
Haworth Primary School 
Visitor policy 

In order to enrich the lives of the children in school, and to enable us to deliver the curriculum more 

eīecƟvely, we acƟvely encourage the involvement of parents/carers, volunteers and visitors in the work 

of the school, both during school hours and in extra-curricular acƟviƟes. 

Visitors Invited to the School: 
Before a visitor is invited to the school, a member of SLT should be informed, with a clear explanaƟon as 

 to the relevance and purpose of the visit and intended date and Ɵme for the visit. Permission must be 

 granted by a member of the senior leadership if visitor is asked to come into school. 

When inviƟng visitors to the school they should be asked to bring formal photographic idenƟĮcaƟon with 

 them at the Ɵme of their visit and be informed of the procedure for visitors as set out below: 

● All visitors must report to recepƟon Įrst – they must not enter the school via any other entrance. 
● At recepƟon, all visitors must state the purpose of their visit and who has invited them. They 

 should be ready to produce formal photographic idenƟĮcaƟon. If they cannot do so, they may be refused 

 entry to the school. 
● Some visitors into school may be required to give evidence of a DBS check before they can be 

 allowed into school and any visitor who will be working unsupervised with children will be required to 

 provide evidence of a current DBS check. 
● All visitors will be asked to sign in using the electronic signing in system. 
● All visitors will be required to wear the idenƟty badge issued to them on signing in. If the visitor 

 has shown a valid DBS, they will wear a green lanyard, if they have not, they will wear a red lanyard and 

 must not be unaccompanied at any Ɵme. If they are seen unaccompanied, they must be challenged and 

 taken back to the main recepƟon. 
● Visitors will then be escorted to their point of contact OR their point of contact will be asked to 

 come to recepƟon to receive the visitor. The contact or a delegated member of staī will then be 

 responsible for them whilst they are on site. 
● Visitor lanyards hold relevant DSL informaƟon & useful contact numbers and all visitors to be 

made aware of these. 
● On deparƟng the school, visitors should leave via recepƟon and sign out using the same electronic 

system surrendering their idenƟty badge. 

All visitors are required to comply with the school’s Visitors’ Code of Conduct (Appendix 1). 

Unknown/Uninvited Visitors to the School: 
● Any visitor to the school site who is not wearing an identity badge should be challenged 
● Authorised visitors will be asked to sign in on the electronic system. 
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● In the event that the visitor refuses to comply, they should be asked to leave the site immediately 

 and the Headteacher or Deputy Headteacher (or Senior Leader if none of the foregoing are available) 
 should be informed promptly. 
● Unauthorised visitors must be escorted immediately off the premises. A member of SLT must be 

contacted immediately. 
● The Headteacher / Deputy Headteacher (or other member of staī) will consider the situaƟon and 

decide if it is necessary to inform the police. 

Governors, Parent/carer Helpers and Volunteers: 
● All governors, parent/carer helpers and volunteers who help at school on a regular basis must 

 comply with Disclosure and Barring Service procedures, compleƟng a DBS disclosure form. 
● Please note that all governors, parent/carer helpers and volunteers should sign in and out using 

 the electronic system located in the oĸce. 
● All governors, parent/carer helpers and volunteers must wear the badge they are given on arrival 
for the duraƟon of their visit to the school. 

SPECIFIC GROUPS: 

Work Experience & Training Placements: 
Students on placements from universiƟes or colleges will be veƩed by their place of study and a formal 
 statement of assurance will be provided to the school prior to commencement of their placement. Where 

 secondary school students seek work experience, a statement of assurance as to their suitability will be 

 obtained from their school. Whilst these measures are strictly adhered to we wish to assure all volunteers 

 of our commitment to supporƟng their learning experience and stress that we value their contribuƟon. 

Contractors: 
Wherever possible maintenance work carried out on site is outside pupil access hours. There are Ɵmes 

 when this is not possible. In such cases delivery staī, maintenance engineers and contractors may access 

 and carry out rouƟne and emergency work on the school site. They will be requested to present 
 photographic idenƟĮcaƟon related to their employment. In cases where this is not possible a telephone 

 check will be made with the relevant employer before entry is permiƩed. Staī will be made aware that 

 contractors are working on-site during school hours. 

