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1. Statement of Intent
Sallygate School is committed to providing a safe, secure and welcoming environment for all pupils, staff, visitors and members of the wider community.
The purpose of this policy is to establish clear procedures for managing visitors to the school site, ensuring that safeguarding, health and safety, security and confidentiality requirements are consistently met.
As a specialist SEMH school, we recognise that many pupils may have experienced trauma, adverse childhood experiences, disrupted relationships and heightened anxiety. Visitor management therefore plays an important role in maintaining the safe, predictable and therapeutic environment that underpins The Sallygate Way.
This policy should be read alongside:
· Safeguarding and Child Protection Policy
· Staff Code of Conduct
· Health and Safety Policy
· Mobile Devices and Smart Technology Policy
· ICT, Digital Communication and Social Media Policy
· Confidentiality Policy
· Emergency Procedures
· Data Protection Policy

2. Legal Framework
This policy is informed by:
· Keeping Children Safe in Education (KCSIE)
· Working Together to Safeguard Children
· The Health and Safety at Work Act 1974
· Equality Act 2010
· Data Protection Act 2018
· UK GDPR
· Independent School Standards
· Counter Terrorism and Security Act 2015 (Prevent Duty)

3. Aims
The policy aims to:
· Safeguard pupils and staff.
· Maintain a secure site.
· Ensure visitors understand expectations.
· Prevent unauthorised access.
· Promote professional conduct.
· Protect confidential information.
· Support a welcoming and professional environment.
· Ensure compliance with safeguarding and health and safety requirements.

4. Scope
This policy applies to all visitors including:
· Parents and carers
· Governors
· Proprietors
· Contractors
· Maintenance personnel
· Agency staff
· Supply staff
· Volunteers
· Students and trainees
· External professionals
· Social workers
· Health professionals
· Educational consultants
· Guest speakers
· Members of the public

5. Principles
All visitors will be:
· Treated respectfully.
· Made aware of safeguarding expectations.
· Supported to access the site safely.
· Expected to comply with school procedures.
Safeguarding remains everyone's responsibility.
No visitor should have unsupervised access to pupils unless appropriate safeguarding checks have been completed and verified.

6. Visitor Categories
Category A – Supervised Visitors
Visitors who will always remain supervised.
Examples include:
· Parents attending meetings
· Delivery personnel
· Contractors
· Prospective parents
· Guest visitors
These visitors:
· Sign in.
· Wear a visitor badge.
· Remain supervised.
· Sign out when leaving.

Category B – Professionals Working with Pupils
Examples include:
· Educational Psychologists
· Social Workers
· Therapists
· Careers Advisers
· Health Professionals
These visitors:
· Sign in.
· Present identification.
· Wear a visitor badge.
· May work with pupils where appropriate authorisation exists.

Category C – Regular Visitors
Examples include:
· Governors
· Volunteers
· Mentors
· Placement students
· Agency staff
These visitors may require:
· Enhanced DBS clearance.
· Identity verification.
· Safeguarding briefing.
· Ongoing monitoring.

7. Arrival Procedures
All visitors must:
Step 1
Report to Reception immediately upon arrival.
Step 2
Provide identification if requested.
Step 3
Sign into the visitor management system.
Step 4
Read safeguarding information provided.
Step 5
Wear the issued visitor badge at all times.
Step 6
Wait to be collected where appropriate.
Visitors must not proceed beyond reception without authorisation.

8. Identification and DBS Checks
The school will undertake appropriate checks depending on the nature of the visit.
Visitors may be required to provide:
· Photographic identification.
· DBS certificate details.
· Professional identification.
· Proof of employment.
The school reserves the right to refuse entry where safeguarding checks cannot be verified.

9. Safeguarding Expectations
All visitors have a duty to safeguard children.
Visitors must:
· Follow staff instructions.
· Maintain professional boundaries.
· Report concerns immediately.
· Avoid situations where they are alone with pupils unless authorised.
Visitors must never:
· Exchange personal contact details with pupils.
· Use inappropriate language.
· Photograph pupils without permission.
· Record pupils without permission.
· Communicate with pupils via personal social media.

