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1. Aims 
 
This policy aims to ensure that staff, parents/carers and pupils understand: 

• When and why our school conducts home visits 

• How our school conducts home visits safely and effectively 

• What we do after we’ve conducted a home visit 
 
If there are any concerns about a pupil’s safety or wellbeing during a visit, appropriate action will be 
taken in line with our child protection and safeguarding policy. 
 

2. Legislation and Guidance 
 
This policy takes into account the responsibilities laid out in:  

• Keeping Children Safe in Education 2024 

• Children missing education 

• Education for children with health needs who cannot attend school 
 

It also reflects the general health and safety legislation. 
 

3. Definitions 
 
A home visit is a visit that requires a member or members of staff to enter the home of a parent or 
carer. There are different types of home visit: 

• A procedural visit, e.g. to drop off work when a pupil is unable to attend school 

• A safe and well check (or welfare check), e.g. if a pupil is absent without good reason and the 
school has concerns about their welfare  

• As part of Induction: A visit that members of staff will undertake before a child begins 
attending school, to get to know them and their family. 

 

4. Roles and Responsibilities 
 

4.1 The Local Governing Board 
The local governing board is responsible for: 

• Approving this policy. 
 

4.2 The Principal 
The Principal is responsible for: 

• Authorising any home visits, along with the designated safeguarding lead (DSL) when the 
visit has a safeguarding focus. 

• Responding to any issues or concerns raised by parents or carers about home visits. 
 

4.3 Senior staff, including the Principal and DSL, where appropriate  
All senior staff, including the Principal and DSL (where appropriate), are responsible for: 

• Sharing this policy with all staff so that they know why, when and how to conduct a home 
visit. 

• Training staff in the school home visit procedures and expect conduct when carrying out 
such visits. 

• Overseeing risk assessments. 

• Deciding which members of staff should attend a home visit. 

https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
https://www.gov.uk/government/publications/children-missing-education
https://www.gov.uk/government/publications/education-for-children-with-health-needs-who-cannot-attend-school
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• Not allowing any visits which place staff at risk (read more details about these risks later in 
this policy)  

• If pupils/children are judged to be at risk: making sure staff follow school and/or local 
safeguarding procedures. 
 

4.4 All Staff 
Staff are responsible for: 

• Adhering to the policy. 

• Following the correct procedures before, during and after a home visit, including reporting 
and recording any safeguarding issues. 

• Taking reasonable steps to ensure their own safety, as detailed later in this policy. 

• Informing the school of their movements and time of return. 
 
4.5 Parents/Carers 
Parents and carers are responsible for: 

• Communicating any issues or concerns about a home visit to the Principal, DSLs or a member 
of the Senior leadership Team. 

 

5. Reasons for Home Visits 
 
We might conduct a home visit to: 

• Build relationships with pupils and their parents or carers. This could include: 
o As part of a transition into school or reintegration: A visit before the child begins at 

the school. 
o When families aren’t engaging in other forms of contact. 
o To work with and support parents/carers to develop strategies to improve a pupil’s 

attendance. 

• Make sure we are fulfilling our safeguarding responsibilities, including: 
o To make a safe and well check (this may happen in conjunction with the local 

authority social care team).  
o To investigate when a pupil is refusing to come into school. 

• Other procedural reasons: 
o When a pupil is being educated at home, including delivering or collecting work. 
o If a pupil is late to a statutory examination and we can’t contact them. 
o To visit a pupil who has been off school for a period of time, e.g. due to a medical 

issue, so they don’t feel isolated from the school community.  
o Please note we will share information with the Local Authority and any other 

professional involved with the student after we conduct a visit following period of 
absences where a pupil has missed 10 schools days or more without permission (or 
because of illness, unavoidable cause, a religious holiday or the LA’s failure to make 
the required travel arrangements). 

 

6. Procedures 
 
6.1 Before the visit 
Staff will: 

• Familiarise themselves with the contents of this policy. 

• Ensure that a home visit is necessary. If possible and/or practical, arrange for the 
parent/carer to come into the school. 

• Be clear about the purpose of their visit. 

• Be aware of any relevant background information, including who lives at the address and 
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any safeguarding information, by checking SIMS, speaking to the Family Support Work Team 
and with the DSL if necessary. 

• Undertake a risk assessment, (see Appendix 2) and make sure they can be accompanied by a 
colleague where the risk assessment requires 2 staff members. Those homes risk assessed as 
high risk require 2 staff members and a safe check. 

• Arrange the first visit over the telephone, where appropriate, at a time when a parent/carer 
will be home, or a responsible adult as identified by the parent/carer will be home.  

• Use the call to give the parent/carer an opportunity to ask questions about the visit, confirm 
the home address and proposed length of visit. 

