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St Peter’s C.E. Primary School

Visitor Policy
September 2020

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

Purpose of 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

Covid - 19
Adhering to school risk assessments, visitors should be only those necessary for the safe operation of the establishment.  We will maintain established Covid-19 procedures for contractors and similar visitors to the school site, arranging for them to come out of school hours where possible and ensuring a record is kept of who has been on site.

Visitors allowed in school:

IT technicians, sports coach, EP, other professionals observing a child or visiting either SENDCo or Well-being lead. 
All other visitors will be assessed on arrival as to the importance of their visit or asked to visit outside of school hours e.g. contractors etc. Temperature checks will be carried out on visitors by office staff, upon their arrival.
Meetings: we endeavour to hold meetings outside of school hours, in a classroom with doors and windows open, allowing adequate ventilation.
Smaller meetings may be held in the SEN room, if there is no classroom available, again this will be ventilated and face coverings will be required to be worn.
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.

Ground rules

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

All visitors should:
Enter the building through the main gate (adhering to social distancing rules), use the hand sanitiser at the front door, and make themselves known to office staff who will register their attendance. 

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 directed to the numerous sanitiser stations, cleaning equipment, lidded bins and hand washing facilities throughout school.
Be offered toilet facilities and/or refreshments.
Sign out at reception on leaving, 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.

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?

This policy will be reviewed every 3 years.
Review date: September 2023
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