

  8.  Office Lone Working

1. Staff must ensure someone knows they are on site and the expected time they will leave
1. Keep mobile phones charged and accessible
1. Ensure external doors are locked
1. Do not allow access to unauthorised visitors

  9.  Training & Support

1. Lone working guidance will be included in staff induction and revisited regularly
1. Specific training on de-escalation, child behaviour management, and emergency protocols will be available to all relevant staff
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