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A School Visitor Policy
(during period of the Covid-19 pandemic) 
[bookmark: _Statement_of_Intent][bookmark: _Statement_of_intent_1]
This policy is designed to outline the school’s procedures regarding visitors to our school grounds.
This 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 and facilities from vandalism and misuse. 
· Engage with the community and outside educational influences in a structured and productive manner.
· Ensure the school remains COVID Safe.


[bookmark: _Legal_framework_1]Legal framework
· This policy has due regard to all relevant legislation, including, but not limited to, the following: 
The Health and Safety at Work etc. Act 1974
DfE (2020) ‘Keeping children safe in education’ 
The Childcare Act 2006
Education Act 1996
· This policy operates in conjunction with the following school policies:
[bookmark: Subsection2]Child Protection and Safeguarding Policy
Health and Safety Policy
DBS Policy
Contractors Policy 
Volunteer Policy
Health and Safety Policy
First Aid Policy
· [bookmark: _Roles_and_responsibilities][bookmark: _Authorisation]Authorisation 
· [bookmark: _School_Website_and]Individuals who would like to visit the school, but are not in contact with a member of staff regarding this, will arrange their visit through the school office, who can be contacted on 020 8908 9491 or email office@noamprimary.org They will be told at this time that entry into school is only permissible with photo ID, for example, driving licence, a company ID is not sufficient.  They will also be asked to sign COVID19 declaration form.  We reserve the right to ask our visitors to wear face masks

· The office will record the date and time of the proposed visit, reason for the visit, name of the visitor(s), and the name of the organisation they belong to where applicable.  
· The school office will be contacted about a proposed visitation at least 2 days in advance. The school office will add all relevant details into the school communal calendar.  
· Teachers, or other staff members, arranging visitors to the school for educational purposes will collate all the above required information and pass this on to the school office.
· Visitors who arrive at the school without a prior appointment may be permitted to meet with the headteacher/other staff members where these members of the school staff are happy to do so. The visitor will not be allowed into the school without the supervision of a teacher, member of school office staff or member of the SLT.  They must have photo ID and sign a Covid19 declaration form.  They will be given a welcome housekeeping note with information on alams etc.  copy is attached to the back of this policy.
· Parents are discouraged from visiting the school during school hours unless for a school event or emergency. Where a parent arrives at the school, they will follow the visiting procedures outlined in section 4. 


