ELVETHAM HEATH
PRIMARY SCHOOL

VISITOR POLICY

Welcome to Elvetham Heath Primary School. 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. This policy
applies to:

e All teaching and non-teaching staff employed by the school

e All external visitors entering the school site during the school day or for after school activities
(including peripatetic teachers, sports coaches etc)

e Governors

e Parents/carers

e Volunteers

e Children

e Local Authority staff

e Building & Maintenance Contractors

We ask that you read and comply with this guidance, which is intended to ensure your health and safety
whilst you are at school. If you have any questions, please do not hesitate to ask a member of staff to help
you. Whilst on site, you must agree to the Health & Safety and Safeguarding policies of our school and are
responsible for your own health and safety.

e Formal visitors representing the LA, businesses, contractors, outside agencies etc are required to
present formal identification

e All visitors should enter the school building through the main front entrance and use the intercom
to advise of their arrival.

e 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

e All visitors are required to electronically sign-in, using the device on the left-hand side of the
reception desk. They will then be issued with an identity lanyard.

e All visitors are required to prominently wear the issued identity lanyard at all times whilst on
school premises.

e All visitors are made aware of emergency evacuations procedures and protocol

e 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.

On departing, visitors leave via reception and:

o Enter their departure time into the electronic sign-in device.
e Return their lanyard to reception.

Parking
The staff car park is not accessible for visitors, unless pre-arranged. Please park in
Morrisons’ car park for any visits that will last less than two hours- after this time you will



be issued with a fine. Please contact the school office if you are expecting to be in school
for more than two hours.

Toilets
We have a designated ‘visitor’ toilet that you will be directed to use, please do not use any
other toilets.

First Aid

If you need first aid or feel unwell please go to reception. Health & Safety Contractors must ensure that
they are fully conversant with the safety rules and regulations to be observed by contractors working on
site. As a visitor to our school it is essential that you follow any health and safety guidelines that may apply.

Safeguarding
Adults visiting or working on the school site play an important part in the life of the school. You can play a
part in keeping students safe whilst working at, or visiting, the school by observing the following guidelines:

* Do not initiate verbal or physical contact with students unless it is appropriate and a part of the agreed
reason for your visit.

* Do not give any personal information to students, and only provide your professional work email if it is
necessary as part of the reason for your visit.

* Do not give students details of your personal social network accounts or engage in any communication
with students using social networking sites.

Fire & Evacuation

You are required to observe the fire evacuation procedures which are clearly displayed in the reception area
plus your host will explain what to do in the case of emergencies and fire alarms. You must leave the building
by the nearest exit. Stay with your host as they will escort you to the assembly point and ensure that you
are recorded present by the administration staff. The assembly point is on the top playground. Do not take
any personal risks. You must not re-enter the building until told it is safe to do so.

Smoking
We operate a no smoking policy. Please do not smoke anywhere on the school site.

Unknown Visitors to the School

Any visitor to the school site who is not wearing an identity lanyard will be challenged politely to establish
who they are and their business on the school site. They will then be escorted to reception to sign-in and
be issued with a lanyard. The above procedures then apply.

In the event that a visitor refuses to comply, they should be asked to leave the site immediately. The
Headteacher/Deputy Headteacher (or Senior Leader if neither is available) should be informed who will
consider the situation and decide if it is necessary to inform the police.

If an unknown visitor becomes abusive or aggressive, 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.

Linked Policies
This policy should be read in conjunction with other related school policies: including:

e Child Protection

o Safeguarding

o Confidentiality

e Healthy and Safety
o Fire Safety
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