
Visitors Policy

With reference to -

Statutory Framework for the EYFS 2017 (April 2017)

The Education (Independent School Standards) Regulations 2014

Aims

Alamiyah School believes that the safety and security of children is paramount. Therefore rigorous

procedures are followed during visits to the school in order to ensure that unauthorised people do not

gain access to children or place any children at risk.

Approach

Before the visit

All visitors to the school must have pre-booked appointments, visitors who do not have a pre-booked

appointment will not be admitted entry. Upon booking, visitors will be asked for their name, contact

details and purpose of visit. The visitor will then be supplied with a password which is chosen by the

administrator, recorded and changed, weekly. This password is known to all members of staff authorised

to open the door.

Arrival

The person who answers the intercom must always check to identify the caller over the intercom. Only

staff who have been trained and authorised to answer the door will do so following the procedure below.

Answering the Intercom

The person who answers the intercom must attempt to check the identity of the caller over the intercom

to ensure that they are present for a genuine appointment by seeking:

1. Full Name

2. Reason for calling

3. Name of person the visitor would like to see
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4. Before granting a caller access, always check with the Principal/ Headteacher and the

person whom the caller wishes to see

5. Never grant access to anyone who is not known

Checking Visitors ID at the Gate or Door

Only staff who have been trained and authorised to answer the gate/door will do so following the

procedure below. The person who answers the gate/door must always check the identity of the caller

unless their identity has been checked in the past.

1. Name

2. Photo ID

3. If an appointment has been made, take the supplied password

4. The visitor will be required to fill in and sign the visitors register

5. Visitor will be supplied with a visitors badge which must be displayed on their person

and visible at all times

Visitors without an ID check and password will not be permitted entry.

Upon signing the visitors register, visitors will then be shown where to wait until a suitable member of

staff is available. Visitors will be asked to ensure that their mobile phones are on silent and kept in their

bag and left in the office building.  Phones can be left in a locked safe for the duration of their visit.

During Visit

During visits, unauthorised people will be supervised at all times. Visitors will be required to adhere to

the rules of the setting and deal with staff and children in a respectful manner. If at anytime, staff fear that

the visitor poses a risk for children’s safety and well-being, the headteacher must be notified immediately

and suitable action take place.

Departure

Once a visitor has completed their visit, they must notify a member of staff that they are ready to leave. A

member of staff will then securely open the door and let the visitor leave. At no time are visitors allowed

to open the doors and leave without a member of staff present. The visitor must record their departure

time in the visitors register in the office before leaving the school site.
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Review

This policy will be reviewed annually or sooner or if there is any change in statutory guidance or

legislation. See ‘Policy Review Schedule’.

Adopted in a meeting at Alamiyah School on 21/07/2017

Signed: H Musa (Headteacher) and S Motara (Chair of Trustees)
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