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Overview:

FAST FORWARD is an DJ & Music Studies provision who caters for up to 70
students aged 11-18 years who attend on a different ratio of days a week.
We cover NCC and Nottinghamshire schools/partnerships. The students

exhibit a variety of complex educational, social, emotional and mental health
difficulties, which have impeded personal developmental and educational
success.

Some of the students have stated diagnoses. Some of our learners have
visited a variety of Alternative Provisions or Schools prior to attending FAST
FORWARD. They can arrive at FAST FORWARD very disengaged with
education and home life

Policy statement

Since the Provision’s conditions of service delivery and its associated tasks
require staff to work alone both, the individual staff member and FAST
FORWARD have a duty to assess and reduce the risks which lone

working presents.

This Policy should be read in conjunction with the:

e Health & Safety Policy Lone working - HSE
e Safeguarding and Child Protection Policy
e Mini-Bus Policy
e KCSiE Policy
e GDPR Policy
e Behaviour Management and Guidance Policy
e Risk Assessment and Risk Management.
e Curriculum Policy
Purpose

This Policy is designed to alert staff to the risks presented by lone working, to
identify the responsibilities each person has in this situation, and to describe


https://www.hse.gov.uk/lone-working/index.htm

procedures which will minimise such risks. It is not intended to raise anxiety
unnecessarily, but to give staff a framework for managing potentially risky
situations.

Aim

This Policy applies to all staff who may be working alone, at any time, in any
of the situations described within the procedures FAST FORWARD mention.

Context

At FAST FORWARD Lone working is not a regular occurrence, generally
working group parties however at times of transporting learners to and from
home, lone working can occur. FAST FORWARD provide 121
classroom/studio practise opportunities, this is where Lone working may also
occur at FAST FORWARD.

FAST FORWARD Principles for supporting lone workers include:

e A commitment to supporting staff both in establishing and maintaining safe
Working practices

Recognising and reducing risk in the working environment

A commitment to the provision of appropriate support for staff and students
A clear understanding of responsibilities

The priority placed on the safety of the individual over property

A commitment to providing appropriate training for staff.

Definition

Within this document, ‘lone working'’ refers to situations were staff in the
course of their duties works alone or are physically isolated from colleagues
and without access to immediate assistance. This last situation may also arise
where there are other staff in the building but, the nature of the building itself
may essentially create isolated areas.

Procedures to be followed at location on and offsite
Staff must ensure that:

All appropriate steps are taken to control access to a building and that
emergency exits are accessible.

They are familiar with emergency exit proceedings and alarms

There is access to a FAST FORWARD Mobile Telephone and First Aid kit. It
is advised that staff have their mobile phone fully charged and with credit, if
applicable.

e A First Aid kit is normally provided within vehicles and within the main site at
FAST FORWARD if incidents arise FAST FORWARD employee to be aware
of where they are.



FAST FORWARD Tutor/support staff all trained in First Aid if Lone Working
through Induction period.

Neither they nor students smoke in any building which is being used for the
Provision’s purposes.

If travelling in their own car or FAST FORWARD transportation, they park in a
well-lit and busy area if Lone Working

Sign in and sign out procedures are followed if this is applicable.

Personal Belongings

Due to the nature of the need’s students referred to the FAST FORWARD;
they may have, they might not treat your personal belongings with respect.
Staff must ensure that they do not leave their personal belongings, for
example, money, phones, car/house keys, personal IDs unattended. Failure
to properly look after such items can and has led to safeguarding incidents,
as well as the obvious risks to your personal property and privacy. Some
students are, for good reason, not allowed to have access to mobile
communication devices of any kind. Therefore, whilst working with FAST
FORWARD, staff are representing the Company and the default attitude of
staff should be not to allow the use of their own phone, by the student for any
reason whatsoever.

To ensure all Data Protection Regulations are met (See CAST GDPR Policy)
Updated 2022.

Always check the EHCP/Referral Documents and Risk
Assessment/Behaviour Plans/Pen Portraits for specific safeguarding or risk
issues that may be known to the day and for the Learner. However, never
assume that the student will have the same attitude towards property that you
do.

Ensure if learner or Tutor is on Medication, to follow the procedures given.

Personal safety
Staff must:

Not assume that having a mobile phone and a back-up plan is a sufficient
safeguard in itself. The first priority is to plan for a reduction of risk. This planning
will be reflected in the Session Plan and the Session Risk Assessment. Both
documents are to be submitted prior to the session taking place — on daily
handover information, risk assessments or referrals

documents, these need to be though about on the management of the day

and activities planned/undertaken

Take all reasonable precautions to ensure their own safety, as they would in any
other circumstances

Where required, ensure that they sign in and out of building registers



Give details of their location prior to engaging in any session with a student; this
information would be embedded in the Session Plan and Session Risk
Assessment

When working to a pre-planned programme of sessions, inform their line
manager if they deviate from the programme/session/activity or journey.

If a situation/activity has not been met; an agreed plan should be put into
operation, initially to check on the situation and then to respond as

appropriate using emergency contact information if necessary. This might
involve situations in which staff have failed to inform all relevant parties that they
are late returning to the student’'s home in the student’s company.

