
Keen2Go Policies and Procedures 

 

Lone working Policy  
 

Scope 
●​ Policy Statement 
●​ Legal duty 
●​ Staff training  
●​ Safe recruitment  
●​ Staff expectations  
●​ Toilet use whilst lone working 
●​ Management expectations  
●​ Related policies  

 

Policy statement  
Lone workers can be defined as those who work by themselves without close or 
direct supervision.  

At Keen2Go we recognise the risks that are associated with lone working and this 
policy alongside relevant risk assessments sets out to highlight the awareness of the 
risks and manage these in the safest manner possible. 

Lone working at Keen2go can be defined as:  

●​ Staff working 1.1 with a service user/ service users separate from the session 
program  

●​ Staff working 1.1 with a service user/ service users during a session to follow 
an individual plan separate from the main group  

●​ Staff driving service users in staff vehicles for community visits  

Legal duty  

K2G recognises that under the Health and Safety at Work Act (HSWA) (1974) and 
the Management of Health and Safety at Work Regulations (1999), employers must 
assess all risks to health and safety, including those caused by working alone (Lone 
workers).  
 
Within Keen2Go’s legal duty this policy is set out to identify and minimise the risks to 
those who lone work.  
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Staff training  

All staff receive induction training before starting their role this includes: 
Safeguarding (Adults and Children - Level 2), Care certificate, Medication Practice, 
Disability awareness, Autism awareness and communication training.  

Training is also provided in specialised areas suited to individuals support worker 
roles, this includes: Positive behaviour support (Team teach - Level 2), Manual 
Handling, Dysphagia, Epilepsy, Epipen.  

Staff assigned to lone work will have relevant and suitable training to support service 
users.  

Staff assigned to lone work will have worked within the company - Keen2Go and 
have relevant experience of working with service users and be able to implement 
these skills on a 1.1 basis.  

 

Safe recruitment  

Keen2Go follows a safe recruitment process to ensure the safety of everyone within 
the service.  

Keen2Go carries out safe recruitment checks on everyone who works within the 
service. 

Every staff member has an Enhanced DBS check completed before starting the role 
(A staff member can start the role without a DBS but will not lone work with 
service users)  

Staff are required to provide two professional references before starting their job 
role.  

For further information please see our recruitment policy 
https://docs.google.com/document/d/1UnDR50caSzS1ekNmPaLMEQmtifknPR0g/ed
it 
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Lone working - Staff expectations  

Session roles and responsibilities 

Staff allocated a lone working shift will be informed of their details by management 
before the shift start time. Staff will be provided with all relevant information and be 
given access to service users documentation. All information will be shared via 
connect team and whatsapp. 

Lone working may also occur during an allocated shift. For example if a service user 
needs an individual plan. In this circumstance the session lead will inform you of the 
plan and communication should be maintained with the session lead throughout the 
session. 

It is the staff members responsibility to follow the session plan and follow service 
users individual plans - personal profiles and risk assessments.  

Staff must sign in and out of shift using the connect team app.  

Risk management  

Staff that are lone working should follow the lone working risk assessment: Lone 
worker staff risk assessment.docx 

It is the responsibility of the staff member to follow relevant environmental risk 
assessments in place.  

It is the responsibility of the staff member to follow service users' individual risk 
assessments that are in place. If there is any queries regarding these contact Tasha 
(DSL) at: Tasha@keen2go.org  

If a new risk occurs during session contact - a member of the management team as 
soon as safe to do so and they will advise on next steps.  

Safeguarding 

Every staff member at Keen2Go has a safeguarding responsibility.  

It is their responsibility to ensure that they have read and understood the 
safeguarding policy and procedures within this. If staff have any questions around 
the policy and procedures to follow please contact - Tasha Brixey (DSL) - 
Tasha@Keen2Go.org  

It is staff's responsibility to act accordingly within procedure and raise concerns when 
they have been noticed. Failure to do so compromises your duty of care. 

