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The Insights School & Skills Academy places the safety of staff working for the school as its highest 

priority and will follow best practice systems and procedures for conducting lone working, home visiting 

and outreach services within the community, to ensure they are kept safe at all times. 

 

 

Aims 

 

To ensure staff understand the school’s systems and procedures for lone working and home visiting. 

To fulfil the school’s legal responsibility to provide safe working practice for all members ofstaff. 

To share the policy and procedures with staff during the induction process and at regular intervals 

thereafter. 

 

 

Definitions 

 

Home Visit: a visit to the client’s or student’s own home including visits to travellers’ sites. 

 

Door Step Visits: a visit conducted to the clients or students home where the staff member does not 

enter the home. 

 

Lone Working: any situation where a worker is alone with a client other than a home visit. 

e.g. interviewing a client alone (at the Intuition Learning Centre or the school site at Alexandria 

Road) with no-one else in the building. 

 
The following are not considered to be lone working for the purpose of this policy: 

 

• Being alone with a client or a student in an interview/classroom when there are other people and 

staff close by. 

 

• Being alone with a client or student away from the Intuition Learning Centre or the Alexandria 
Road site but in a public place e.g. Court, 1:1 enrichment/leisure activity. 

 

• Being alone with a client or student in an outreach location when there are other people in the 
building and arrangements are in place for them to respond to a call for help. 

 

Volunteers 

 

This policy applies equally to paid staff and volunteers, provided that in the case of volunteers, a senior 

member of staff supervising their work has authorised the home visit or lone working. 

 

Implementation 

Relevant government guidelines must be adhered to and all health & safety regulations and 
requirements. Precautionary measures and guidance for COVID-19 must be followed. 

 

 

Responsibilities – H.O.P.E Service lead and Senior Leadership Team 

H.O.P.E service lead and Senior Leadership team has overall responsibility for ensuring that procedures 

are in place for a risk assessment to be carried out by designated staff prior to members of 

staff/volunteers participating in lone working or home visits. Day-to-day responsibility for ensuring that 



this policy is put into practice, monitored, and reviewed and where appropriate, action is taken. 

 

All information will be gathered from relevant agencies, school staff who work directly with students and 

professionals to ascertain any potential hazards and risks to the member of staff. This information will 

be collated and shared with all relevant staff members. 

 

The Staff involved in outreach/home visiting and lone working will ensure that the families have been 

informed of the purpose of the visit and are provided with any information which is appropriate. All 

parties will be fully informed about the content and plan of the visit. 

 

H.O.P.E service lead and Senior Leadership team will ensure that staff members undertaking lone 

working and home visiting have received training on how to prevent and handle difficult situations, 

personal safety and violence at work (i.e. through staff training days, performance management meetings 

and CPD). 

 
Training will include encouraging staff to reflect on their own behaviour and how they may trigger 

aggression in others. The training will also develop skills on how to keep themselves safe and constantly 

reassess risks as they go about their work. 

 
Prior to lone working or home visits a member of t h e H O P E S e r v i c e l e a d o r SLT will 

confirm with the member of staff that they have read and understood the information, read the risk 

assessments and are satisfied with the safety measures in place. The member of staff must confirm that 

they are happy to undertake the task. 

 
Lone working and home visiting will be carried out with the minimal possibility of risk by carrying out visits 

in daylight hours whenever possible. 

 
Responsibilities – Individual Members of Staff 

 
Members of staff must never enter any building, premises or location where they feel unsafe or fear 

potential danger or harm. 

 

Prior to the visit the member of staff must obtain and read through all information provided by the 

School & Skills Academy about the situation including background family information and the relevant 

Risk Assessments. They should also speak with any colleagues who also know the student’s 

parent/carer. 

 

Staff must ensure they have a functional work mobile phone prior to lone working or home visiting 

and that the number is known to: Alternative Learning Programme Senior Leader, HOPE Service lead 

and the Admin team. Their numbers are available from the admin team. 

 

 
Procedure for Home Visit 

 

Outreach workers who plan to provide education to pupils in the home are expected to undertake an 

initial home visit with a colleague to introduce themselves to the parent/carer, discuss the plan, 

answer parent’s and student’s questions, assess where in the home the session might take place and 

complete the risk assessment form on their return. (See assessment template at the end of this policy). 

Once completed the form should be signed by the member of staff and their line manager, stored in 

the young person’s file and be available for other staff to use. 

 
The HOPE Service and relevant staff teams who also make initial introductory and interim home and 

neighbourhood visits to parents throughout the academic year. These home and neighbourhood visits 

should be carried out by two members of staff. 



The staff member(s) undertaking the visit will contact the parent/carer by telephone to book an 

appointment and explain the purpose of the visit. This will be followed up with written confirmation (letter, 

email or text) and will include any further information relevant to the visit. The staff member must 

provide the parent/carer with a contact telephone number to use if they are unable to keep the 

appointment. 

 
Staff members must obtain the address, contact number and expected arrival and departure time of the 

visit. This information should be emailed to the admin team in advance or on the day of the visit. 

 

If the lone worker or staff member responsible for home visiting is not able to attend the appointment, 

they must inform the parent/carer at the earliest opportunity, offering an alternative date and time. 

 

If the member of staff required to lone work (ie. provide off-site provision) feels uncomfortable with the 

situation, where required, Insights School & Skills Academy will provide a support member of 

staff/volunteer to accompany them to the visit. 

 

Members of staff must be sensitive to the cultural and religious beliefs of the family and dress and 

present themselves appropriately where required. 

