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Our Christian Vision
As a Christian family at St Peter’s School, we create a unique place of learning, nurturing the gifts that God in His awesomeness has given us. We encourage every child and prepare them for life’s journey, inspiring them to fulfil their potential, their dreams and their aspirations.

Sowing the seeds of tomorrow.

(Matthew 13:1-23)

Aims
We welcome all parents and visitors to Darwen St. Peter’s Church of England Primary School.  The visitor policy is for the safety of our pupils and staff and we ask for co-operation from staff, pupils, parents and visitors.  We believe that purpose of inviting visitors into school needs to be clear for both the class teacher and the visitor.

Reasons could include:

· Enhancing the curriculum 

· Raising awareness of an issue

· Providing expertise

· Building links with the community

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

· Raising the profile of a programme within the school

· Public relations for the school

· Part of staff training

· Skills awareness and training

· As a resource

· Give students work experience

Parents and visitors are required to report to the office entrance and sign in using the electronic system. All visitors must display their visitor's badge; if staff come across a visitor without a badge on the school site, they must immediately alert a member of the senior leadership team.

Darwen St. Peter’s Church of England Primary School reserve the right to refuse entry or terminate a visit at any time.
Visitors include parents, volunteers and governors and can be classified according to their degree of access to children:

· People working with children - peripatetic teachers, sports coaches, LA employees, school nurses, volunteers.  Unless the visit is expected or the visitor is well known to the person admitting them, their identity should be confirmed.  All such visitors will have an enhanced DBS clearance (see DBS and List 99 procedure).  If the clearance is not held by us we will require confirmation that appropriate clearance has been obtained and visitor will wear a badge issued by the organisation holding their DBS clearance.
· People working with resources - builders, gardeners and people working on computers or other equipment.  Unless the visit is expected or the visitor is well known to the person admitting them, their identity should be confirmed and the authority of a member of staff be obtained. They will be issued with a visitor badge and are to be supervised whilst children are on the premises. The amount of supervision required is dependent on the visitors' actual or potential proximity to children and the school’s knowledge of them.

· Escorted visitors - parents and guardians, prospective parents, job candidates, other people who have requested to see the school or talk to members of staff and anybody not in the above categories must be accompanied at all times.
Visitors who may have difficulty evacuating the building in the event of an emergency should be offered an escort. If such people are regular visitors and would not otherwise need to be

accompanied, we will consider improving accessibility. This policy does not apply to audiences at performances in the school hall and similar events.

A person making a delivery is not classed as a visitor and therefore not required to sign in. Deliveries are to be left near the entrance foyer as directed by the office staff receiving the delivery.
All visitors should:

· Enter the building through the main entrance and sign in using the electronic system, if this is unavailable, office staff with record details of visitors manually 
· Be given an induction to the school. The detail of this will depend on the length and number of visits. (To include safeguarding, confidentiality and safety advice) 
· Be offered toilet facilities and/or refreshments
· Sign out using the electronic system, so that in case of a fire drill or an emergency the school is aware of all possible people on site
· Be escorted out and thanked for their visit.
What the school will need before the visit

Visitors need to provide advance notice of any resources they may want to use so that teachers can check on the suitability of the materials.

Expectations
If visitors have come to give talks to pupils on topics that may be sensitive, they must be made aware of the ground rules identified in the SRE Policy and Confidentiality Policy:

· Every confidence will be treated in a sensitive way so that pupils feel supported

· Both pupil and visitor understand that there are some instances where confidentiality will have to be shared with others in order to protect and support the pupil.

· The meaning of words will be explained in a sensitive and factual way

· No-one will be forced to take part in a discussion

· Names of individuals are never mentioned in discussions or questions

Check points for teachers organising a visitor

After initial contact with prospective visitor:

· What is their name?

· Have they been recommended and by whom?

· Contact details – telephone/fax/e-mail address

· Is a fee required?

· Are expenses needed?

· Do they know how to get to the school?

· Do they have any/appropriate teaching experience?

Further details:

· Are DBS checks needed?/ Visitor to provide site of this.
· Is a letter/fax/e-mail needed to confirm the visit?

· Is the resource material age appropriate and has enough been provided for the number of pupils?

· Date/time of visit?  

· Does the proposed date/time clash with any other events organised? 

·  If not visit needs to be recorded in the school diary.
Resources needed:

· Which teacher will support the visitor?

· Inform school secretary of visit

· Staff to welcome visitor at reception

· Inform other staff members if visit interferes with other lessons

· Cost

· Do parents need to be informed by letter?

· Has the letter been approved by the Headteacher and been e mailed to the office manager?
· Is the visitor aware of school ethos and values?

· Any particular seating arrangement needed?
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Sowing the seeds of tomorrow


Matthew 13:1-23


love, respect, trust, truthfulness, forgiveness