• Home visits risked assessed as high risk should be logged with the Attendance Officer and 
safe caller identified who will complete the safe check. See Appendix 1. 

• Familiarise themselves with the address they’ll be visiting, including any transport or parking 
arrangements. 

 
6.2 During the visit 
Staff will: 

• Be on time as agreed in advance with the parent/carer and be able to let them know if they’re 
running late. 

• Dress appropriately and act in a professional manner at all times, in line with the Code of 
Conduct.  

• Identify themselves and show their identification badge. 

• Check with the parent/carer whether they understand the purpose of the visit. 

• Only enter the premises when invited in by a responsible adult. If no responsible adult with 
parental responsibility for the child is present, the staff member(s) will return to school and 
attempt a visit at another time. 

• Only speak to adults with day-to-day responsibility for the child or adult identified by the 
parent/carer. 

• Request that all animals in the home should be kept in a separate room, and cancel the visit if 
the responsible adult refuses, or is unable to adhere to the request. 

• Behave with respect in the home, respecting the culture and customs of the family, and only 
using areas of the property with permission, and never entering bedrooms. 

• Explain that their phone will be on throughout the visit. 

• Take notes for ease of recording the content of the visit afterwards, and explain to the 
parent/carer that the notes will only be shared with the relevant senior leaders. 

• Leave the property immediately if they feel uncomfortable, or at any risk. 

• Consider the school’s child protection and safeguarding policy and procedures at all times, 
and call 999 if they feel a child is in immediate danger. 

• For induction visits: 
o Spend time with the parent/carer and the child. 
o Bring activities to keep the child occupied.  

• Escalation Process for staff uncontactable: 
o For staff uncontactable following a visit, this must be escalated immediately to the 

Principal and any member of the SLT team and or DSL. The Principal may be reached 
on 07743960524. See Appendix 3. 

 
6.3 In the event an incident does occur 
Staff will: 

• Contact emergency services on 999 if they feel themselves or someone else is in immediate 
danger. 

• Leave the property swiftly and terminate the visit immediately in order to reach a place of 
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safety. 

• Once in a place of safety, inform the Principal and any other appropriate member of staff (e.g. 
the DSL) of the incident to agree appropriate next steps and obtain support. 

• Record full details of the visit on CPOMS as soon as possible after the incident so they don’t 
forget any details. 

 
6.4 After the visit 
Staff will: 

• Let the school know immediately that they have left the property. 

• Write up the outcome of the visit on CPOMS and place handwritten notes in confidential 
waste. 

• Report any concerns, including safeguarding incidents to the relevant members of staff. 

• Only discuss individual home visits with other staff members where relevant and/or 
necessary. 

 
6.5 Safeguarding 

• Any safeguarding concerns identified during the visit will be shared with the DSL 
immediately, in accordance with our child protection and safeguarding policy or the relevant 
local authorities if the child isn’t a pupil at the school yet. 

• Any allegations made against a member of staff making a home visit will be dealt with in 
accordance with the Trust Managing Allegations against Staff Policy. 

 

7. Monitoring Arrangements 
 
Monitoring this policy: 

• The Principal will review the policy annually. 

• The policy will be approved by the Local Governing Board. 

 
8. Links with other policies 
 
This Home Visits policy is linked to the following policies: 

• Trust Child Protection and Safeguarding Policy 

• Staff Code of Conduct 

• Risk Assessment and Student Profiles 

• Children Missing In Education (CME) Procedures and Policies 

• School Attendance Policy 

• Trust Managing Allegations Against Staff Policy  

• Trust Health and Safety Policy 
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Appendix 1: Home Visit Form 
 

Date and 
time of 

departure 
from school 

Start time of 
visit (and 
expected 
length) 

Staff name 
and mobile 

number 

Name of 
staff to 

complete 
safe check 

call 

Pupil/family 
being visited 

Full address 
and contact 
number of 

pupil/family 

Time 
returned to 

school 

       

       

 

 

       

       

       

       

       

       

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



8  

Appendix 2: Home Visit Risk Assessment 
 
School Name: 

Home visit date and time (note duration): 

Completed by: 

Hazard Who might be 
harmed 

What are you doing already/ current control measures? Do you need to do anything 
else to control this risk? 

Action: 
who? 

Action: 
when? 

Done 

An aggressive  
or violent 
parent/carer, pupil or 
family member 

Staff member/s 
undertaking a home 
visit 

Wherever possible, staff to consider if a telephone/virtual meeting 
would be a suitable alternative. 
Lone working policy/procedure in place and followed at all times. 
Records of previous incidents kept and reported to the professionals. 
Register of problematic households kept. 
Lone working not permitted in households where previous incidents 
have occurred. 

