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Policy Statement
The School has a legal duty of care for the health, safety, security and wellbeing of all pupil’s and staff.  This duty of care incorporates the duty to safeguard all pupils from subjection to any form of harm, abuse or nuisance.  It is the responsibility of the Governing Body, the Headteacher and senior staff to ensure that this duty is uncompromised at all times. 
In performing this duty, the Governing Body recognises that there can be no complacency where child protection and safeguarding procedures are concerned.  The School therefore requires that ALL VISITORS (without exception) comply with the following policy and procedures.  Failure to do so may result in the visitor being escorted from the school site and future access withdrawn.
The Headteacher retains the right to exclude any Visitor/Approved Visitor to the School who fails to comply with the Schools Policies, Procedures, Standards or Conduct; any exclusion either temporary or permanent is at the Headteachers discretion.
Aim
We aim to provide a warm and welcoming environment for the many people who visit our school.  However we also need to ensure the safety of pupils and staff and avoid disrupting the pupils’ education. The ultimate aim is to ensure that students can learn in an environment where they are safe from harm.
Objectives
To have in place a clear protocol and procedure for the admittance of external visitors to the school which is understood by all staff, governors, visitors and parents and conforms to a child protection and safeguarding guidelines.

Protocol and Procedures
Visitors to the School 
 The school has a wide range of visitors who come to the school for a number of different purposes. The School is deemed to have control and responsibility for its pupils anywhere on the school site (i.e. within the school boundary fence), during normal hours, during after school activities and on school organised (and supervised) off-site activities.
The policy applies to all Visitors including volunteers entering the school site during the school day or for after school activities 
Visitors:  The examples below show some of the usual visitors to school and reasons for their visit
	Visitor
	Possible Reasons for Visit

	Parents/carers
	Annual reviews, parents mornings/afternoons, clinics, school celebrations, appointments with nurses, physiotherapist, S&LT

	Prospective parents
	To look round school

	Students
	To gain relevant experience related to their particular course of study

	VI/HI teacher
	To assess/work with pupils with visual/auditory impairment

	Students on work experience
	To gain experience of work

	Contractors
	To carry out routine maintenance of building, grounds, to carry out cyclical maintenance of equipment e.g. hoists

	Health authority colleagues
	To carry out clinics, to meet with school based health authority colleagues

	LA personnel
	Finance, personnel issues, planning

	Governors
	To meet with head, attend governors meetings, visits



Approved Visitor List
Approved visitors normally include carers and professionals who are present solely for the purposes of working with and supporting pupils at the school.
The School will hold an Approved Visitor List for visitors who frequently visit the school site to undertake work within the school.  A copy of the Approved Visitor List will be kept by the School Business Manager in the School Office.
To qualify for this list the visitor must have demonstrated, prior to the visit that:
· They have a current clear enhanced DBS plus Barred List check and a copy of this has been registered on the School’s Central Register.
· They have the written authorisation of the Headteacher or Business Manager to travel around the school site unaided.
 
Procedures for Visitors
All visitors including those on the Approved Visitor List MUST follow the same procedures on entry to the premises.
The school has electronic gates and front doors.  
During the day the main gates are open; areas where pupils may be at work or play are secure.   Visitors need to use the buzzer at the front door in order to be admitted into school building.  They will not be permitted into the building unless permitted so by a member of the school staff.
During the evening the electronic gates are locked and visitors have to use the entry phone by the front gates before they are allowed first into the school grounds.  Visitors then need to use the buzzer at the front door in order to be admitted into school building and must explain who they are and the purpose of their visit.  Visitors should be ready to produce formal identification upon request.  They will not be permitted into the building unless escorted by a member of the residential staff.  
Under certain circumstances visitors may be refused admission into the grounds or the building e.g. if there was a legitimate concern for the health and safety of staff or pupils
All visitors during the day or evening have to sign in at Reception and wear a visitors badge, unless they have a recognised form of identification e.g. badge identifying them as a LA employee – the badge must remain visible throughout their visit.
The receptionist telephones the relevant contact in school who then goes to Reception and escorts the visitor to the appropriate area of school. The contact will then be responsible for the visitor whilst they are on site. Visitors are never left alone with pupils.
Contractors
The school policy is that contractors do not work in school during the school day, unless there is an emergency.  This is to ensure that pupils’ education is not disrupted and also for safeguarding reasons.  In general contractors are expected to work before or after the school day or during the holidays.  If contractors need to be in school during the school day this must be during the site managers working time.

Making appointments
As the school is a very busy environment we aim to keep disruptions to a minimum.  Wherever possible we request that visitor’s phone school in advance to arrange visits so that they can be sure that the person they want to see is in school and available to see them.
Weekly Diary
There are a large number of health and education authority staff who are based at the school and this means that there are many meetings and visitors who come into school.  The weekly diary sheet gives advance notice of visitors and meetings taking place in school as well as information about school-based staff who are attending meetings or courses outside school.
Pupil Visitors
Visits by former pupils need to be planned in advance and normally take place at lunchtime or on Friday afternoons. This is to ensure that the education of pupils in school is not disrupted.
Special Situations
Custodial and non-custodial parents of pupils are entitled to visit their child’s school unless there is a court order restricting contact.  In cases where a non-custodial parent seeks permission to visit school we will try to notify the custodial parent of the planned visit.
The head teacher has the authority to exclude from the school premises any person who disrupts or who appears likely to become disruptive.  Where necessary this could include calling the police.
DBS Checks
All staff and students who work in school (from health and education) must have a valid enhanced DBS and Barred List check.  This also applies to Governors. Visitors who are in  school for a “one off” visit for example,  to talk to a class, lead an assembly or tour the school do not require a DBS check but must be accompanied at all times. This also applies to volunteers, except those where the supervision criteria cannot be met and will therefore need an enhanced DBS check.


Other Associated Policies
The following Policy and Procedures should be read and adhered to in conjunction with other related school policies:
· Child Protection/Safeguarding Policy
· Security Policy
· Confidentiality Policy
· Health and Safety Policy
· Code of Conduct

	Signed on behalf of the Governing Body:
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