01     Health and safety procedures
01.11  Staff personal safety (including lone working and violence/aggression)
General
· Staff who open or close the premises must complete agreed opening/closing checks and ensure doors, windows, alarms and access controls are secured, particularly when working early morning or late evening.
· Where possible, at least two members of staff should leave together after dark and, where practicable, arrange to arrive together. If this is not possible, a lone-working arrangement (check-in/check-out) is followed.
· Access to the premises is controlled. Visitors are admitted only by authorised staff and, where appropriate, by prior appointment. Staff verify identity (for example, photo identification for contractors/professionals) in line with safeguarding requirements.
· Staff must never place themselves at unnecessary risk. If any person behaves in a way that is abusive, threatening or unsafe, staff prioritise children’s safety, seek support from a colleague/manager, and implement the setting’s procedures for threats and abuse where required.
· Where staff handle or transport money (including taking cash to the bank), the manager completes and reviews a risk assessment and agrees a proportionate procedure (for example varying times/routes and avoiding lone working where possible).
· Staff record off-site appointments/meetings in the shared diary/calendar, including expected return times, and follow any agreed lone-working check-in procedure.
· The manager liaises with the local police and other relevant agencies for advice where there are safety concerns, community risks, or patterns of incidents affecting staff, children or families.
· Arrangements are applied fairly and reasonably, taking account of individual needs and any reasonable adjustments for disabled staff, in line with equality law.
Home visits 
Home visits are undertaken at the setting manager’s discretion and only where they support children’s wellbeing and effective partnership with parents/carers. Home visits are planned in advance and carried out in line with safeguarding and welfare requirements, with a suitable and sufficient risk assessment and lone-working controls.
· Staff normally carry out home visits in pairs (usually manager or deputy and key person). Lone home visits are only permitted where a specific risk assessment identifies this as safe and appropriate and additional controls are in place.
· Each home visit is recorded before it takes place, including the name and address of the family, staff attending, planned start/finish times, and a contact number for the visit.
· Staff confirm with a named contact person at the setting when they are leaving for the home visit and the time they are expected to return (check-in/check-out).
· If there is any reason for staff to feel concerned about entering or remaining on the premises, they do not proceed (or they leave). This may include where a person appears intoxicated, there are threats, weapons, unsafe animals, unsafe conditions, or any other situation that could put staff or children at risk.
· Staff take a work-issued mobile phone (or other agreed lone-working device) and keep it accessible and charged.
· If staff do not check back at the expected time, the contact person attempts to phone them and continues at agreed intervals until contact is made.
If no contact is made after a reasonable period, or there is an immediate concern for safety, the contact person escalates in line with the risk assessment (which may include contacting the police). Any related safeguarding concerns are reported without delay in line with safeguarding procedures.
Dealing with agitated or distressed parents/visitors in the setting
· If a parent or visitor appears angry, distressed, mentally agitated or potentially hostile, staff prioritise children’s safety and call for support from a colleague/manager. Where appropriate, two members of staff guide the person to a quieter area away from children; staff do not place themselves in a situation where they could be trapped (for example, they do not lock or block exits).
· Staff maintain a calm, professional stance and keep appropriate personal space. If the person remains standing, staff may remain standing to support safe, respectful communication.
· Staff use de-escalation approaches, for example acknowledging feelings: ‘I can see this is upsetting for you’ and allowing time for the person to speak, without accepting abusive language or behaviour.
· Staff offer to discuss the concern and seek solutions, explaining next steps clearly (for example, arranging a follow-up meeting when the person is calmer, or using the complaints procedure where appropriate).
· Staff ensure communication is accessible and respectful (for example using plain language, offering interpretation/translation if available, and making reasonable adjustments for disability), without discrimination, harassment or victimisation.
· Staff make it clear that they want to understand concerns and work constructively, and that unacceptable behaviour will not be tolerated.
· If the person shouts, uses abusive language, or makes threats, staff set boundaries and pause the discussion until the behaviour stops. Staff avoid language that may escalate the situation (for example, avoid telling someone to ‘calm down’).
· If threats continue or there is an immediate risk, staff end the interaction and follow emergency procedures as appropriate, including contacting the police. Staff emphasise that threatening or abusive behaviour is unacceptable, particularly in front of children.
· Procedure 01.12 Threats and abuse towards staff and volunteers is implemented where staff feel threatened or intimidated, and where additional controls or sanctions are required.
· After any incident, staff record what happened promptly and factually, including any actions/decisions agreed with parents/carers to reduce the risk of recurrence, and any safeguarding steps taken.
· Any situation involving threats or abuse towards staff is reported to the line manager without delay, and reviewed as part of the setting’s health and safety arrangements and risk assessments.
Copies of correspondence and records regarding the incident are stored securely in the relevant child’s file (or other agreed confidential record) and shared only on a need-to-know basis in line with confidentiality and safeguarding requirements.
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