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Policy Statement 

Washwood Heath Academy recognise that employees are one of its most important assets in providing a 

high quality service. This policy is to ensure that the Academy maintains a consistent approach to the 

welfare of its employees and their safety when completing home visits. 

 

The Academy has a legal responsibility to provide safe systems of work and individuals have a 

responsibility to follow safe working practices within the Academy and the community. 

Employees involved in home visits should have undergone suitable child protection training and have an 

awareness of child protection issues and procedures for reporting their concerns. 

 

Definition 

A home visit requires a designated member of Washwood Heath Academy to visit a parent/carer in their 

home or place of work for a meeting/discussion. 

 

Rationale 

Washwood Heath Academy recognises the importance of establishing close working relationships with 

parents/carers. There are some occasions where it is felt that a home visit is appropriate. On these 

occasions designated members of staff will follow the correct procedures of this policy. 

The frequency of these visits will vary according to the students’ needs. Home visits may be an important 

part of the overall information gathering process. This also provides an opportunity for parents/carers and 

the school to work closely together to best meet the needs of the child.  

Home visits provide an opportunity for parents/carers to express their opinions in an environment in which 

they are confident. 

Reasons for a home visit 

Under normal circumstances most meetings between the school and the parent/carer will take place on the 

school site. However, there may be certain circumstances when a home visit is considered appropriate 

such as: 

1. Students where attendance is a concern or who are refusing to come to school. 

2. Students who are excluded. 

3. Students absent due to long term illness. 

4. Where circumstances dictate that the parent/carer is unable to come to the school for a meeting. 

5. Home visits to families who have been referred from other services are to be coordinated with the 

external service involved, and a plan is to be put in place to ascertain any risks prior to the visit. 

 

Procedures 

Before a visit is arranged, the designated member of staff must ensure that: 

 They will be accompanied by another member of Washwood Heath Academy staff. 

 The visit is planned and co-ordinated through their Line Manager or a member of the leadership team. 

 They make themselves aware of the students’ details and relevant history. 

 They have a clearly identifiable Washwood Heath Academy identification card. 

 On leaving the school site they sign out at reception giving full details of destination and expected time 

of return. 



 

 

During the visit, the designated member of staff is representing the school. It is important that the 

discussion focuses on the initial reasons why a home visit has been deemed necessary. The designated 

member of staff must be fully informed as to the current circumstances and the home situation. Any issues 

raised by parents at the meeting outside of the scope of the initial reason should be noted and forwarded to 

a relevant member of staff on return to school. 

During the visit, if there are any new concerns or unexpected situations on arrival or during the meeting, the 

designated member of staff must consider if it is safe to proceed/continue with the meeting. If there is any 

doubt, they must leave and make alternative arrangements to meet with parents/carers. 

After the visit the designated member of staff must: 

 On returning to the school site, sign in at reception. 

 Complete a record of the discussion and action points from the home visit which are uploaded to 

CPOMS. 

If the designated member of staff does not return to school at the agreed expected time of return: 

 It is the responsibility in the first instance for the Office Manager to contact the staff member via their 

mobile phone. In their absence an alternative member of the office staff will ring. 

 If contact is not possible, the Office Manager will attempt to contact the student’s home. 

 If contact has not been made or there is any cause for concern relevant members of SLT will be 

informed. Where necessary, a member of SLT will contact the police. 

Following a home visit, any action regarding issues of attendance, behavioural concerns, issues involving 

the curriculum, issues of health, issues involving other students will be managed through the schools’ 

practices and procedures. 

 

Reporting and recording incidents. 

All employees must report every incident of violence or abuse, including verbal abuse when it occurs or as 

soon as possible after the incident to their line manager. 

In the event of a violent or abusive incident an incident report sheet must be completed by the member of 

employees and any other parties subject to the abuse and passed onto their line manager. All incidents 

should be investigated and relevant agencies notified. 

Following an incident safety measures will be reviewed, and if necessary further training will be provided for 

the employee. 

 

Employees safety 

The Academy has a duty of care to employees to maintain their safety throughout the home visit. Home 

visits should not be arranged after 4.00pm, all visits out of office hours should be arranged with relevant 

member of SLT. If a visit is carried out during out of office hours the member of employees should notify 

their line manager either by telephone or text message that they have returned home safely after the visit. 

Before a home visit is carried out the employee must complete some safety procedures: 

Employees carrying out a home visit must be aware of their surroundings. Do not enter a home if there are 

any doubts concerning your safety. All employees should remove themselves from danger as quickly as 

possible. All home visits must be recorded in the Washwood Heath Academy home visits folder. This 

keeps a log of leave time, time member of employees is due back and the address the visit is taking place 

at. 



 

 

Employees should not enter the home if the person answering the gives you cause for concern, e.g. if they 

appear to be under the influence of alcohol or drugs, if the person you have arranged to visit is not in, or if 

you recognise the person of anybody within the household who is known to be violent. 

When attending a home visit stand clear of the door and ask for the person you have arranged to visit and 

show your identification badge to the person that has answered the door. Employees must always follow 

the occupants into the room. 

Employees should not give any families they visit their personal details, and should carry minimal personal 

belongings with them when attending a home visit. 

If you are using your own transport, plan your route in advance and have some directions in the car. When 

parking in daylight, consider what the area will be like after dark. At night, park in an area which is well lit, 

and if possible busy. Lock your vehicle whilst driving. Drive with bags and equipment out of sight. 

In case of breakdown be aware of the procedure you need to follow, inform the School Office at the 

Academy and ask them to inform the person you intend to visit. If you are a member of a breakdown 

service call them and inform the office of the outcome. If you are able to resume your journey inform the 

office and ask them to inform the person you are visiting of your estimated time of arrival. 

If you are travelling by public transport, try to obtain a timetable in advance of your journey. If you are 

travelling by bus, sit downstairs. If you are concerned about your safety speak to the driver. 

If you are on foot, do not take shortcuts unless you know they are safe. If you think you are being followed, 

cross the road and keep walking. If you are still being followed, make for the nearest busy area. If you have 

a mobile telephone inform the office of your whereabouts. 

1. Links to other policies/important documents 

 Attendance policy 

 Confidential policy and information sharing. 


