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Policy for Visitors

Introduction

This document is intended to give informative and friendly advice to all those who visit and Medstead school. The policy is also intended to ensure that everyone understands school procedures, teaching and learning are not interrupted, pupil’s safety is guaranteed and that our relationships with the neighbouring community is not compromised.

The purpose of inviting visitors in to the school may include:

· Raising awareness of an issue

· Providing expertise

· Building links with the community

· Giving pupils an opportunity to work with adults outside of the school

· Raising the profile of the school

· Public relations

· Enhancing the curriculum

· Part of staff training

· As a resource

General Overview
All visitors must report to the school office, where having been asked their identity and the purpose of their visit, they will be asked to complete the ‘visitors’ book’ and to fill in the requested details. Office staff will also check where the visitor is parked. The visitor will be asked to read the health and safety information including fire regulations and they will then report back to the office to sign out. All visitors will be given a school visitors badge and requested to return this at the end of their visit. All occasional visitors, including professionals and parents, will then be escorted to their destination in the school and shown where facilities are. All regular visitors should have undergone CRB checks, and if any member of staff is unsure of a visitors CRB status they should ensure they are not left unsupervised while in the school building until this status can be verified with the school office. Appropriate safeguarding arrangements should be considered by staff when arranging planned visitors. Staff should speak to the CPLO if unsure of any aspect of these procedures. 

Lone Workers Policy

Single visitors and work persons should be made aware of and have made arrangements to comply with the ‘Lone Workers’ policy adopted by Medstead School, of which they will receive a copy. 

Visitors without badges (known as well as unknown)

Any visitor not wearing a badge should be challenged by school staff. Staff not challenging unidentified visitors will be neglecting their duty to ensure school security and pupil safety. Remember that infrequent visitors, even parents, volunteers etc. will not be known by all staff and therefore need to be wearing a badge. 

If members of staff see a visitor who is known to them but is not wearing a badge, the chances are that they have not followed the correct visitor’s procedures (see above) and it is all staff’s duty to politely remind them of our protocols and request that they return to the office to obtain a badge.

No occasional visitor should be issued with, or loaned any keys by any member of staff, without the prior agreement of the Headteacher. Occasional visitors should not be given front door codes.

Parents as visitors 

Parents who bring pupils into school after the start of the school day due to hospital, dental appointments etc. need to register at the office. They must not – leave their child without seeing a member of the office staff or someone in authority and ensuring that their child has been handed over into the care of a member of the school staff.

Parents must always follow the signing in procedures. Parents and carers must not walk through the building without identification or enter classes during lesson times without prior arrangement.

If parents wish to discuss issues with staff this must be done before or after school. During the teaching day any queries should be directed to the school office. Discussions should not take place in class in front of pupils and during lesson time.

Parents as volunteers

Parents who are assisting in school as volunteers must follow the signing in process but on receipt of their visitors pass may then proceed to the class in which they will be working, which will have been organised by a member of staff by prior arrangement.

All regular visitors who are volunteers will undergo an induction process. 

Professional Visitors 
Regular professional visitors such as Occupational Therapists, Physiotherapists, Speech Therapists, Educational Psychologists, Social Workers, etc. will often be wearing their professional identification badge which states their details. They should still enter their details in the visitors book and be compliant with the regulations.

Workmen

Workmen carrying out maintenance etc on the school site should still report to the school office if carrying out work in the school grounds, before beginning their work, in order to comply with health and safety and safeguarding procedures.

After school hours

Medstead School has frequent visitors before or after the end of the official school day i.e. 3.15pm. Workmen will generally ask for the assistance of the caretaker and it is the responsibility of all school staff to ask these visitors to follow the protocol above, as pupils may be on site due to after schools clubs and extended school provision.

Therefore it is important that all staff are knowledgeable about the Visitors and Lone Workers policies and where badges are kept, questions to ask etc.

There are also a number of community users which utilise Medstead School’s facilities and these ‘User Groups’ also need to follow the protocols set out in the school’s lettings policy.

This policy should be read in conjunction with relevant health and safety policies and documentation, child protection and safeguarding policies and documentation and the schools single equality plan. 

Review date:  March 2013
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