· [bookmark: _Visiting_procedures][bookmark: _[New]_Safeguarding]Safeguarding
· The school is committed to promoting the safety of all pupils, and may require visitors to undertake a DBS check depending on the purpose of their visit. 
· A visitor will require a DBS check if they work in ‘regulated activity’. Regulated activity is defined as: 
Regular teaching, training, instructing, caring for or supervising pupils if the individual is unsupervised.
Regularly providing advice or guidance on physical, emotional or educational wellbeing.
Regularly driving a vehicle only for children.
Regular work for a limited range of establishments (known as ‘specified places’) with the opportunity for contact with children.
All relevant personal care, including helping a child with eating and drinking for reasons of illness or disability or in connection with toileting, washing, bathing and dressing for reasons of age, illness or disability.
All health care for children provided by, or under the direction or supervision of, a regulated health care professional.
· The DSL and headteacher will be responsible for determining whether DBS checks need to be carried out and ensuring that they are undertaken, where required. 
· Under no circumstance will a visitor who has not undergone a DBS check be left unsupervised with pupils. 
· The school will manage the risk of potential harm to pupils by taking steps to segregate pupils from visitors. 
[bookmark: _Visiting_procedures_1]Visiting procedures
· All visitors to the school, including parents, will comply with the following procedure:
Immediately report to Security who will check ID
They will then be instructed to go to the school reception 
Provide their details to the school office 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 using the visitors’ book 
Display ID badges provided at all times while on school property
Sign-out using the visitors’ book upon departure
Return ID badges to the school office before departure
· [bookmark: _Marketing_materials]Exceptions
· Visits to the school by contractors are governed by our Contractors Policy.
· Visitors attending scheduled open days, sports events or other ‘by-invitation’ school activities will be exempt from the visiting procedures outlined in section 4.
· Anyone attending school events will keep to the areas of the school grounds where the events are taking place (e.g. the sports field, school hall).
· [bookmark: _Community][bookmark: _Unidentified_individuals]Unidentified individuals
· It is the responsibility of all staff members to politely question any individual who enters the school premises unaccompanied and/or without a clearly displayed name badge.
· Any such visitors will be directed to the school office where they can sign-in.
· If a visitor cannot be identified, the headteacher will be informed immediately. 
· If a visitor refuses to report to the school office, or becomes aggressive or abusive, they will be asked to leave the premises and the police may be called to assist. 
· [bookmark: _Visitor_conduct]Visitor conduct
· [bookmark: _Monitoring_and_review][bookmark: Subsection4]Visitors to the school will be required to act in accordance with the school’s Code of Conduct and other relevant school policies at all times. 
· The school reserves the right to escort individuals from the premises who act in an aggressive or threatening manner towards staff members, pupils, governors, parents or other visitors. 
· Under section 547 of the Education Act 1996, it is an offence for any person to cause a nuisance or disturbance on school premises; therefore, the police may be contacted to assist in the removal of individuals from the premises, where necessary.
· In the event of persistent occurrence of unacceptable behaviour on the school site, the school has the right to request a banning order from the LA for the individual in question. 
· [bookmark: _Monitoring_and_review_1][bookmark: _Hlk45889224]Monitoring and review 
· [bookmark: _Definition]This policy will be monitored and reviewed on an annual basis by the headteacher.
· The next scheduled review date for this policy is September 2022
· Amendments to the policy will be communicated to all relevant stakeholders. 
[bookmark: Appendix1]

Appendix:
TO BE DISPLAYED IN THE SCHOOL OFFICE AND SENT TO ANYONE REQUESTING A VISIT TO THE SCHOOL

Visitors to the School Site During the Coronavirus (COVID-19) Pandemic
Statement of intent
The school is committed to ensuring the health and safety and wellbeing of all of our staff members, pupils and visitors during the current pandemic. To fulfil our day-to-day roles, visitors not enter the school building, but leave supplies at the security hut.  
Legal framework
· This appendix has due regard to all relevant legislation and statutory guidance including, but not limited to, the following: 
DfE (2020) ‘Coronavirus (COVID-19): implementing protective measures in education and childcare settings’ 
DfE (2020) ‘Keeping children safe in education’ 
· This appendix operates in conjunction with the following school policies/procedures: 
School Risk Assessment for opening of school
Child Protection and Safeguarding Policy
Health and Safety Policy
Infection Control Policy
Social Distancing Policy Statement 
Coronavirus (COVID-19): Visitors in School Risk Assessment
Contractors Policy
Volunteer Policy

