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1. Policy Statement
St Andrew’s is committed to providing a safe, secure and welcoming environment for all children, staff, families and visitors.
The safety and safeguarding of children is our highest priority. The setting recognises that effective management of visitors is an important part of safeguarding and site security.
All visitors must have a valid reason for entering the premises and must comply with the setting's safeguarding, health and safety and security arrangements.
Visitors will be treated courteously and professionally while ensuring that appropriate checks and safeguards are maintained at all times.
No visitor will be permitted to have unsupervised access to children unless they have been appropriately authorised, are suitable to do so and have completed the necessary checks and procedures for their role.
2. Aims
This policy aims to:
· Protect children, staff and visitors from potential harm.
· Ensure that the identity and purpose of visitors are established.
· Prevent unauthorised people from accessing the setting.
· Ensure visitors are appropriately supervised.
· Maintain accurate records of people entering and leaving the premises.
· Support effective safeguarding arrangements.
· Provide clear procedures for dealing with suspicious or unauthorised visitors.
· Ensure contractors and professionals understand their responsibilities while on site.
· Maintain a secure environment without unnecessarily restricting legitimate visitors.
3. Who is a Visitor?
For the purposes of this policy, a visitor is any person who is not a member of the setting's permanent staff team and who enters the premises.
This includes, but is not limited to:
· Parents/carers attending for meetings or appointments.
· Local authority professionals.
· Ofsted inspectors.
· Health professionals.
· Social workers.
· Speech and language therapists.
· Educational psychologists.
· Other professionals working with children or families.
· Contractors and tradespeople.
· Delivery personnel.
· Students and trainees.
· Volunteers.
· Representatives of external organisations.
· Governors or trustees where applicable.
· Prospective families.
· Maintenance and service providers.
· Other invited guests.
4. Visitors' Procedure
All visitors must report to the designated reception or entrance point on arrival.
Visitors must not enter areas where children are present without first reporting to an appropriate member of staff.
On arrival:
1. The visitor must state their name, organisation (where applicable) and reason for visiting.
2. The visitor's identity will be checked where appropriate.
3. The visitor must sign in using the Visitor Log or approved electronic/iPad system.
4. The time of arrival will be recorded.
5. The reason for the visit will be recorded where required.
6. Visitors will be provided with the appropriate visitor identification badge or other means of identification where the setting uses one.
7. Visitors will be informed of any relevant safeguarding, health and safety or emergency procedures.
8. Visitors will be accompanied or appropriately supervised unless they have been authorised to move around the setting independently.
9. The visitor must sign out when leaving the premises.
10. The time of departure will be recorded.
5. Checking Identity
Where a visitor is expected, staff should establish their identity before allowing access to the setting.
Where appropriate, visitors may be asked to provide suitable identification.
If staff are uncertain about a visitor's identity, purpose or authority to enter the premises, they should:
· Ask the visitor to wait in an appropriate area.
· Contact the organisation they claim to represent using an independently sourced or known contact number.
· Seek advice from the setting manager, Headteacher or Foundation Stage Leader.
· Refuse access until their identity and reason for visiting have been satisfactorily established.
Staff should not rely solely on a telephone number provided by an unknown visitor when verifying their identity.
Where a professional visitor is expected from an organisation such as the local authority, Ofsted, health services or another statutory body, the setting may verify their identity with the relevant organisation where necessary.
6. Unannounced Visitors
An unannounced visitor will not automatically be allowed access to the setting.
Staff should establish:
· Who the person is.
· Which organisation they represent, where applicable.
· Why they are visiting.
· Who they are expecting to meet.
· Whether the visit has been authorised.
If the visitor cannot provide a satisfactory reason for being on site, access will be refused.
Where there is uncertainty, staff should seek advice from the manager or senior member of staff.
7. Supervision of Visitors
Visitors must not be left unsupervised with children unless:
· Their role requires direct work with children.
· The appropriate suitability and safeguarding checks have been completed.
· The setting has authorised them to undertake the activity.
· The appropriate arrangements are in place.
Visitors who have not completed the setting's required checks must remain under appropriate staff supervision.
Staff must remain alert to the location and activities of visitors while they are on the premises.
Visitors must not:
· Take children to another area without authorisation.
· Undertake intimate care.
· Photograph or record children.
· Access children's confidential records unless specifically authorised.
· Use personal mobile phones or recording equipment around children unless authorised for a legitimate purpose.
· Remove children from the setting.
· Access areas of the setting that are not relevant to their visit.
8. Professionals Visiting the Setting
Professionals visiting the setting to support individual children or families may include social workers, health professionals, speech and language therapists, educational psychologists and local authority staff.
