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CLIFTON PRIMARY SCHOOL 
This Visitors Policy sets out the expectations and procedures for all visitors to Clifton Primary School. The purpose is to:
· Safeguard pupils, staff, and visitors.
· Ensure a welcoming, safe, and orderly environment.
· Comply with UK safeguarding legislation, including Keeping Children Safe in Education (KCSIE 2025)
Key Members of Staff
Headteacher: Mr M Connolly
Deputy Headteacher: Mrs A McIlveen
Assistant Headteachers: Mrs R Doherty and Mrs L Young
DSL: Mrs E Shepherd
DDSL: Mrs A McIlveen, Mrs R Doherty, Mrs L Young and Mrs R Roaden

Intent – What we will do

The purpose of this policy and its associated procedures is to contribute towards the safeguarding of all children and staff both during and outside of school hours when they are on our site. The ultimate aim is to ensure that all children and staff learn and work in an environment where they are safe and free from harm.
The key objectives of this policy 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, governors, visitors and parents/carers and conforms to child protection guidelines and prevents unsuitable people from working with or accessing children and young persons in the school setting.
We have responsibility for the safety and well-being of all of our children anywhere on the school site, during normal school hours, during after school activities and on school organised (and supervised) off-site activities. This 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 peripatetic tutors, sports coaches etc)
· Governors
· Parents/carers
· Volunteers
· Children
· Local Authority staff
· Building & Maintenance Contractors
Principles
The school is committed to:
· Maintaining a secure environment for pupils and staff.
· Welcoming visitors appropriately.
· Ensuring all visitors understand their safeguarding responsibilities.
· Managing access to the site safely.

Implementation – How we will do it.
Protocol and Procedures
Visitors Invited to the School
Before a visitor is invited to the school, both the Headteacher and Deputy Headteacher are informed, with a clear explanation as to the relevance, purpose date and time of the visit . Permission must be granted by the Headteacher before a visitor is asked to come into school.

On arrival
· Formal visitors representing the LA, businesses, contractors, outside agencies etc are required to present formal identification
· All visitors enter the school building through the main door and report to Administration staff
· All visitors must state the purpose of their visit and who has invited them or who they wish to see. They should be ready to produce formal identification
· All visitors are required to sign the Electronic Visitors Register at Reception 
· All visitors are required to wear an identification badge which will be provided
· All visitors are given/shown a copy of the Visitor Information Leaflet detailing information about emergency evacuations procedures and protocol
· Visitors are escorted to their point of contact OR their point of contact will be asked to come to reception to receive the visitor. The contact will then be responsible for them while they are on site.
Note- If a visitor is a professional from an outside agency who regularly comes into school (such as a sports coach or music teacher) they will be shown the above information on their first visits but will then be able to access the site without being escorted to their destination.

On departing
Visitors leave via reception and:
· Enter their departure time on the Electronic  Visitors Record alongside their arrival entry
· Return the identification badge to reception

Unknown/Uninvited Visitors to the School

Any visitor to the school site who is not wearing an identity badge is challenged politely to enquire who they are and their business on the school site – this is the responsibility of all staff. They should then be escorted to reception to sign the visitors’ book and be issued with an identity badge. The above procedures then apply.
In the event that the visitor refuses to comply, they are asked to leave the site immediately and an ER call is made if necessary. The Headteacher/Deputy Headteacher (or Senior Leader if neither is available) will consider the situation and decide if it is necessary to inform the police.
If an unknown/uninvited visitor becomes abusive or aggressive, an ER call is made and they will be asked to leave the site immediately and warned that if they fail to leave the school grounds, police assistance will be called for.

Governors and Volunteers

All governors and volunteers are required to have an enhanced DBS.
New governors are made aware of this policy and are expected to become familiar with its procedures as part of their induction. This is the responsibility of the Headteacher and the Chair of Governors or Training Liaison Governor.
New volunteers will be asked to comply with this policy by staff they first report to when coming into school for an activity or class supporting role.

Safeguarding
The safety of pupils is paramount.
· All visitors must read a brief safeguarding leaflet upon arrival, outlining expectations and reporting procedures.
· Visitors working directly with children (e.g., external professionals, volunteers) may only do so if the school has verified appropriate DBS checks or has a valid risk assessment in place.
· Visitors without DBS clearance must remain supervised by a member of staff at all times.
· Any safeguarding concerns must be reported immediately to the Designated Safeguarding Lead (DSL) or a Deputy DSL.
Behaviour Expectations
Visitors must behave respectfully and professionally.
The school will not tolerate:
· Aggressive, abusive, or threatening behaviour
· Discriminatory language
· Attempts to approach children without permission
· Filming or photography without authorisation
The Headteacher has the right to ban visitors who breach this policy.
Emergency and Evacuation Procedures
· Visitors must follow staff instructions during fire alarms or emergency situations.
· Evacuation routes are displayed throughout the school.
· The reception team will account for visitors using the sign-in system.
Data Protection
The school collects visitor information in accordance with UK GDPR.
· Records may be kept for safeguarding, security, and audit purposes.
· Visitor information will be handled securely.
This policy is reviewed annually by the Headteacher and safeguarding team and approved by the Governing Body. Updates may be made sooner if legislation changes.