10. Visitor Safeguarding Information
All visitors will be informed of:
· Who the DSL is.
· How to report safeguarding concerns.
· Emergency procedures.
· Expected conduct.
Visitors will be provided with a safeguarding leaflet or summary document.
Any safeguarding concern must be reported immediately to:
· DSL
· Deputy DSL
· Headteacher
before leaving site.

11. Mobile Phones and Smart Devices
Visitors may retain personal mobile phones unless otherwise instructed.
Visitors must not:
· Photograph pupils.
· Record pupils.
· Record staff without permission.
· Use devices in changing areas or toilets.
Visitors working directly with pupils may be asked to switch devices off or store them securely.

12. Photography, Filming and Media
No photography, filming or recording may take place without prior authorisation from the Headteacher.
Additional consent requirements apply where pupils are involved.
The school reserves the right to stop any unauthorised recording activity.

13. Confidentiality
Visitors may become aware of confidential information during their visit.
All visitors are expected to:
· Respect confidentiality.
· Protect personal information.
· Avoid discussing pupils outside school.
· Follow GDPR requirements.
Confidential information must not be:
· Shared.
· Photographed.
· Recorded.
· Removed from site without authorisation.

14. Health and Safety
Visitors must:
· Follow all health and safety instructions.
· Report hazards immediately.
· Follow evacuation procedures.
· Wear appropriate PPE where required.
Visitors will be informed of:
· Fire evacuation arrangements.
· Assembly points.
· Emergency contacts.

15. Contractors
Contractors must:
· Report to Reception.
· Sign in and out.
· Provide relevant documentation where requested.
· Follow safeguarding procedures.
· Work only within authorised areas.
Contractors working during school hours should be supervised where appropriate.
Risk assessments may be required before work commences.

16. Volunteers
All volunteers will:
· Complete recruitment processes.
· Undergo appropriate safeguarding checks.
· Receive induction.
· Be supervised appropriately.
· Follow all school policies.
Volunteers are not a substitute for employed staff.

17. Visitors Causing Concern
The Headteacher or senior staff may refuse entry or require a visitor to leave if they:
· Present a safeguarding risk.
· Behave aggressively.
· Behave inappropriately.
· Refuse to comply with procedures.
· Cause disruption.
· Compromise the safety of others.
Where necessary the school may:
· Contact parents/carers.
· Contact employers.
· Contact the police.
· Issue a formal warning.
· Ban individuals from the site.

18. Unauthorised Visitors
Any person on site without authorisation will be challenged politely and professionally.
Staff should:
1. Approach safely.
2. Ask if assistance is required.
3. Direct the individual to Reception.
4. Inform SLT if concerns remain.
If staff believe there is an immediate risk:
· Contact SLT immediately.
· Follow emergency procedures.
· Contact emergency services where appropriate.

19. Lone Working and Supervision
Visitors should not be left unsupervised with pupils unless:
· Appropriate checks have been completed.
· The visit has been authorised.
· Staff are satisfied safeguarding arrangements are appropriate.
The welfare of pupils remains paramount at all times.

20. Emergency Lockdown Procedures
In the event of a lockdown:
Visitors must:
· Follow staff instructions immediately.
· Remain where directed.
· Avoid using mobile phones unless instructed.
· Not leave the site until authorised.

21. Monitoring and Review
The school will review visitor management procedures annually and following:
· Safeguarding incidents.
· Security incidents.
· Changes in legislation.
· Changes to national guidance.
Visitor records will be retained in accordance with the school's data retention schedule.

Roles and Responsibilities
Headteacher
Responsible for implementation and oversight of this policy.
DSL
Responsible for safeguarding guidance and visitor safeguarding arrangements.
Reception Staff
Responsible for visitor sign-in procedures and issuing badges.
All Staff
Responsible for challenging unknown individuals and reporting concerns.
Visitors
Responsible for complying with all school procedures and expectations.

Sallygate School Commitment
Sallygate School is committed to maintaining a safe, secure and welcoming environment where pupils, staff and visitors can thrive. Effective visitor management is an important part of our safeguarding culture and helps ensure that every child remains safe, supported and able to learn within a predictable and therapeutic environment.
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