· Before visiting the school 
· Where possible, visitors will be kept to a minimum to mitigate the risk of coronavirus spreading. 
· To mitigate mixing and visitors spending longer periods on the school grounds, all deliveries will be left outside the main entrance to the school. Signs will be displayed on the route into the school grounds asking delivery drivers to use the school intercom to notify the office of any deliveries. 
· Where possible, people will give the school 2 days notice of their visit before visiting the school. People will request visitation rights by contacting the school office.
· When requesting a visit to the school, the visitor will be asked to provide key information which will be recorded in the visitor’s folder:
· Name
· Contact number
· Date and time of visit
· Length of visit
· The purpose of the visit.
· This information will be recorded in the visitor folder and approved by a member of SLT. The visitor folder should always be kept in the office so visitor approval can be checked by office staff on arrival.  
· For testing and tracing purposes, all visitors will be required to give their names and a contact number before visiting the school site. 
· Anyone who does not want to submit their details or outline a reason for visiting the school will be denied access to the school grounds. 
· The headteacher will review all visitation requests and reserves the right to reject requests if there is no legitimate reason to visit the school. 
· Official bodies, e.g. Ofsted and the police, will not have to request a visit to the school; however, they will be required to submit their contact details for testing and tracing purposes.
· Once visitation requests are authorised by the headteacher, visitors will be sent a copy of the school’s Risk Assessment for full opening of school to understand the measures in place to protect themselves, staff members and pupils. 
· When they come on to the school grounds, visitors will be asked to sign a form declaring that, to their knowledge, they are in good health and that they have not been exposed to coronavirus, and to acknowledge that they have read and will adhere to the policies above.
· If the visitor discloses that they have been exposed to, or are suffering from the symptoms of, coronavirus they will be asked to leave the school site immediately and the visit will be rearranged for a later date once the visitor has self-isolated. 
· Infection control 
· Visitors will not enter the site if they are displaying symptoms of coronavirus – they will inform the headteacher of this as soon as possible via telephone.
· When the visitor arrives, the member of staff meeting the visitor will ensure that the visitor understands the school’s Risk Assessment for full opening of school.
· Posters will be displayed around the school to remind visitors to practice good hand and respiratory hygiene.
· Where required, visitors will be designated their own toilets, washing areas and rest areas to minimise social mixing – these areas will be disinfected before and after use.
· All toilets, infection control areas and areas designated for visitor use will have adequate amounts of soap, alcohol-based hand sanitiser, tissues and litter bins.
· In the event there are multiple groups of visitors on the school grounds at the same time, visitors will ensure social distancing is adhered to and the headteacher and health and safety officer will ensure all parties can remain separate and properly adhere to infection control measures. 
· Visitors who become unwell with coronavirus symptoms will be sent home immediately. 
· In the event a visitor who is displaying symptoms cannot go home immediately, they will be asked to self-isolate in a designated area of the school, and will go home as soon as possible. 
· Areas that have been occupied by symptomatic visitors, including toilets, will be cleaned and disinfected as soon as possible.
· Visitors who have delivered close contact care to pupils showing symptoms of coronavirus will be encouraged to get tested.
· Once tested, the visitor will notify the school of their results for the purposes of testing and tracing procedures. 
· If used, visitor lanyards willl be disinfected immediately when the visitor leaves the school.  
· Social distancing
· Visitors will be expected and reminded to adhere to the Social Distancing Policy Statement at all times. 
· Where possible, contact time between visitors and staff members/pupils will be kept to a minimum. 
· Upon arrival at the school, the visitor will be expected to wear a face mask and or face visor. Where necessary, visitors will be given appropriate PPE to wear, e.g. gloves and a face mask. 
· The headteacher will ensure stringent social distancing measures are in place to protect clinically vulnerable individuals.
· Where possible, meetings will be undertaken remotely to minimise the number of visitors on the school site. 

· Monitoring and review 
· This appendix will be reviewed by the headteacher in response to any new government advice.
· Updates to this policy will be communicated to all staff members by the headteacher.
· Once the school resumes regular activity, and if deemed appropriate by the headteacher, all sections within this appendix will expire.
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Mr M Morris
22 Brampton Grove
London MW4 4AG

7" March 2018

Dear Mr Morris
We are writing to you to regarding Hadassa Recht’s application for a place at Menorah High.

She is truly a wonderful student. She is highly intelligent, has delightful middos and is
responsible and hardworking. Her Kodesh is very important to her and as our Head Girl, she
truly is a role model to other students. She consistently attains high marks in Kodesh and Chol
and is a kind, sweet girl. We feel strongly that she is a perfect candidate for Menorah High and
wants to join the school for all the right reasons. Her strong love of yiddishkeit and innate tznius
will be nurtured and developed at Menorah High

We urge you to consider allocating her  place at Menorah High where she will have the

opportunity to grow and thrive.