Staff CPD

As part of their induction, new staff are made conversant with this policy for visitors and asked to ensure compliance with its procedures at all times.  All staff will be reminded annually about the protocols in place for visitors.



Linked Policies

This policy should be read in conjunction with other related school policies: including:
· Child Protection
· Safeguarding
· Confidentiality
· Healthy and Safety
· Fire Safety
· Bullying policy





















Appendix A: Parent Friendly Version

Clifton Primary School – Visitor Guidance
We want all visitors to feel welcome and safe at our school. To help us protect every child:
When you arrive
✔ Sign in at reception
✔ Wear your visitor badge clearly
✔ Wait for staff instructions
✔ Read our safeguarding information
Safeguarding rules
· Do not take photos
· Do not use your mobile phone
· Never be alone with a child unless authorised
· Report any concerns immediately to our Safeguarding Lead
Behaviour expectations
We expect respectful behaviour at all times. Abuse, aggression, or unsafe conduct will not be tolerated.
When you leave
✔ Sign out
✔ Return your badge
Thank you for helping us keep every child safe.





[bookmark: _Hlk216252306]Appendix B: Leaflet/Poster for Reception area
CLIFTON PRIMARY SCHOOL
VISITOR INFORMATION

Welcome to our school!
To help us keep learners safe and maintain a calm environment, please follow these procedures.

1. Sign In
All visitors must:
· Report to Reception
· Sign in
· Wear a visitor badge at all times
2. Safeguarding
· No photography
· No mobile phone use in pupil areas
· Never be alone with a child unless authorised
· Report any concern immediately to the DSL (DSL: Mrs E Shepherd, DDSL: Mrs A McIlveen, Mrs R Doherty, Mrs L Young, Mrs R Roden)
3. Site Rules
· Follow staff instructions
· Stay in permitted areas only
· Behave respectfully at all times
4. Emergencies
· Follow evacuation instructions
· Assemble at the visitor muster point
· Do not re-enter until authorised
Thank you for supporting the safety of our pupils.

Appendix C: Office Protocol
Visitor Arrival Protocol for Clifton Primary School Staff

1. Preparing the Reception Area
Before the school day begins, office staff must ensure:
· The visitor sign-in system (digital or paper) is active.
· Visitor lanyards/badges are available and colour-coded if required (e.g., green = DBS checked, red = must be escorted).
· Safeguarding information leaflets are stocked.
· Emergency procedures and site map are visible.
· Reception is staffed or covered during all visitor arrival times.

2. Greeting Visitors
When a visitor arrives:
1. Acknowledge them promptly with a polite greeting.
2. Ask for their name, purpose of the visit, and the staff member or department they are visiting.
3. Confirm the appointment where applicable (check calendar/log).
4. If unannounced, verify their legitimacy by contacting the relevant staff member or senior leader before allowing entry beyond reception.

3. Security and Verification Checks
Depending on visitor type:
3.1 All Visitors
· Request official ID if appropriate (e.g., professionals, contractors).
· Explain the sign-in process.
· Ensure they understand the school’s safeguarding and conduct expectations.
3.2 External Professionals (NHS, Social Care, Police, etc.)
· Check their ID badge.
· Log their organisation and purpose of visit.
· Check whether supervision is required (depends on DBS status and visit purpose).
3.3 Contractors
· Check company ID and job details.
· Confirm whether the visit is scheduled.
· Issue an “escorted” badge if they have no DBS or may encounter children.
· Provide site safety information (e.g., restricted areas, fire exits).
3.4 Volunteers
· Check DBS status is on record.
· Confirm they have an agreed session for that day.
· Ensure they know where to report to.
3.5 Parents and Carers
· Direct them to the appropriate staff member or waiting area.
· Ensure they do not move around the school unescorted.

4. Signing Visitors In
Visitors must:
1. Sign in using the school’s Inventry system.
2. Receive the correct colour-coded badge or lanyard.
3. Wear the badge visibly at all times.
Office staff must:
· Check that details are recorded correctly (name, organisation, purpose, arrival time).
· Provide safeguarding leaflet or verbal briefing if required.
· Record any items brought for a child (medication, forgotten items).