    

Allegations  Any allegations made against a member of staff making a home visit will 
be dealt with in accordance with our allegations against staff policy 

  
 

  

Injuries in  
the home eg: medical 
sharps, needle stick, 
Hep-B, HIV, tetanus, 
animal bite and drug 
use. 

 Staff to present at A&E or GP following any sharps injury that breaks the 
skin. 

Staff will, under no circumstances, handle sharps or drug paraphernalia 
in a pupil home.  

All sharps’ injuries and drug use will be reported to the DSL and local 
authority. 
Ensure good hand hygiene standards. 

    

Accident or a 
breakdown 

 Proof of driving licence and insurance. 
All staff responsible for ensuring vehicles are maintained roadworthy. 
Staff will always drive in line with highway code requirements. 
Staff should rearrange visits during extreme weather. 
Staff to park in well-lit areas, and close to the home, as far as is 
reasonably practicable. 
Staff will always park legally, and off public highways wherever possible. 
In the event of a breakdown: 
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  • Stay calm and think of other road users 

• Attempt to pull over so you’re off the road 

• Turn on your hazard lights 

• Leave the car by the left-hand door and ensure you’re wearing 
light-coloured clothes or a hi-vis vest (especially at night or when 
visibility is low)  

• Take your warning triangle and place it 45 metres (147 feet) behind 
your vehicle. That’s about 60 paces. Do not do this on a motorway.  

• If visibility is poor or you’re stood waiting for help at night, keep 
your sidelights switched on and make sure you’re not blocking 
others from seeing your lights 

• Finally, call your breakdown service 
In the event of a breakdown on the motorway, follow national highways 
guidance https://nationalhighways.co.uk/road-safety/breakdowns/ 

    

Lone working  Initial home visits conducted in pairs. 

Buddy system in place for families risk assessed as needing 2- Family 
Team, staff and DSL and SLT to support with assessing risk. 

Escalation process in place for uncontactable staff. 

Visit Log kept by Attendance Officer. 

Where necessary, staff trained in Team Teach. 

Full details of visit provided to manager and “buddy”, including: 

• place being visited 

• reason for visit 

• times of visit 

• approximate finish time of visit 

• Contact details for parents 

• Safe check caller 

• Charged mobile phone carried at all times. 

    

Injuries in the home: 
Slips, trips and falls 

 Staff to wear suitable footwear during home visits. 

Staff to be aware of surroundings an hazards presented by condition of 
the home, hoarding, renovations etc. 

Staff to conduct a dynamic risk assessment upon arrival at the home. 
Staff not to enter any unnecessary areas of the home. 

    

https://nationalhighways.co.uk/road-safety/breakdowns/
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Staff medical 
conditions, 
pregnancy, 
disabilities, ill health 
emergencies 

 New and expectant mothers must receive a personal risk assessment 
before undertaking home visits or other lone working tasks. 
Staff with and disability or medical condition, which could make lone 
working unreasonably dangerous, must receive a personal risk 
assessment before undertaking home visits or other lone working tasks. 
Residents asked not to smoke or consume alcohol/recreational drugs 
during home visits. 
Necessary medication will be taken on all home visits. 
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Appendix 3: Escalation Procedure 
 
  
 
 
 
 
 
 
 
 
 
 
 
  
 
 

  
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 

Initial Assessment 
Review Date: 

Risk Assessment assessed, reviewed 
by the following competent person: 

Tasks and control measures 
reviewed by: 

Name 
(PRINT) and Sign 

Name 
(PRINT) and Sign 

Name 
(PRINT) and Sign 

 

Lone worker to identify a buddy/safe check 
caller and let them know: 

• Destination (these details should 
also be available on your calendar) 

• How long you expected to be-
especially if going to a ‘poor signal’ 
area 

• If you are returning to the office 
afterwards if not 

 

Note the details for the lone worker, 
including the expected completion deadline 
and their mobile number, and if a personal 

alarm device/code is used. 
 
 

 Lone worker should maintain a 
contact with buddy/safe check if 
appointment takes longer than 

expected, or if plans change. 

NO 

Buddy to maintain contact with 
staff member. 

 

When the appointment is 
completed, contact your buddy 
again to let them know you are 

leaving. 

If the agreed deadline for the appointment has 
passed and the lone worker has not contacted you, 

ring them on their mobile and check records if 
appropriate. If still no response, ring again 5 minutes 
later. Continue calling at 5 minutes intervals up to 4 

times. 
 

Lone worker located? 

YES 

If employee not located, escalate 
immediately to Principal/DSL/SLT. 

If a failure of the team’s lone 
working system occurred, review 
lone working risk assessment and 

controls. 

A manager review actions 
taken, consider if further 

actions necessary. 

Review a buddy action taken, 
inform the police of a missing 

person and obtain incident 
number. 

 


