
Visitors Policy and Procedure

Statement
As a school our prime concern is the education of the children in a safe
environment. We want to ensure that we are careful about when and how
visitors are invited into the school.

Procedure
1. Anyone wanting to visit the school must make their request in writing

or via an email, stating the nature of their interest.
2. The relevant teams will be sent the request to discuss in their team

meeting.
3. A response from the teams will be communicated to the visitor, via

administration.
4. If accepted, a member of the team must be allocated as the

supervisor for the visitor whilst at the school.
5. On arrival to the school, the visitor must sign into the visitor’s book

and wear a visitor’s badge.
6. The visitor, if observing any work in the school during their visit must

also read and sign the General Health and Safety Induction and the
Confidentiality Agreement document on arrival.

7. Good practice is to have a copy of the visitors DBS if they have one.
Alternatively, the visitor can show their passport or photo card
driving licence as ID.

8. Visitors must always be supervised and never left alone with a child
or children.

9. Visitors must abide by the rules of the school, which are available
for reference in the school office.

Unauthorised Visitors
Should a visitor arrive at the school with a request to have a look around
and has not previously contacted the school the following procedure must
be followed:

1. The administrator will answer the door to the visitor and check their
ID.



2. If the administrator has time they will invite the visitor into the office,
ask them to sign the visitors book and will talk to them about their
interest in the school.

3. If applicable the administrator will give a short tour of the communal
areas of the school.

4. The administrator can book a more convenient meeting time for the
visitor to return if it is inconvenient that day or ask they put their
request in writing.
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