5. Escorting Arrangements
Office staff must determine whether the visitor:
· Requires escorting (no DBS, unknown visitor, contractor).
· Can proceed unaccompanied (pre-approved professional, governor, DBS-checked volunteer).


If escorting is needed:
· Contact the staff member responsible for meeting the visitor.
· Do not allow the visitor beyond reception until collected.

6. Safeguarding and Conduct Reminders
Office staff should remind visitors of key expectations:
· No mobile phone use in school areas.
· No photographs or video.
· Remain in authorised areas only.
· Report any concern immediately to the DSL.
· Follow all staff instructions during emergencies.

7. Handling Unannounced or Concerning Visitors
If a visitor:
· Arrives unexpectedly
· Refuses to give details
· Seems distressed, disruptive, or aggressive
Office staff must:
1. Remain calm and professional.
2. Notify a senior leader immediately.
3. Keep reception secure (do not permit entry beyond the desk).
4. Follow the school’s security and behaviour escalation procedures.
5. Call the police if directed or if safety is threatened.

8. Signing Visitors Out
When a visitor leaves:
· Ensure they sign out.
· Collect their badge/lanyard.
· Confirm they have safely exited the building.
· Record departure time in the system.

9. Emergency Situations Involving Visitors
In the event of fire alarm or evacuation:
· Direct visitors to follow evacuation routes.
· Assist them to the designated assembly area.
· Use the sign-in system to confirm visitor presence to senior staff.

10. Record Keeping
Office staff must ensure:
· All visitor logs are complete and accurate.
· Safeguarding or behaviour concerns are reported and recorded immediately.
· Patterns of unusual or repeated visits are flagged to the Headteacher/DSL.















Appendix D: Safeguarding Information Leaflet for Visitors
Clifton Primary School Safeguarding Information

At Clifton Primary School we are committed to safeguarding and promoting the welfare of every child. This leaflet explains the essential information all visitors must understand when on school premises.

Our Safeguarding Commitment
We believe that:
· Children have a right to feel safe at all times.
· Safeguarding is everyone’s responsibility.
· All adults who come into contact with children must follow safeguarding procedures.

Designated Safeguarding Leads (DSLs)
Designated Safeguarding Lead: Mrs E Shepherd
Deputy Safeguarding Leads: Mrs A McIlveen, Mrs R Doherty, Mrs L Young, Mrs R Roaden
If you have any concern about a pupil, please report it to a DSL immediately.

Your Responsibilities as a Visitor
While on site, you must:
✔ Follow staff instructions
Remain only in the areas authorised for your visit.
✔ Wear your visitor badge visibly
Return it when signing out.
✔ Maintain professional behaviour
Do not initiate physical contact with pupils, even if they are distressed.
✔ Keep information confidential
Do not discuss pupils, staff, or school matters outside of your role.

What to Do if You Are Worried About a Child
You may observe something that concerns you—this could be a comment, behaviour, injury, or something you overhear.
Do not attempt to investigate.
Instead:
1. Report your concern IMMEDIATELY to the DSL or a Deputy DSL.
2. If a child makes a disclosure, remain calm, listen, and follow these rules:
· Do not promise confidentiality
· Do not ask leading questions
· Reassure them they have done the right thing
· Report the concern straight away
If you believe a child is at immediate risk of harm, alert the nearest staff member without delay.

Safeguarding Conduct Expectations
To ensure the safety of children, visitors must:
Do NOT:
· Use mobile phones or personal devices in pupil areas
· Take photographs or videos
· Give pupils gifts, rewards, or personal contact information
· Be alone with a child unless fully authorised
· Use inappropriate, offensive, or overly familiar language
Do:
· Keep doors open if working 1:1 (if authorised)
· Speak respectfully to all children and staff
· Report unsafe behaviours, hazards, or security concerns

Prevent Duty
We have a duty to protect pupils from radicalisation and extremist views.
If you see or hear anything concerning, please report it to a DSL.

Health, Safety & Emergencies
· Follow staff instructions during fire alarms or lockdowns.
· Evacuate using the nearest exit and go to the assembly point.
· Do not re-enter the building until advised.
If you notice any hazards or security issues, please inform office staff immediately.

Whistleblowing
Visitors may report concerns about staff conduct directly to the Headteacher or DSL.
If the concern involves the Headteacher, please contact the Chair of Governors.

Thank You
Your cooperation helps us maintain a safe and supportive environment for every child.
If you have any questions, please speak to a member of staff at reception.
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