Incident reporting  

All incidents should be reported to an on duty member of the management team. 
This should be done as soon as safe to do so. Management will then advise on next 
steps to be carried out.  

All incidents must be recorded on an incident form.  
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All Parents/ Carers should be informed of incidents that have occurred that involve 
their child/ young person (Unless otherwise advised to do so by a safeguarding lead 
or management)  

Communication  

Staff who are lone working should maintain communication with management 
throughout their shift. Completing all relevant paperwork such as incident reports, 
session sheets when required.  

Lone working may also occur during an allocated shift. Communication should be 
maintained with the session lead throughout the session when this occurs.  

Staff should be aware of and have read the K2G phone policy.  

 

Staff using the toilet when lone working.  

If staff are working alone for an extended period of time and other staff are not 
available then this will be individually risk assessed based on the service user. It will 
be discussed with parents/carers to create the safest plan for staff to be able to 
access the toilet.  

 

Lone working - Management expectations   

Session roles and responsibilities 

It is management's responsibility to ensure that lone workers are allocated 
appropriate shifts. This includes:  

●​ Staff having relevant training to fulfil to role they are assigned  
●​ Staff being capable to lone work (Not having existing risk assessments in 

place that prevent them from lone working)  

Management are responsible for informing staff of lone working shifts. All information 
will be shared via connect team and whatsapp. 

Management will provide relevant documentation so that staff are able to fulfil their 
role. This includes:  

●​ Service users Personal profiles, risk assessments and other personal plans  
●​ Incident report form (When requested)  
●​ Safeguarding report form (When requested)  
●​ Session sheet 
●​ Environmental risk assessments  
●​ Lone working risk assessment  

Risk management  

As stated above management will provide lone workers with relevant risk 
assessments to fulfil their roles in a safe manner  
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If a new risk occurs during a session, management should be informed by the staff 
member and management will make a decision on next steps.  

Tasha (DSL) has carried out appropriate risk assessments for the tasks that will be 
carried out by the staff members who are lone working.  

 

Safeguarding 

Designated safeguarding leads will follow Keen2Go’s safeguarding policy and 
complete necessary safeguarding steps at their discretion.  

Incidents  

All incidents should be reported to management as soon as safe to do so. The 
management member that has taken the report will use their discretion to advise on 
next steps.  

Management will attend incidents if deemed an emergency or deemed appropriate.  

Communication 

Communication should be maintained with the staff lone working throughout their 
shift. This will be done via whatsapp or phone call (if required)  

Management to manage communication with Parents/ Carers where deemed 
appropriate. 

 

Training Statement 
All staff, during induction are made aware of the organisation’s policies and 
procedures, all of which are used for training updates. All policies and procedures 
are reviewed and amended where necessary and staff are made aware of any 
changes. Observations are undertaken to check skills and competencies. Various 
methods of training are used including one to one, on-line, group meetings, 
individual supervisions and external courses are sourced as required. 
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Related Policies 

Missing persons  

Accessible Information 

Behaviour that Challenges 

Code of Conduct for Staff 

Meeting Needs 

Safeguarding Adults  

Safeguarding Children .  
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Related Guidance 

 
Care Act 2014   Safeguarding Adults 
http://www.legislation.gov.uk/ukpga/2014/23/part/1/crossheading/safeguarding-adults
-at-risk-of-abuse-or-neglect/enacted  
 
SCIE-Safeguarding Adults Reviews / SARs under the Care Act 
https://www.scie.org.uk  
 
 
CQC Notifications 
http://www.cqc.org.uk/content/notifications  
 
 
 
NICE guideline [NG227]: Advocacy services for adults with health and social care 
needs 
https://www.nice.org.uk/guidance/ng227   
 

The Management of Health and Safety at Work Regulations 1999 

https://www.legislation.gov.uk/uksi/1999/3242/contents 

 

Health and Safety at Work Act 1974  

https://www.hse.gov.uk/legislation/hswa.htm 

 

 

Date Reviewed: January 2026 

Person responsible for updating this policy: Natasha Brixey 

Next Review Date: January 2027 
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