Safeguarding arrangements for contacts and responses should be tailored to the
needs and the nature of the circumstances. Issues to take into account include:

The identified risks

Measures in place to reduce those risks, for example, if a tutor and them student is
known to be using the local community at the time of the concern but the risk
assessment of that activity is low, FAST FORWARD will action the Safeguarding
Officer (CSO)/Data Protection Officer (DPO) who may then decide to check first on
any possible transport issues before escalating on the safeguarding protocol.

Where staff work alone for extended periods and/or on a regular basis,
their line manager must make provision for regular contact, both to monitor
the provision and to counter the effects of working in isolation.

Staff working away from the FAST FORWARD Office should ensure that they have
access to a mobile phone at all times. Staff may use their own mobile phone

for this purpose. Staff are responsible for checking that the mobile phone is
charged, in working order and with sufficient credit remaining with the relevant
provider. Please see Appendix 1 for further guidance.

Assessment of risk (See FAST FORWARD Risks and Needs Policy)

In preparing and recording an assessment of risk the following issues should be
considered, as appropriate to the circumstances:

The environment — location, security, access

The context — nature of the task, any special circumstances

The individuals’ concerns — indicators of potential or actual risk

History — any previous incidents in similar situations

Any other special circumstances

All available information should be taken into account and checked or
updated as necessary. Where there is any reasonable doubt about the safety
of a lone worker in a given situation, consideration will be given to sending a



second worker or making other arrangements to comply with the
commissioned services.

Planning
During planning the following points are to be considered:

o Staff as well as student safety is to be considered when choosing locations for
the education provision

e Staff must be fully briefed in relation to any potential risks and these will be
communicated through the SLT/Whole Staff Meetings to update staff.

e Communication, checking-in and fall-back arrangements must be in place.
Staff should ensure, for example, their line manager is always aware of their
movements and expected return time.

Working from home. Staff working from home should:

e A Mobile phone will be used within the home dealing with work related calls,
to be aware of individuals in the house in relation to Safeguarding Concerns.

e Take every reasonable precaution to ensure that their address and telephone
number remains confidential
Be aware that even ex-directory and mobile numbers may show up on Caller
Display and can be retrieved in 1471.
To prevent the person accessing your number dial 141 before their number, or
check the instructions for your mobile phone.

e Email access is only available from the office. (Follow all Data Protection
procedures — See FAST FORWARD GDPR and Data Retention Policies).

Practice guidance and personal safety
Reasonable precautions might include:

Checking directions for the destination

Ensuring your car, if used, is road-worthy and has break-down cover
Ensuring someone, for example, line manager knows where you are and
when are expected home

Where possible park in a well-lit and busy area

Taking care when entering or leaving empty buildings, especially at night
Ensuring that items such as laptops or mobile phones are carried discreetly.

Appendices

Appendix 1: Personal Safety — Summary
Appendix 2: Guidance for the Education

Approved by Director Steve Lee 4™ October 2023 / Review 31t August 2024.Policy
reviewed in line with Government Changes and FAST FORWARD will be updated via
QA reviews, internal inspections and advisories.



APPENDIX 1 - Personal Safety — Summary

1. Personal Safety

There are a number of things you can do to avoid trouble in the first place.
The Company has responsibility to ensure the health, safety and welfare of
staff but, staff also have a duty to take reasonable care themselves

These warnings are not about raising anxiety levels but, about recognising
potential dangers and taking positive steps to reduce risk for yourself, and for
service users in your care.

2. Be aware of the environment

Know what measures are in place where you work: check out alarm systems
and procedures, exits and entrances, and the location of the first aiders

Make sure that your car and mobile phone are in good working order, and that
electrical and other mechanical equipment is safe to use. Check the
instructions for use and ensure that faults are reported/dealt with

If a potentially violent situation occurs, be aware of what might be used as a
weapon against you and of possible escape routes

Try to maintain a comfortable level of heating and lighting in buildings you can
control.

3. Be aware of yourself

Think about your body language. What messages are you giving?

Think about your tone of voice and choice of words. Avoid anything which
could be interpreted as sarcastic or patronising

Think about what you are wearing. Is it suitable for the task? Does it hamper
your movement? What signals does it send out? In a potentially risky
situation, does a scarf or tie offer an opportunity to an assailant?

Be aware of your own triggers — the things that make you angry or upset
Think about what you say about yourself and, or the impression your
belongings give, for example, your phone, tablet etc. This could spark
resentment or jealously or cause the student to steal - from you or others.

4. Be aware of other people

Take note of non-verbal signals

Be aware of triggers

Don’t crowd people — allow them space

Make a realistic estimate of the time you will need to do something and don’t
make promises which can’t be kept, either on your own or on behalf of
someone else

Be aware of the context of your session — are they already angry or upset
before you meet, and for what reason?

Listen to them, and show them you are listening

Make sure you report any contact made with other adults unknown to you to
Safeguarding Officer/Contacts. And in Day Diary to follow up. Safeguarding
information might not always become available at time of referral. Your work
with a student could unfold very useful background information. Don’t forget
we collectively work with some of the most vulnerable young people.