Where possible, professional visits should be arranged in advance.
Staff should verify the visitor's identity and professional role where appropriate.
Professionals must comply with the setting's safeguarding, confidentiality, data-protection and health and safety requirements.
Where a professional needs to speak with a child, appropriate arrangements will be made to protect the child's welfare, privacy and dignity.
Information will only be shared with professionals where there is a legitimate reason and in accordance with safeguarding, confidentiality and data-protection requirements.
9. Ofsted and Regulatory Inspectors
Ofsted inspectors or other authorised regulatory inspectors will be permitted access in accordance with statutory inspection arrangements.
Staff should:
· Check the inspector's identity where appropriate.
· Notify the Headteacher, manager or designated senior member of staff.
· Follow the setting's inspection procedures.
· Provide reasonable assistance and access to relevant records and areas as required.
· Continue to prioritise children's safety and welfare throughout the visit.
Staff should not obstruct a legitimate inspection.
10. Contractors and Maintenance Workers
Contractors and maintenance workers must report to the designated reception or entrance point on arrival.
Their identity and reason for attending should be established.
Where contractors are working in areas accessible to children:
· Appropriate risk assessments must be considered.
· Work areas should be secured where necessary.
· Tools, equipment and hazardous materials must not be accessible to children.
· Contractors should be appropriately supervised where required.
· Contractors must not have unsupervised access to children unless they have been appropriately authorised and checked for their role.
· Work should be arranged, where reasonably possible, to minimise disruption to children's care and learning.
Contractors must sign in and out of the premises.
11. Delivery Personnel
Delivery personnel should normally remain in designated areas and should not enter areas where children are present unless there is a legitimate reason and staff supervision is provided.
Where possible, deliveries should be received by an appropriate member of staff.
Staff should ensure that delivery areas do not create a risk to children.
12. Students and Volunteers
Students and volunteers may only attend the setting following appropriate authorisation and in accordance with the setting's safeguarding procedures.
Students and volunteers must:
· Sign in and out.
· Follow the setting's safeguarding procedures.
· Follow staff instructions.
· Maintain confidentiality.
· Remain appropriately supervised.
· Never undertake duties outside their agreed role.
· Never undertake intimate care unless specifically authorised, appropriately trained and permitted under the setting's procedures.
The setting will ensure that students and volunteers understand that safeguarding is everyone's responsibility.
13. Parents and Carers
Parents/carers are welcome visitors to St Andrew’s but must follow the setting's visitor arrangements.
Parents/carers attending meetings, appointments or events may be required to sign in and/or wear an appropriate visitor identification badge.
Parents/carers must not:
· Enter restricted areas without permission.
· Take photographs or videos of other children.
· Approach or remove another child.
· Interfere with the care or supervision of children.
· Use inappropriate or threatening behaviour towards staff, children or other families.
Where a parent/carer needs to collect their child, normal collection procedures must be followed.
14. Confidentiality and Data Protection
Visitors must respect the confidentiality of children, families and staff.
Visitors must not:
· Access confidential information without authorisation.
· Photograph or record children without appropriate permission and authorisation.
· Discuss children or families outside the setting.
· Remove records or documents from the premises without authorisation.
· Share personal information obtained during their visit unless legally authorised to do so.
Where visitors require access to confidential information as part of their professional role, access will be limited to information that is necessary and proportionate.
15. Photography, Video and Recording
Visitors must not photograph, video or otherwise record children unless this has been specifically authorised by the setting and is consistent with parental permissions, safeguarding requirements and the setting's policies.
Personal mobile phones and recording devices must not be used to photograph or record children.
Any authorised photography or recording must follow St Andrew’s photography, mobile-phone, data-protection and safeguarding procedures.
16. Unauthorised Visitors
If a person is found on the premises without authorisation, staff should:
· Remain calm and professional.
· Establish who the person is and why they are on the premises.
· Inform the manager or senior member of staff immediately.
· Ask the person to report to the designated reception area or leave the premises.
· Avoid putting themselves or children at unnecessary risk.
· Contact the police where necessary.
Staff should not physically confront or attempt to remove a person where doing so could place themselves or others at risk.
17. Visitors Who Refuse to Leave
If an unauthorised visitor refuses to leave:
· The manager or senior member of staff must be informed immediately.
· Staff should keep children away from the individual where possible.
· Staff should avoid confrontation.
· The police should be contacted if the person presents a threat, refuses to leave or staff believe that there is an immediate safety concern.
· An incident record must be completed.
· The incident must be reported through the appropriate safeguarding or management procedure.
· The setting will consider whether further action is required to prevent recurrence.
