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Policy Statement 

Underley Garden School ensures that all visitors have a warm, friendly and professional welcome to school, whatever the purpose of their visit.  

The school has a legal duty of care for the health, safety, security and wellbeing of all our pupils and staff.   We have a duty to safeguard our pupils from subjection to any form of harm, abuse or nuisance.  

In performing this duty, the school 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’s escorted departure from the school site.  

This policy's objective is to have in place a clear protocol and procedure for the admittance of external visitors to the school, which is understood by all staff, visitors and parents and conforms to child protection and safeguarding guidelines.  

This policy applies to:
· All staff employed by Outcomes First Group
· All external visitors entering the school site
· Any personnel from Outcomes First Group
· All parents and carers
· All contractors - building/maintenance, agency staff (teaching / care) and therapy staff
· Independent contractors who transport pupils (taxi companies or volunteer drivers)




Visitor Guidelines Protocol and Procedures

All Visitors Should:
· Report to the main school office (Reception) and be signed in by office staff using the pre-printed passes
· Visitors are to display their passes at all times
· Visitors, please note our safeguarding information displayed in main office (Appendix 1)
· Building/Maintenance contractors need to report to the main school office to sign in before being introduced to the Facilities Manager who will provide relevant access to the site as is required 
· Contractors will be expected to adhere to Health and Safety regulations and ensure that safe working practices are followed
· All contractors (not on the approved contractor list) will be fully supervised during term time/school hours
· Other than identified parents, visitors to see pupils must have proof of identity
· Visitors will not be left unaccompanied with a pupil unless proof of identity has been shown and the school has received prior knowledge/given permission for the appointment
· Visitors to our school site not displaying visitor badges will be asked for identification, if not signed in they should report immediately to the main school office.  If they have lost their badge they should report to the main school office for a replacement  
· Any visitors on site who are not recognised, or who are not appropriately badged should be politely asked their business – if necessary visitors may be asked to leave school premises, if this is the case a member of SLT must be informed
· All visitors must sign out in the main office before leaving the site
· Underley Garden School is a non-smoking site and visitors are kindly asked not to smoke anywhere on the premises




Staff responsibility 

Staff should:
· Advise the main school office by email of the day, date, time and name of the visitor (this includes parents/carers), advise location of meeting
· Make arrangements to meet visitors
· Escort visitors to the location of meeting
· All visitors (unless agency staff that have been approved by School Administrator) should not be left unattended during term time/school hours on the school site – the only exception is reception area/conference room
· Advise main school office of any alterations to appointments
· At the end of the meeting escort the visitor back to main school office to sign out

Main school office responsibility – signing in procedure
Main school office should:
· Ask all visitors to sign in, issue visitors with visitor badge.  All visitors (other than parents/carers) will be asked for formal ID
· Inform relevant staff of visitors arrival, all visitors to wait in reception (main hall) until collected
· If visitors need facilities, main office to escort to staff/visitor toilets

Contractors / agency staff
The school has an approved contractor list for building/maintenance repairs.  These contractors have undergone the same recruitment procedure as a member of staff.  They have a DBS check and are recorded on the staff central register.  These contractors are allowed to travel around the site unattended by a member of staff.  Contractors will only attend site at the request of the Facilities Manager.
The school also uses contract therapy staff.  The therapy staff have undergone the same recruitment procedure as a member of staff.  They have a DBS check and recorded on the staff central register.  The therapy staff travel around the school site unattended and see pupils on a one to one basis.   The therapy staff have been approved by the Principal or Deputy Headteacher.

All agency staff are supplied to the school via an approved agency, all agency staff meet with the Principal or Head of School before starting work with school to check suitability for role.   All agency staff have been checked by the agency and have a DBS with the agency.  Before starting with the school all agency staff are ID checked and a copy of their DBS is taken.  All agency staff receive in house child protection training and are supervised by staff.

Unknown/Uninvited Visitors to School
Any visitor to the school site who is not wearing a visitor badge should be challenged politely to enquire who they are and their business on the school site.  They should then be escorted to the main office to sign in and be issued with a visitor badge.  The visitor procedures will then apply.
In the event that the visitor refuses to comply, they should be asked to leave the site immediately and the Principal, Vice Principal or Head of Care informed promptly.  



The school’s Senior Leadership team will consider the situation and decide if it is necessary to inform the police.
If an unknown/uninvited visitor becomes abusive or aggressive, they will be asked to leave the site immediately and warned that if they fail to leave the school site, police assistance will be called for.

Acorn Education staff
All Options Education staff are recruited by the Outcomes First Head office (HR department).    Appropriate staff from Outcomes First are on the schools staff central register, these staff are allowed to move around the school unattended, but still are required to sign in at the main school office.
Any other Outcomes First Group staff that visit school (and are not on the schools staff central register) are treated as external visitors and follow the visitor procedures above.

Staff Induction
As part of their induction, new staff will be made conversant with this policy for visitors and asked to ensure compliance with its procedures at all times.

Linked policies
This policy and procedures should be read in conjunction with other related school policies including:
Safer Recruitment Policy
Child Protection Policy



Appendix 1 

Safeguarding

Underley Garden School recognises that the welfare of the child is paramount and takes seriously its duty and responsibilities to safeguard and promote the welfare of the children and young people in its care. 

Underley Garden School will:
· protect the welfare of children and young people and support their development in a way that will foster security, confidence and resilience
· promote a culture which makes the school a safe place to learn
· promote a culture which makes the school a safe and secure place for children and young people to live, grow and develop acceptably

We ask that all visitors to our school follow our visitor guidelines; you will be guided by staff.  

Please sign our visitors book, filling in all sections and sign out when leaving the school site.  Please take note of our Fire/Emergency procedures.

If you need to use any facilities please let a member of staff know.

We do not allow any visitors to move about the school site without being escorted by a member of staff.

Garden Court School is a non-smoking site and visitors are kindly asked not to smoke anywhere on the premises


Thank you for cooperation 
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