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Federation of Osborne and Featherstone Nursery Schools

VISITORS POLICY

March 2024
Aim
To safeguard all of the staff, children and families during our opening hours (according to each site) and to ensure that they are safe from harm.  We therefore expect visitors to comply with BCC expected Code of Conduct (See appendix), Safeguarding and child protection procedures.

Objective
To have in place a clear protocol and procedure for the admittance of external visitors to our delivery sites, which is understood by all the staff, governors, visitors and parents which conforms to all Safeguarding and Child Protection policy and procedures. To ensure that all visitors are welcomed and dealt with in a professional and pleasant manner.
Introduction
A visitor is defined as parents; maintenance and building contractors; other partner professionals delivering services/activities on site; persons attending scheduled meetings on site and any person seeking to enter a building who is not an employee of the Governing Body or a child enrolled at the Nursery School.

Our sites are no smoking / no vaping areas and therefore any visitors observed to be smoking on the site anywhere within the perimeter fences will be asked to put the cigarette out or to leave the premises immediately.

Our staff will not tolerate abusive and threatening behaviour by visitors to our premises and we reserve the right to inform aggressive visitors in writing that they are banned from the site without prior arrangement.

The use of alcohol and/or illegal substances is strictly prohibited by visitors to our settings. Anyone suspected of being under the influence of alcohol or drugs will not be allowed on to our premises.

As Startwell Healthy Eating settings we will discourage visitors from consuming unhealthy food in front of any children attending our setting in order to set a good example. NB: This will not include during special celebration events.

This policy sits in conjunction with the Federation’s / school’s policies on Safeguarding, Child Protection, Confidentiality and Health & Safety.

Responsibility for the Policy and Procedure
Role of the Governors
The Governing Board have:

· appointed a member of staff to be responsible for Health and Safety;

· delegated powers and responsibilities to the Head Teacher to ensure all personnel are aware of and comply with this policy;

· responsibility for ensuring that the schools comply with all equalities legislation;

· nominated a designated equalities governor (the chair of governors) to ensure that appropriate action will be taken to deal with all prejudice related incidents or incidents which are a breach of this policy;
· responsibility for ensuring this policy and all policies are maintained and updated regularly;

· responsibility for ensuring policies are circulated and explained to all staff and are made available to parents who wish to see them;

· responsibility for the effective implementation, monitoring and evaluation of this policy;

Role of the Head Teacher and Senior Leadership Team
The Head Teacher and SLT will:

· ensure all school personnel, children and parents are aware of and comply with this policy;
· provide leadership and vision in respect of equality;

· provide guidance, support and training to all staff;

· ensure that all contractors when working on the school premises cooperate with our health and safety policies and procedures and have an agreed working arrangement protocol in place;

· ensure that all contractors act in a responsible and proper manner;

· come to an agreement regarding how the contractor can work on the premises during times when the building is open and also outside usual opening times;

· check to ensure that working agreements are fulfilled;

· monitor the effectiveness of this policy;

Office Staff will:

· comply with all aspects of this policy;

· greet all visitors with a smile and seek at all times to present a professional, pleasant and welcoming approach to visitors;

· ensure that all visitors sign in correctly and issue all visitors with the appropriate badge and colour lanyard;

· ensure that any visitors without the correct identification are checked with their employer and accompanied at all times when on the premises; 

· ensure all visitors remain in the reception area until received by a member of staff or until they are directed to the correct room for the meeting/activity they are attending;

· take reasonable care of their own health and safety;

· take reasonable care of the health and safety of the children, visitors and contractors;

· implement the equalities policy;

· deal with all incidents of discrimination or aggression and abusive behaviour if they feel able to do so, if not; to seek the support of a member of the SLT;

· report any concerns they have on any aspect of the school community to a member of the Senior Leadership Team;

· in the event of the fire alarm being sounded the office staff will ensure that the office tablet containing the signing in app or the visitor signing in book is taken to the fire assembly point where they will check off all visitors to ensure that they have exited the building led by a member of staff;

  All staff will:
· comply with all aspects of this policy:
· challenge politely any person on site not wearing a visitors’ badge and escort them to reception to sign in and to get a visitors’ badge; in the event the visitor refuses to comply with this request they will be asked to leave the premises immediately and escorted off site and a member of the SLT informed immediately so that they can assess the situation and call the police if necessary; 
· take reasonable care of their own health and safety and also lead and direct any visitors to safety in the event of an emergency:

· implement the equalities policy;

· report and deal with all incidents of discrimination;

· report any concerns they have on any aspect of the school community to a member of the Senior Leadership Team;

Role of Visitors and Contractors 
Visitors will:

· report to the school office upon entering the school premises;

· confirm their status/identification by producing verifiable documentation;

· enter their details on the signing in tablet / book;

· wear a visitors’ badge at all times until they leave the building;
· comply with any instructions given by staff in the event of an emergency evacuation procedure;

· comply with the Code of Conduct and Child Protection/Safeguarding Procedures of the settings;

· if visitors feel unwell or have an accident whilst on the premises they must report to the office staff immediately in order to access first aid facilities or support and to complete the appropriate paperwork once the issue has been dealt with;

· ensure that they do not use mobile ‘phones or other smart devices in our buildings;

· ensure they do not use any video/recording devices whilst in the building;

· sign out when leaving the building;
It is to the mutual advantage of the setting and the contractor that responsibility to each other and their employees is clearly recognised and understood and that by co-operation, they are able to achieve the highest possible standard of safety and operation during the course of the works.

