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Aim 
To have in place a clear protocol and procedure, this is understood and implemented by all staff, Governors, visitors and parents/carers. The ultimate aim is to ensure that students at our school can learn and enjoy extra-curricular experiences, in an environment where they are safe from harm. 
2. Introduction
 Visitors are very welcome to our school, however it is our schools responsibility to ensure that the security and well-being of our pupils is uncompromised at all times. The school has a legal duty of care for the health, safety and wellbeing of all pupils and staff. This duty of care incorporates the duty to ‘safeguard’ all pupils from being subjected to any form of harm or abuse. It is the responsibility of the Governing Body and the Head of School to ensure that this duty is implemented 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 procedure. 
1. Policy Responsibility 
The Governing Body and Head of School has overall responsibility for the dissemination, coordination and implementation of this policy. The Business Manager is the member of staff responsible for the daily implementation and coordination of this policy. All breaches of this policy must be reported to the Head of School.
2. Where And To Whom The Policy Applies
 The school is deemed to have control and responsibility for its CYP anywhere on the school site, during normal school hours, during after school activities, and on school organised (and supervised) off-site activities. 
The policy applies to: 
 All teaching and non-teaching staff employed by the school; 
 All external visitors entering the school site during the school day or for after school activities (including supply staff/sports coaches and topic related visitors e.g. authors, journalists);
  All Governors of the school; 
 All parents/carers; 
 All pupils;
  Other education related personnel (Local Authority staff, Inspectors, health care professionals;  Buildings and Maintenance Contractors and Sub-Contractors. 
5. Protocol And Procedures
 Planned Visitors to the School
 In the majority of cases most visitors to the school will be planned visitors. Any staff member arranging for a visitor to come into school should ensure that they have advised the visitor as to the identification / documentation they will need to produce when visiting 
 politely reminded the visitor to park responsibly, if travelling by car, in order to ensure the safety of our children and that there is no inconvenience any the local residents; 
 informed the school office of the pre-arranged visitors to the school, in advance of the visit; and entered the visit details onto the school INVENTRY system . 
Registering with the School 
Office On arrival all visitors must report to the school office via the entrance on Roper Street, no visitor should enter the school via any other entrance. Once at reception, a member of the office will greet the visitor and; 
 ask the visitor their name, the purpose of their visit and their point of contact within the school; 
 ask the visitor to provide formal identification and other necessary documents 
 take a copy of the identification provided by the visitor. If the visitor fails to arrive with  appropriate identification, they will not be permitted to have unsupervised contact with a child.  ensure the visitor signs in via INVENTRY making note of their name, organisation, who they are visiting and the time of arrival and car registration number;  issue the visitor with a visitor’s badge. All visitors are required to wear an identification badge, the badge must remain visible throughout their visit; 
 provide the visitor with a copy of the Safeguarding for Visitors’ (Appendix 1) to ensure that the visitor is aware of whom the designated lead is for child protection and that any safeguarding concerns should be reported to them; 
 escort the visitor to their point of contact OR ask their point of contact to come to the school office to receive the visitor. The contact will then be responsible for them while they are on site. The type of documentation the visitor will be required to produce will depend on the type of visitor and if the type of activity they will be engaged in whilst on school premises, On departing the school, visitors should leave via the school office and: 
 enter their departure time in the Visitors’ Record Book alongside their arrival entry; and return the identification badge to the school office.
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Please Don’t…….
X Whilst we encourage our pupils to engage with others, it is not recommended that as a visitor, you make the first move.  Therefore, please do not instigate verbal or physical contact with young people (this applies to both off and on site).  Unless it is appropriate and part of your visit.
X It is natural for our pupils to be inquisitive when new people are around and you may be approached by them.  Please do not engage in verbal or physical contact from our young people.  If this occurs, or you have any other concerns about behaviour then report it immediately to a member of staff.
X Give any personal information to any young person, for example your name, address, telephone, mobile number or email address.  This includes access to your social networking site.
X Accept or respond to a young person attempting to give you personal information, for example their name, address, telephone number, email address or access to a social networking site.  If this occurs please report it immediately to a member of staff.
X Accept physical or verbal abuse from a young person.  DO NOT respond yourself, but report it immediately to a member of staff.
X Use any school facilities e.g. toilets, changing rooms etc unless you have been authorised to do so.  There are toilets for your use in reception.




























[image: ]





Please Do…….
√ Be aware that the verbal interaction with young people may be interpreted by them as offensive or harassment, even if this was not your intention.
√ Report any unacceptable behaviour from a young person.
√ Be aware that as a contractor you may come into contact with a young person whilst working on the school site.  Any further contact with our young people outside of the school environment may have an impact on your employment.
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