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School Visitor Policy 2026/2027
School Name: Tweedmouth West Primary School
Date of Agreement: September 2026
Review Date: September 2028
Responsible Persons: Headteacher & Governing Body

1. Introduction & Purpose
At Tweedmouth West Primary School, we thrive on being  a welcoming, collaborative learning environment. However, the safety and well-being of our pupils and staff are our paramount priorities. This policy outlines the obligations and expectations for all external individuals visiting our school site.
This policy is strictly aligned with the statutory Department for Education (DfE) Keeping Children Safe in Education (KCSIE) 2026 guidance and the NSPCC School Visitors and Safeguarding advice. Under the updated KCSIE 2026 directives, all school staff—including temporary and visiting—must understand and enforce consistent safeguarding procedures across all external interactions.

2. Policy Scope
This policy applies to all external individuals entering the Tweedmouth West Primary School grounds during the standard school day or for out-of-hours scheduled activities, including:
· Parents, carers, and community volunteers.
· External educators, such as private tutors, sports coaches, or visiting guest speakers (e.g., authors, artists).
· Education personnel, including local authority advisors, Ofsted inspectors, and health professionals.
· Independent contractors, including building, facilities, and maintenance technicians.

3. Pre-Visit Protocol (Invited Visitors)
· Prior Authorisation: Before a visitor is invited to the school, the host member of staff must clear the event with the Headteacher to confirm the purpose and relevance of the visit.
· Pre-Notification: Staff must log the approved visit with the reception desk ahead of time and put on the school Google Calendar.
· Clear Instructions: When extending an invitation, the host must inform the visitor that they are required to bring formal photographic identification (e.g., identification badge, passport or driving license). Visitors presenting or delivering material (e.g powerpoint) to pupils must submit their content to the school for vetting prior to arrival.

4. Arrival and Sign-In Procedures
All visitors must enter via the main entrance and comply with the following mandatory reception checkpoint:
1. State Purpose: Declare the nature of the visit and name the specific staff member hosting them.
2. Identity Verification: Present valid, formal photographic ID to the administrative staff.
3. Registration: Complete the check-in protocol using the visitor book. Visitors must log their full name, organization, vehicle registration number (if applicable), and the time of arrival.
4. Lanyard Issuance: Visitors will be issued an official Tweedmouth West Primary School identification badge/lanyard. This must remain visible at all times while on the premises.
5. Escort System: Visitors must wait in the reception foyer until their designated point of contact arrives to escort them into the main school areas. No visitor may wander the school unescorted unless they have verified, long-term DBS clearance logged on the school’s Single Central Record (SCR).
6. Sign out On leaving, go back to the main office, give sign out time and return the lanyard.

5. On-Site Expectations & Venue Policy Rules
✅ Permitted Items & Actions
· Accessing designated school adult toilets and staff seating areas.
· Reviewing the school's safeguarding summary board or leaflets located in the main foyer.
· Engaging in constructive, pre-arranged business or educational support.
❌ Prohibited Items & Actions
· Unaccompanied Wandering: Moving past the reception foyer boundaries without a staff escort or explicit authorization.
· Unauthorized Photography or Recording: Capturing images, audio, or video of pupils, staff, or school workspaces under any circumstances.
⚠️ Conditional Exceptions & Technology Rules
· Mobile and Smart Technology: Mobile devices, smartwatches, and internet-enabled hardware must remain switched off or out of sight in any area where pupils are present.
· Exception: Contractors requiring mobile data or technology to perform physical repairs or inspections must secure written, prior authorization from the Headteacher before using their devices in student-facing zones.
· Unplanned Visitors: Individuals arriving without an appointment must wait at reception while administrative staff verify the emergency or urgency of the visit with the Headteacher.
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