Contractors will:

· comply with all health and safety policies and procedures when working on the school premises;

· act in a responsible and proper manner and adhere to all agreed working arrangements and risk assessments
· liaise with the Building Site Manager and Office Manager throughout the duration of the works

Role of Parents/Carers
Parents/Carers will:

· be aware of and comply with this policy;

· be asked to take part in periodic surveys conducted by the school;

· support the school code of conduct and child protection procedures; 

· ensure that they do not use mobile ‘phones or other smart devices in our buildings;

· ensure they do not use any video/recording devices whilst in the building;
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VISITORS POLICY

This policy will be reviewed every three years and whenever significant changes to the systems and arrangements take place.

Policy Agreed by Governing Body on: 21/03/24

Signed:  …………………………………….………………         Review Date: March 2027

Federation of Osborne and Featherstone Nursery Schools
Code of Conduct for Visitors to 

Osborne and Featherstone Nursery Schools
1. Introduction

We are effective schools that have built up a solid and impressive culture of respect and positive values over many years. We have decided to adopt this Code of Conduct for Visitors in order to help us further our aim to provide an exemplary education and learning environment for each child, based on their needs, in which everyone aims to treat each other with kindness and courtesy. 

2. Purpose

This document provides an explanation of the acceptable standard of behaviour expected from visitors to the school premises and those interacting with its children and staff in order make this school a safe place to learn, work and visit.  

3. Our ethos and values 
Our vision is that our children will all reach their full potential, have well developed social skills and be ready for the next stage of their learning journey. One of the ways we aim to do this is by creating a safe, welcoming environment where learning is fun, stimulating and inclusive.

4. What you can expect of us, and what we expect of you

The Schools and their staff will: 

· Treat visitors to our school sites with the respect to which they are entitled;

· Ensure that visitors to our school sites are supervised, where necessary; 

· Check the identity of contractors, workers and other visitors to our school sites, as necessary; 

· Act in accordance with our safeguarding policy (see the school’s website); and 

· Do all that they reasonably can to ensure that our school sites are a safe and welcoming learning and working environment.

All visitors to our schools, and interacting with our children and staff, are expected to behave calmly, politely and respectfully. This means that visitors must:

· treat all members of our school community, the environment and school property with respect;

· follow our school rules, protocols and any instructions given by school staff;

· report anything that puts anyone on our site at risk to a member of our staff; 

· accept that they are responsible for their own child’s behaviour and safety, whilst their child is in their care, even when they are on our school premises.

5. The type of behaviour that the School considers unacceptable  

Our Schools will decide on a case by case basis whether a visitor’s behaviour is unacceptable, but any behaviour that we believe adversely affects our safe and caring learning environment and/or puts the physical or emotional wellbeing of a child, member of staff, parent or other visitor at risk, is not acceptable behaviour on our school site. 

This may include, but is not limited to:

· disruptive behaviour;

· aggressive or threatening speech or behaviour e.g. by swearing, threatening or shouting at others, taking an aggressive stance, threatening to strike someone or assaulting another person; 

· damaging school property;

· behaviour that could be considered racist, sexist, homophobic or similarly offensive in some other way;
· smoking, vaping or being under the influence of alcohol or drugs whilst on our school site;
· using mobile phones or other smart devices whilst in our school buildings or playground areas;
· bringing animals on to our school site, other than guide dogs;

· being in possession of weapons of any kind;
· refusing to follow the reasonable instructions of our staff.
In addition, unacceptable behaviour also includes any communication with a member of our school’s community that is malicious, threatening or abusive, including in person, over the telephone or in writing, e.g. by letter, email or any other electronic format, such as social media, regardless of whether it takes place on the school premises.

6. How the School will respond to behaviour that is unacceptable 

In most cases the school will attempt to informally remedy the situation by speaking with the individual concerned, privately. There may be no further action. 

Where there is any dispute over what has occurred, or if the alleged incident is complex or serious, the school will conduct a formal investigation in order to establish the facts and determine what action should be taken, if any. 

If the school decides that a visitor’s behaviour has been unacceptable the school or, in some cases the Local Authority on the school’s behalf, may decide to: 

· Informally, i.e. verbally, warn the visitor about their behaviour; 

· Formally, i.e. in writing, warn the visitor about their behaviour; 

· Ban the visitor from the premises for a specified period; and / or

· Report the behaviour to the Police.

Visitors will be entitled to make representations to the school’s governing board, in line with the school’s complaints procedure, if they disagree with the decision reached by the school.

7. Questions and concerns about this Code 

The Schools are grateful for the support that they receive from visitors in maintaining their caring and safe learning and working environment, so any feedback that you may have about the content of this Code is welcomed.

Please direct any feedback or questions about the Code to the school office who will refer your comments onto an appropriate member of staff. 

APPENDIX
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