Where the nature of the contractor’s works means they will have access to sensiƟve data i.e.; computer 
 maintenance/management informaƟon service companies DBS checks may be required in line with 

 central government guidelines. 

VisiƟng staī from the Local Authority, Primary Care Trust and private companies that have Service Level 
 Agreements with the school do not have to comply with the aforemenƟoned veƫng procedures as their 
 organisaƟons have issued a statement of assurance. These statements assure school that their host 

 organisaƟons have completed level 3 enhanced DBS checks on all staī who visit school. 
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Infrequent visitors such as arƟsts, authors and theatre companies are fully supervised at all Ɵmes and will 
 not be required to submit DBS veriĮcaƟon. Again, this is in line with central government guidelines. 

SpeciĮc Guidance for members of staī organising visits from external agencies: 
The following procedures should be followed by all school staī involved in organising visits from external 
 agencies and speakers: 
● Prior to the visit, discuss with the visitor how their session will add value to the pupils’ learning 

experience. 
● Ensure the visitor/external agency learning outcomes complement school’s planned programmes 

 or schemes of work and is in line with school policies. (This is parƟcularly important in Health areas i.e.; 
 Sex & RelaƟonships EducaƟon.) 
● Be conĮdent that the visitor/external agency has the required experƟse in the subject they are 

 delivering together with the necessary experience and skills to deliver sessions that are age appropriate 

 and factually accurate. 
● Discuss and agree the aims / desired learning outcomes of session, professional boundaries, 
including responsibility for classroom discipline. 
● Inform each visitor/external agency of all informaƟon to ensure the inclusion of all pupils. This 

 may include the age and gender raƟo of pupils, background, ethnicity and culture of pupils and special 
 educaƟon needs (if applicable). 
● Provide each visitor with a named school contact. 
● Ensure the acƟvity meets Health and Safety guidelines. 
● Staī must ensure such visitors are aware of school’s core polices such as Safeguarding / Child 

 ProtecƟon and provide access to any further relevant documentaƟon i.e.; risk assessments. 
● Organise, meet and greet arrangements and classroom/assembly lay out. 
● Ensure the relevant staī member/s (i.e. class teacher) is/are present during the session as they 

 are responsible for class discipline, monitoring and evaluaƟon. 
● The school contact will be responsible for ensuring the visitor/external agency is thanked for their 

contribuƟon and where applicable fees paid. 

Review 

This policy is to be reviewed annually unless legislaƟon changes signiĮcantly within that Ɵme, in which 

 case the Governing Body will take advice from the Headteacher and Designated Safe-guarding lead as to 

 the review process and timing. 
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APPENDIX 1 

Visitors’ Code of Conduct 

This Code of Conduct is intended as a guide and a help to all school visitors. It sets out standards of 
 conduct which the school expects visitors to follow when within the School. This code is not exhausƟve 

 but is wriƩen to assist visitors and it is important that visitors should take advice and guidance if necessary. 

Whilst visiƟng the school, all visitors need to set a good example to the children that they interact with. 
 We all need to be good role models in the way that we speak, behave and present ourselves to children 

 and other adults. 

The underlying purpose is to ensure that the School provides a high quality service to its pupils and 

 stakeholders in accordance with our Mission Statement and to promote public conĮdence in the integrity 

 of the School. 

It takes in the requirements of the law and aƩempts to deĮne the required levels of professionalism to 

 ensure the well-being of the School, its staī and its customers. 

Visitors are requested to read this Code carefully and consider the issues which it raises. 

Guidance for Working with Children 

● The welfare of the child is paramount. 

● Visitors should understand their responsibiliƟes to safeguard and promote the welfare of pupils 

and should understand the school’s Safeguarding policies and procedures. 

● Visitors are responsible for their own acƟons and behaviour and should avoid any conduct which 

would lead any reasonable person to quesƟon their moƟvaƟon and intenƟons. 

● Visitors should work, and be seen to work, in an open and transparent way. 

● Visitors should acknowledge that deliberately invented/malicious allegaƟons are extremely rare 

and that all concerns should be reported and recorded. 

● Visitors should discuss and/or take advice promptly from the Headteacher if they have acted in a 

way which may give rise to concern. 