APPENDIX 2 -

Guidance for the Education Provision at the Student’s Home

1.

Working in Partnership with Parents/carers

e Ensure there is another responsible adult at home while the education
provision is taking place

e Show respect for parents/cares/families as equal partners in the
relationship

e Do not assume that all learners or parents/cares are literate. Other
language issues — English Speaking of other Languages (ESOL) may
prompt the Commissioner to contact bilingual support services for the
family
Be aware of social, cultural and religious differences
You should never be left in the home alone with the student. If for any
reason the responsible adult should need to leave the home, the
student must go with them. You must then leave the house and wait
for their return.

Safeguarding

If when tutoring in the home the student leaves the house abruptly, ascertain
the situation and then immediately alert the parent/carer, the Company office
and any other professionals need notifying of the situation. Please ask the
parent/carer and the Company office what steps they would like you to follow
Communication with the student should strictly take place within professional
boundaries — this excludes texts, emails, social media sites and blogs

Do not share personal information with a student

Do not respond to personal information the student gives unless appropriate
to your professional role and consider that anything like this should be
reported to your EC or the CSO as it may form part of a jigsaw that you are
unaware of

If any Data Protection Breaches occur or E-Safety concerns to refer to the
DPO and SO

Be aware that inappropriate friendship, actions or relationships could be
misconstrued as part of a grooming process either by the student or others

It is illegal to engage in sexual activity with a student aged 18 years or below
or inciting the student to watch or engage in sexual activity. This is a criminal
offence under the Sexual Offence Act 2003, and it can be sanctioned with
prison.



Health and safety

Keep the door to the room that you are in open.
This has two purposes: 1) It ensures that the student feels safe and not
imprisoned, and 2) that you minimise the risk of any false allegation that could
be made against you
Ensure that your mobile phone is operational and fully charged
Demonstrate normal courtesy - wait to be invited into the home
Don’t use or visit bedrooms for any reason, keep in communal areas of the
house at all times

e Dress modestly and appropriately for working with students. Tutors and
Support Staff are expected to maintain an appropriate standard of dress,
appearance and hygiene to ensure the FAST FORWARD Provision’s
professional image and reputation are maintained. Dress in a way that is
appropriate and suited to the situation. If you wear clothing that could be
deemed as unsuitable or inappropriate for the situation, it can make others
perceive you as less than credible or professional; for example, going into a
school environment please do not wear (ladies) short shorts, short skirts or
revealing tops and (men) shorts or scruffy/overly casual clothes. On the other
hand, if you are over-dressed you may feel uncomfortable or you may find it
hard to relate to your students

e Use common sense, trust your instincts and if a situation feels threatening -
leave, saying for example, that you are going back to get something from your
car and then drive away without explanation

e Parents/cares are advised to contact the FAST FORWARD Office if a Tutor
fails to return with a student within half an hour of the agreed time and no
contact has been made. In these situations, a safeguarding concern is
triggered, and the safeguarding protocol will need to be followed. Please
ensure that these circumstances are at all costs avoided since they cause
unnecessary concern

e If you are out with a student and meet a relative or friend of the student, be
polite but never divulge any information about the student or yourself

e Special safeguarding measures may need to be arranged as a result of the
Risk Assessment. Regular telephone contacts will most definitely be part of
the special measures in place. If there appears to be any cause for concern,
the following protocol will be applied:

e The Company office will call the staff member at regular, frequent intervals -
perhaps every ten to fifteen minutes

e If all is well the staff member will communicate this o If there is a problem, a
pre-agreed code word or phase will be used by the staff member to indicate
there is a problem; If the call to the staff member is not answered the
Company office will try telephoning again in a few minutes and will also call
the location/students home telephone to attempt to make contact

e If there has been no reply or contact within ten to fifteen minutes the Directors
will be informed and the situation escalated.

e Personal hygiene is important since you are working 1:1 and in close quarters
so, be aware of your body and breath odour. Some students are sensitive to



the smell of tobacco or a strong perfume/cologne. Maintain appropriate
professional boundaries and avoid behaviour that could be misinterpreted.

Personal boundaries

If the student seeks comfort or a hug, don’t do anything that can be
misinterpreted or could be considered inappropriate. Be sympathetic and
caring about their situation but it is wise to avoid physical contact

Never introduce a student to any friend or family member that you meet — just
tell them you are at work and contact them later

Beware of the risk of a student of either gender becoming infatuated with you
— respond sensitively and appropriately to maintain dignity and safety of all;
be aware of misinterpretation of words/actions and — discuss any concerns
with your line manager or the parent/carer

Consider your body language and ensure that you don’t use any sudden or
what could be misinterpreted as threatening gestures, or gestures or
expressions that could seem sexually provocative. Remember, all that is
known of this student's past is what they have disclosed or has been
observed by others. Even the student may not consciously remember what
they may have suffered or seen, so try and avoid behaving in a way that could
lead to misunderstandings.



