MAIDWELL HALL
VISITOR POLICY

Definition

The following constitute visitors to the school:

· School doctor

· ICT technician

· Parents of pupils in the School

· Parents of visiting Teams

· Tradesman making deliveries to the School

· Contractors on site for the completion of maintenance or repair work

· Tradesman providing a service within the school buildings or grounds

· Friends and family visiting those who reside in the school (‘private visitors’)
· Those giving a lecture or talk to the pupils

· Members of staff from other schools

· The spouses and children of members of staff

Policy

All visitors to the school must be authorised and accompanied whilst on site during term time whilst pupils are in residence. The exceptions to this rule are the parents of pupils in the school. 

Authorisation for a visitor to enter the school grounds or buildings is provided by the Headmaster or his Deputy. 

All school doors have combination locks or key locks and no visitor should be allowed free access to the school buildings. 

Procedure for School Visitors (non parents)
· Visitors must access the school via the front drive and front entrance;

· The front entrance must remain on its combination lock at all times;

· All visitors must ring the door bell and report to the School Office during normal school hours; deliveries to the kitchen should report direct to the school kitchen. 

· Visitors to the school who arrive during non-school hours should report to the front entrance and ring the door bell.  Access may be provided by the Headmaster or a member of staff. Pupils should not open the door to visitors but should find the Headmaster, Housemaster or a member of staff;

· Special arrangements for out of office visiting may be made via the School Office; the Headmaster or Caretaker should be informed;

· Visitors must log their visit into the Visitors’ Book on arrival and departure;

· Visitors must wear a ‘Visitors’ Badge’;

· Visitors must be accompanied during their visit;

· Parents of visiting teams may have access to the school (front hall and loos) for match teas without having to sign in or wear visitor badges; however, their access to school areas must be limited to the front hall and access to the visitors’ loos and they must be supervised by school staff at all times. 
Procedure for School Visitors (parents)

· Parents visiting the school should arrive at the front entrance only;
· Parents visiting outside normal parent visiting times during normal office hours (8.00-5.00pm Mon-Fri, 8.00-1.00pm Sat) should ring the door bell and report to the School Office;

· At times outside normal office hours they should ring the door bell or knock to gain attention and wait for access via the Headmaster, a member of staff or a pupil; they should then report to the duty matron;

· Visiting procedures apply when collecting and delivering a pupil for special reasons with the Headmaster’s permission. On these occasions a pupil leaving school of returning to school must be signed out or in via the appropriate signing in and out form. 
Procedure for School Visitors (private)
· Private visitors to resident staff should arrive via the front entrance of the school or The Wing front door;

· Access to the school and private accommodation must be provided by the resident staff who are being visited; if another member of staff provides access they should accompany the visitors to the private accommodation and hand-over responsibility for the visitor at this point. 

· There is no requirement for private visitors to wear visitor badges;

· During term time private visitors should be accompanied by a member of staff whilst on site. 

· On departure private visitors should be accompanied to the front exit of the school and seen to leave the premises. 

Procedures for Peripatetic Music Teachers

· Peripatetic Music Teachers are treated like members of the school staff and normal safe recruiting procedures are followed. 

· To comply with our fire safety policy they should sign in and out of the Visitors’ Book so that we are aware of their presence on site. 