● Visitors should apply the same approach to others, regardless of culture, disability, gender, 
language, racial origin, religious belief and sexual orientaƟon. 

● Visitors should not consume or be under the inŇuence of alcohol or any substance, including 

prescribed medicaƟon, which may aīect their ability to engage with children. 
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E-Safety 

Visitors must not engage in inappropriate use of social network sites which may bring themselves, the 

 school or the school community into disrepute. Visitors should adopt the highest security seƫngs on any 

 personal proĮles they have. 

Visitors should remain mindful of their digital footprint and exercise cauƟon in all their use of social media 

 or any other web-based presence they have. This includes wriƩen content, videos or photographs and 

 views expressed either directly or by ‘liking’ certain pages or posts or following certain individuals or 
 groups. Visitors should exercise care when using daƟng websites where visitors could encounter students. 

Visitors must not contact pupils, must not accept or iniƟate friend requests nor follow pupils/students 

 accounts on any social media plaƞorm. Visitors must not communicate with pupils/students via social 
 media, websites, instant messenger accounts or text message. The only acceptable method of contact is 

 via the use of school email accounts or telephone equipment. 

School acknowledges that visitors who are also parents may wish to contact other parents, who are 

 friends, over social media. Visitors must exercise cauƟon and professional judgement in these 

 circumstances and should not have any contact with pupils’ family members via social media if that 
 contact is likely to consƟtute a conŇict of interest or call into quesƟon their objecƟvity. 

Mobile phones and personally-owned devices may not be used during lessons or formal school Ɵme. They 

 should be switched off (or silent) at all Ɵmes. The Bluetooth funcƟonality of a mobile phone should be 

 switched off at all Ɵmes and may not be used to send images or Įles to other mobile phones. 

Mobile phones and personally-owned mobile devices brought in to school are the responsibility of the 

 device owner. Haworth Primary School accepts no responsibility for the loss, theŌ or damage of 
 personally-owned mobile phones or mobile devices. 

One to One Situations 

Visitors working individually with pupils/students should be aware of the potenƟal vulnerability of 
 pupils/students and visitors in such situaƟons. Visitors should manage these situaƟons with regard to the 

 safety of the pupil/student and to themselves. 

Child in distress 

There may be occasions when a pupil/student is in distress and in this should be immediately referred to 

 a member of staī, preferably the class teacher. 
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Confidentiality 

Visitors may have access to conĮdenƟal informaƟon about pupils/students, their parents/carers or their 

 siblings. Visitors must not reveal such informaƟon except to those professionals who have an appropriate 

 role in relaƟon to the pupil/student on a need to know basis. 

Visitors should never use conĮdenƟal or personal informaƟon about a pupil/student or her/his family for 

 their own, or others’ advantage (including that of partners, friends, relaƟves or other organisaƟons). 
 InformaƟon must never be used to inƟmidate, humiliate, or embarrass the pupil/student. 

Professional RelaƟonships within School 

Haworth Primary visitors and staī should conduct themselves in a professional manner, in an atmosphere 

 of mutual respect. The school will not tolerate verbal or physical aggression towards staī and such incidents 

 will be referred to the Headteacher. 

Dress Code 

Visitors need to consider their dress and ensure that it is appropriate for a school environment. This may 

 be diīerent to that adopted in their personal life. They should ensure that they are dressed decently, 
 safely and appropriately for the tasks they undertake. 

This means that visitors should wear clothing which: 
● Is not likely to be viewed as oīensive, revealing or sexually provocative. 

● Does not distract, cause embarrassment or give rise to misunderstanding. 

● Is absent from poliƟcal or contenƟous slogans. 

● Is not considered to be discriminatory. 

Smoking, alcohol and other substances 

We ask visitors to respect that our school is a ‘no smoking’ school - this applies to the school building and 

grounds (‘no smoking’ includes the use of electronic cigareƩes, geisha sƟcks, etc. 
 

Policy was reviewed and formally adopted by Haworth Primary School on  
  
…………………….10/03/2026....................................................Date 

  
..............................................................................................Signed Chair of Governors  

 

.......................Ed Whitehead.................Signed Headteacher 

6 


