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Ethos 

The school strives to achieve the highest level of academic, social and spiritual development in a safe, caring and inclusive environment. We encourage respect and tolerance for each other, supported by our Christian values.
The policy will enable our school to:

· Safeguard and protect the welfare of pupils and staff members.

· Prevent unnecessary disruption to lessons and other educational activities

· Protect our grounds from vandalism and misuse.

· Engage with the community and outside educational influences in a structured and productive manner.

1. Objective

To have in place a clear protocol, procedure and guidance for the admittance of external visitors to the school which is understood by all staff, governors, visitors and parents and conforms to child protection guidelines as set by the DfE (see www.teachernet.gov.uk): preventing unsuitable people from working with children and young persons in the education service.

2. Every child matters outcomes

Through teaching we aim to give children the opportunities to achieve the government’s 7 ‘Every Child matters’ outcomes

· Staying safe

· Being healthy

· Enjoying & achieving

· Making a positive contribution

· Achieving economic well-being

· Behaviour

· Spiritual, Moral, Social, Cultural
3. Roles and Responsibilities – actions of key staff
· Before a visitor is invited to the school, both the Headteacher and Deputy Headteacher should be informed, with a clear explanation as to the relevance and purpose of the visit and intended date and time for the visit. Permission must be granted by the Headteacher before a visitor is asked to come into school.  See Appendix 1 
· Class teachers who arrange curriculum based visits are responsible for the visitor during their time in school.  The class teacher remains responsible for the organisation of the class and methods of work, visitors will present their views as part of a lesson but will not be asked to lead a whole session.  The Class teacher must lead the lesson and be able to respond to children’s questions and queries at any time during the visitors input to the lesson.  This is to ensure any misconceptions are dealt with swiftly.   

4. Visiting procedures

All visitors to Tutshill C of E School, including parents, must comply with the following procedure:

· Immediately report to the school reception area on arrival and not enter the school via any other entrance; 
· Provide their details to the reception staff, including: 

· Name

· Purpose of visit

· Name of pupil the visit pertains to/staff member who arranged the visit

· Expected length of visit

· Sign-in and out using the visitors’ book (which is kept in reception) at all times and Governors’ should sign their dedicated visitor’s book. 

· Display an ID badged provided at all times while on school property.  These badges are colour coded as to the type of visitor, governor or parent.
· Visitors will then be 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.

Visitors must comply with Tutshill C of E School Code of Conduct and all other policies. 

Visitors are advised that Tutshill C of E School is a non-smoking area and smoking is not permitted anywhere within school grounds. 

Unidentified individuals

· It is the responsibility of all staff members to politely question any individual who enters Tutshill C of E School premises unaccompanied and/or without a clearly displayed name badge.

· Any such visitors should be directed to the school office where they can sign-in. 

· If a visitor refuses to report to the school office, or becomes aggressive or abusive, they should be asked to leave the premises and the police called to assist.

 Visitors and volunteers should not be asked to carry out duties which:

· Fall normally within a teacher’s responsibility under loco parentis;
· Fall normally within the job description of a teacher or member of support staff, i.e. they must not be asked to cover the absence of staff from school;
· Would normally be performed by a contractor engaged by the Local Authority or by the school.
5. Monitoring and Evaluation

· It is the school’s responsibility to ensure that the security and wellbeing of its pupils is uncompromised at all times. 

· The school is equally responsible to the whole school community for ensuring that visitors comply with the guidelines.  

· The suitability of all visitors invited into school to work with the children will be assessed at the end of their visit and a decision made as to whether they may be asked to visit the school in future.

· The implementation of the policy will be monitored by the headteacher and reported to the governing body.  

· The policy will be reviewed and updated bi annually taking into account the views of staff, parents and visitors to the school.

6. Relationship to other policies

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

· Safeguarding Policy
· Managing Abusive Visitors
· Confidentiality Policy

· Healthy and Safety Policy

· Fire Safety Policy

· Equal Opportunities Policy
7. Health and Safety

Refer to the Health & Safety Policy

8. Equality / Inclusion –

The school recognises that it has to make special efforts to ensure that all groups prosper, including those with special educational needs; who have difficulties accessing the school or services; who speak English as an additional language; who have frequent moves and lack stability leading to time out of school (e.g. children in care); who as children are caring for others; who come from homes with low income and/or in adequate home study space; who experience bullying, harassment or social exclusion; with low parental support or different parent expectations; with emotional, mental and physical well being needs; who exhibit challenging behaviour; who come from ethnic minority groups including travellers, refugees and asylum seekers.

Reviewed in accordance with the DDA.
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Signature: …………………………..

Date: …………………………………..
Appendix 1

Tutshill C of E School Visit Request Form
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	Class


	

	Aims and Objectives


	

	National Curriculum/Topic Link


	

	Who and content of visit


	

	Agreed by Headteacher

Signed:


	

	Evaluation


	

	Can carry out another visit?
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