We are available to discuss this further if you wish to contact us on 02089089491, Alternatively,
our email addresses are Chaya,posen@noamprimary.org or e.chody@noamprimary.org

Whilst we appreciate that you are likely to be inundated with requests of this nature, we ask you
to consider Hadassa's application carefully as we are convinced that she will do so well at
Menorah High and that the school will benefit from having a student of this calibre.

Many thanks in advance,

( oy E Chady
Mrs Chaya Posen Mrs E Chody
Head Teacher Head of Kodesh

Noam Primary School
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Safeguarding

We-have a robust process at Shalom Noam orreporting
and récording concerns you may haie over a éhild or adul,

You should raisé concern ivhen you become aiware of
information that leads you to be worried about the.
physical, emotinal or general wellbeing of a'child or
adult either at school or at home,

You can either speak with a member of staff, deally one of
our désignated safeguarding officers, or comlete 2
safeguarding concern recording sheet, which are svailable.
as you enter the school. All concerns will be treated as
highly confidential. Please place the form in 2n envelope,
Which'is available from the same place.

Please hand this to one of our designated safeguarding.
members of staff:

‘Shalom Noar Primary School Designated Contacts:
0208908 9491

Mirs Posen - Head Teacher ~ Safeguarding Lead
Mirs Armband - Deputy Head - Safeguarding Officer
Mirs Chody — Héad of Kodesh — Safeguarding Dfficer
Mr Salama- Child Protection Governor

SHALOM NOAM

itor Information

Head Teacher
MVirs Posen

Deputy Head
Mrs Aremband

Head of Kodesh
Mrs Chody

School Business Manager
Mrs Gerson

East Road
Burnt Oak
HA8 0AJ 020 8908 9491




image5.png
Nothing i§ more imbortant at Shalom Noam Primary than the safety df our
children as well a3 our staffand vistors:

Although over the worse of COVID 1 Pandemic, we are still taking.
brecautions. We ask that all Visitors wear face masks while in school, and
to adhere to security and reception staff directions

Our school aims to provide a safe and healthy working environment. Ifyou
hiave ary suggestions that ight help this process, please contatct our
school office who will them to the Health & Safety officer

We toke safeguarding, Health & Safety, Fire Safety and Terror threats very
seriously. Although'the possibilty of an'alert is extremely unlikely, please
take just  couple of minutes to read this leaflet, so you are fully prepared
should ari emergenty or a safeguarding issue arise.

On arrival at Noam:-

+ Our security Guards will be the first people who will gréet you. You wil
be asked who you are visiting and ask you for Phota ID.” Once'you have:
got through that check and you have complefed a COVID declaration
form, you will be directed to reception.

+..When at recetion you will be asked to.sign i a book you will be Ziven
2 visitors badge/lanyard. We ask that you always have this visible while
visiting Shalom Noam. Hand the bailge back {o recepticn and sigri out
wherleaving.

+“Should an alairh be'sounded iwhile ou are visiting éur school pleasé do
not panic, our staff are well trained: Please take your lead from the
person you are visiting, of staff mermbers around you.

+ Youarenot permitted to use your tablet or camera to
take photos or {ideos while you are on our premises.

SHALOM NOAM PR

On hearing thie Fire Alaim

Imediately the fire alarm sounds, you must evacuats the building via

the:nearest fire-exit ensuring that doors are closed behind you.

+ Do not ru or panic

* Go to the assembly-point — the playground

*. Do not return to the building ntil you are instructed that you may
doso.

On hearing the Panic (Terror) Alarm — This is delivered via

our PA system.

I the nlikely évent of tie panic alarin béing soundedt

+Please take your lead from the person you are visiting

« stay calm

+- “There is 3 blue triangte in-every room; please make your way
‘quickly arid quietly to that spot and croiich under’a table or lay on
the floor

*.Under no circumstances should you try to evacuate the building.

+" Please remain there until the all clear is sounded. This will be in
the form & password. The pefson you afe visiting will know the
password:

+* Do ot ofief thé door until the password is given.