 

Members of staff are advised not to take expensive personal items with them whilst lone working to 

reduce the potential risks. 

 
Staff travelling in vehicles must ensure that they have the necessary insurance cover and that 

their vehicle is safe, secure and has sufficient fuel. It is the responsibility of staff members to check and 

adhere to driving/parking regulations and restrictions. If these procedures are not followed the school 

will not be liable for any penalties incurred. 

 

 
Public Transport 

 

Members of staff using public transport must plan their journey in advance to ensure that they have 

allowed adequate time to arrive and depart safely. If lone workers are not familiar with the locality, they 

will be travelling in they must identify key points of safety along their route. 

 

 

Procedures in Homes, Premises and Neighbourhood Visited 

 

On arrival, outreach workers and all other home visitors should c o n t a c t the HOPE Service lead 

and DSL as appropriate, to let them know they have reached the home and also when the session 

ends. The HOPE Service lead and DSL will monitor, record and follow up any visits as required. This 

communication from all home visitors/lone workers to team leaders and line managers provides 

important information for the school which includes records of student attendance, family engagement 

and claims for travel expenses. 

 

The worker must assess each individual situation and if they feel unsafe or uncomfortable, they must 

abandon the visit and not enter the home. 

 

All staff should always introduce themselves to the family members and show their School& Skills 

Academy identification badges to the family or person. 

 

Staff must always be respectful of the families’ property and local community, demonstrate courtesy and 

be non- judgmental of the family at all times. 

 
If the parent/carer is not at home the member of staff must: not enter if a student, they plan to work with 

is alone in the home; leave a School & Skills Academy slip informing the family of their visit and the 



time they arrived. 

 
Lone workers must never enter a house first; they must wait for the occupant to enter the house and 

follow them inside. 

 
Lone workers can request the removal of animals which may pose a potential risk or allergic reaction. If 

the occupant refuses the request, the member of staff may terminate the visit. (Remote learning 

directors/facilitators are in a better position to assess the situation and discuss this matter with the 

parent/carer during the initial home visit). 

 

 

Procedures Following Home Visit 

 

The lone worker/ remote learning directors/facilitators must contact the HOPE service or DSL, to inform 

them that the visit has finished and that they are returning back to the premises or home if appropriate. 

 

Staff are expected to provide a summary evaluation of the visit. The member of staff must ascertain if 

the family is satisfied with the visit, any actions and commitments made by the family or staff, and the 

date and time of any future visits or follow up work. 

 

 

 

Incidents 
 

If an incident occurs whereby a member of staff feels unsafe or at risk of harm they must always protect 

their own safety first and leave the location immediately. The SLT will evaluate the situation and provide 

alternative methods of support and services if appropriate. 

 

Members of staff must constantly assess the situation to ascertain if any aggression is aimed at them 

or merely the person ‘letting off steam’. The member of staff must use their skills and training to try and 

calm the situation down and alleviate the pressure. 

 
If the aggression is aimed at the worker they must try to leave the premises immediately and inform 

the DSL or Senior member of staff of the incident. 

 

If at any point the member of staff fears for their personal safety, they must contact the emergency police 

service dialling 999 and request immediate support. 

 

The DSL or Senior member of staff will carry out a full investigation into any incident and themember of 

staff will be expected to be involved in a debriefing session. Staff will be provided with practical support 

and advice. 

 

The member of staff must complete CPOMS on their return which should be emailed to the DSL. 

 
The incident will be evaluated, and action taken. Policies and procedures may be amended as a result 

of any weaknesses identified. 

 

 

Monitoring & Review 

 

This policy and guidance will be reviewed and where necessary, revised in November 2025 after 

feedback from all staff members involved in the process has been collated. 

 

Also refer to the following policies: 



Physical Intervention 

Safeguarding & Child Protection 

Inclusion, Equality & Diversity 

Acceptable Uses 
Mobile Phone 

Health & Safety (Insights School & Skills Academy) Health & Safety (Intuition Learning Centre) 



 
Risk Assessment – Home Visits for Off-Site Education/ Remote learning 

directors/facilitators 

 

 

Staff Name: Role: (please circle) ALP Therapy Teacher Other SupportStudent 

 

Name: _ 

 

Student Address:  

 

Parent/Carer:  

 

Date of 1st visit:  

 

 

Have you read the Insights School & Skills Academy Home Visiting & Lone Working policy? Yes/No 

Are you aware of the relevant contact details for key staff? Yes/No 

 

Do you have access to a mobile phone which can be used for visits? Yes/No 

Frequency of visits intended for the student (eg. weekly, fortnightly):Duration of 

session(s): 

Is a student risk assessment available? (Attach a copy) 



 

Home Visits/ Lone Working Policy and Guidance 

 Yes No Don’t 

know 

Details 

Are there any known concerns around the venueand 

immediate locality e.g. health and safety concerns 

such as dogs, access difficulties? 

    

Will other people be present at the venue – parent, 

carer, friends, siblings, other professionals? Do any of 

these pose any known risk? 

    

Does the young person have a history of challenging 

behaviour? Give details including triggers, type of 

behaviour and consequences. 

Provide any evidence of frequency and last known 

incident of challenging behaviour. 

    

Are there any known risks associated with drug and 

alcohol use? 

    

Are there any known associated risks with student’s 

mental health needs/SEN? 

    

Any other known or identified risks?     

 

I agree to undertake a visit to the student’s home in accordance with the risk assessment and 

actionplan detailed above. 

 
Staff Signature:  

 

Line Manager Name:  

 
Signature:  

 

Date completed:_  