18. Emergency Situations
In an emergency, the safety of children and staff takes priority over normal visitor procedures.
Visitors will be expected to follow staff instructions and the setting's emergency procedures.
During an evacuation, staff will ensure that the visitor register is available so that all visitors can be accounted for.
Visitors must not leave the designated assembly area until instructed to do so.
19. Visitor Log
The setting will maintain an accurate record of visitors.
The Visitor Log/electronic visitor system should record, where appropriate:
· Visitor's name.
· Organisation.
· Reason for visit.
· Time of arrival.
· Identity verification where required.
· Relevant staff member hosting the visit.
· Time of departure.
Staff must ensure that visitors sign out before leaving the premises.
The visitor record will be checked periodically to ensure that visitors currently on site can be accounted for.
20. Emergency Evacuation and Visitor Accountability
In the event of an evacuation, the person responsible for the visitor log should take it to the designated assembly point where safe to do so.
Staff will use the record to establish whether all visitors have left the building.
Visitors must follow staff instructions and remain at the designated assembly point until the emergency procedure has been completed.
21. Safeguarding Concerns About Visitors
Any concern about the behaviour, conduct or suitability of a visitor must be reported immediately to the manager or Designated Safeguarding Lead (DSL).
This includes:
· Inappropriate behaviour towards children.
· Attempting to access children without authorisation.
· Taking photographs or recordings without permission.
· Attempting to obtain confidential information.
· Aggressive or threatening behaviour.
· Refusal to follow setting procedures.
· Attempting to remove a child without authorisation.
· Any behaviour that causes staff to feel concerned about a child's safety.
Where a concern relates to a professional, contractor, volunteer or other adult working with children, the setting's safeguarding and allegations-against-staff/adults procedures will be followed where applicable.
22. Staff Responsibilities
All staff are responsible for maintaining site security.
Staff must:
· Challenge unfamiliar or unauthorised people appropriately.
· Follow visitor procedures consistently.
· Never knowingly allow an unauthorised person access to children.
· Report concerns immediately.
· Ensure visitors are appropriately supervised.
· Keep entrance doors and security points appropriately secured.
· Never allow someone to enter by following another person through a secure entrance without appropriate checks.
· Ensure visitors sign in and out.
· Follow emergency procedures.
· Maintain professional confidentiality.
Staff should not assume that someone is authorised simply because they appear familiar or say that they have visited the setting previously.
23. Site Security
St Andrew’s will take reasonable steps to maintain secure premises.
This includes:
· Maintaining appropriate control of entrance and exit points.
· Keeping external doors secure where appropriate.
· Monitoring access to areas where children are present.
· Ensuring visitors report to the designated entrance/reception point.
· Ensuring gates and other access points are secured appropriately.
· Reporting damaged or faulty security equipment.
· Reviewing security arrangements following incidents or identified concerns.
Staff must not prop open secure doors or gates in a way that compromises children's safety.
24. Balancing Safeguarding and a Welcoming Environment
St Andrew’s recognises the importance of maintaining positive relationships with parents, professionals and the wider community.
Visitor procedures will therefore be implemented in a way that is:
· Proportionate.
· Professional.
· Respectful.
· Consistent.
· Child-centred.
· Sensitive to individual circumstances.
Safeguarding requirements will always take priority where there is a conflict between convenience and safety.
25. Monitoring and Review
The Headteacher, Foundation Stage Leader and management team will monitor the effectiveness of visitor procedures.
This may include reviewing:
· Visitor logs.
· Security arrangements.
· Incidents involving visitors.
· Staff feedback.
· Safeguarding concerns.
· Contractor arrangements.
· Emergency procedures.
The policy will be reviewed annually or sooner where:
· Legislation or statutory guidance changes.
· There is a significant incident.
· A safeguarding concern identifies a weakness.
· Site arrangements change.
· New security measures are introduced.
· Staff identify a need for improvement.
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SCHOOL MOTTO:

Respect, Achievement, Fun.
MISSION STATEMENT:

“Shine like stars.” Philippians 2:15

At St Andrew’s we want our children to have the brightest futures, each one nurtured
individually to be a shining light with their own unique twinkle. We encourage our
children to have high aspirations and to always try their best, knowing that they are at
the centre of everything we do. We teach one another to have respect, to achieve and
to have fun. We help our children to understand that with trust, compassion, friendship
and forgiveness they can shine. Our vision draws inspiration from Philippians 2:15-16
(NCV) 'Then you will shine like stars in the dark world.' This vision is based on all
members of the school community showing God’s light to others through our character,
our conduct, our actions and our words.
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