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VISITOR POLICY AND PROCEDURES  

 

Our mission is to develop happy, confident and successful children 

who are well prepared for their future. 

 

INTRODUCTION  
From time to time, Westbrook Hay Prep School will be visited by people or organisations who fall 

within various visitor categories.  For example: educational visitors, regular contractors, Governors, 

Inspectors and others.  

   

The purpose of this Policy is to set out the School's obligations when inviting visitors to the School 

and to set out the standards of behaviour expected from them.   

 

This policy should be read in conjunction with the School's Safeguarding Policy.  The procedure the 

School has put in place ensures that all obligations are met when arranging for a visitor to be on 

School premises.  

 

OVERVIEW  

The Prevent statutory guidance (https://www.gov.uk/government/publications/prevent-

dutyguidance) expects Schools to have clear protocols for ensuring that any visitors are suitable and 

are appropriately supervised.  This Policy and these procedures have, therefore, taken the 

Government's Prevent Duty guidance and the School's wider safeguarding obligations into 

consideration.  

    

GENERAL REQUIREMENTS 

A visitor is described as any person over 16 seeking to enter the School premises who is not a pupil, 

employee or the School or the immediate family of resident staff.  Visitors under 16 must be 

accompanied by an adult. 

 

PROCEDURES  

Staff must firstly discuss all requests for visitors with their line manager.  

 

Once a visitor has been initially approved, the member of staff organising the visit and their line 

manager will use the criteria in the following section to determine which category from those listed 

below the person or organisation falls in to, either:  

 

1. Visitor (no ID or pass necessary)  

2. Visitor (pass but no ID necessary)  

3. Visitor (pass and ID check necessary) or  

4. Educational Visitor  - see Visiting Speaker Policy   

 

They must then follow the correct procedure (1-4) as detailed in the next section. It is the responsibility 

of the person organising the visit to ensure that all relevant members of staff are aware that a visitor 

is on the School site.  

 

Once a request for a visitor has been approved you MUST advise the Reception team of the name 

of the visitor and date of the visit.   

  

CATEGORIES OF VISITORS   

A visitor is a person or organisation who is not conducting regulated activity (definition, as per the 

ISI hand book, is below).    

  

The definition of regulated activity (i.e. work that a barred person must not do) in relation to children 

comprises, in summary:   
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• regular (see above) work in Schools with opportunity for contact with children. Not work by 

supervised volunteers.  For example; Teacher or TA;  

• unsupervised activities: teach, train, instruct, care for or supervise children, or provide advice/ 

guidance on well-being, or drive a vehicle only for children, if done ‘regularly’ (see above);   

• relevant personal care, e.g. washing or dressing; or health care by, or supervised by, a 

professional. This applies to any child, even if done only once.  

  

Before/after School activity providers (eg LAMDA or Peri teachers), supply teachers and professionals 

providing personal care (eg Trained professionals such as therapists, counsellors, nurses) are not 

visitors as they are carrying out regulated activity and all relevant safer recruitment checks (eg DBS) 

would have been completed prior to their visit.  

 

However, they would show ID on their first visit and be given a pass for all visits.  

  

Lanyards can be: 

 

Blue  staff 

Grey  contractors i.e. peris, cleaners, catering 

Red  visitor with no DBS 

Green  visitor with pre-approved DBS check 

   

Category 1 – Visitor - no ID or pass required  
 

a) Parents/carers of Westbrook Hay pupils;  

b) Deliveries/post; 

c) External vendors’/company employees attending WBH events out of School hours (eg 

Summer Fete stall holders);  

d) Emergency services.   

  

Category 2 - Visitor pass but no ID required  

The following types of visitor should arrive at the main School reception to sign the visitors’ book. 

They will be issued with a visitors’ pass and lanyard which they must wear at all times whilst on the 

School site:  

 

a) Governors of the School (Black lanyard); 

b) Parents/carers of WBH pupils with an appointment to meet staff or attending 

fixtures/tournaments in School time;  

c) Former staff/pupils and parents known to someone from the staff;  

d) Teachers from other Schools (eg fixtures, interviews or meetings;)  

e) INSET speakers  

f) Work experience pupils who are under 18 (eg DofE);  

g) Prospective parents (eg tours, Open days);  

h) Regular contractors known to the staff (eg plumber, electrician, Photocopier man etc).   

 

Visitors in Category 2 may be given a red or green lanyard depending on whether they are DBS 

checked and this has been seen by the host.   

 

Category 3 - Visitor pass and ID check required  

 

The following visitors should arrive at the main School Reception and show original identification 

document, including a photograph, such as a valid passport or valid photo card driving licence. 

Copies of the documentation must be taken by the member of staff who is responsible for the visitor 

and they must date and initial the copies as evidence.  These copies will be given to the HR 

Administrator and retained by the School for our records. If the visitor does not have the required 
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documentation, the Bursar and/or Deputy Head should be informed so that the potential risk can be 

assessed. However, this should have been discussed prior to the visitor arriving at the School.    

  

The visitor will sign the visitors’ book and will be issued with a visitors’ pass and lanyard, which they 

must wear at all times whilst on the School site.  The visitor must be supervised at all times by a 

School employee whilst on site and will, at no point be left unsupervised (unless stated otherwise 

below).  

  

a) Inspectors (not supervised);  

b) Contractors not known to the staff;  

c) Interview candidates;  

d) Food Standard Agency;  

e) Work Experience – Student Teacher Observers 18+;  

f) Photographers.  

 

Visitors in Category 3 may be given a red or green lanyard depending on whether they are DBS 

checked and this has been seen by the host. 

 

Category 4 Visitor - Educational Visitors:  

See Visiting Speaker Policy  

 

VEHICLES AND PARKING 

The use of mobile phones whilst driving around the School is strictly prohibited.  There is a strict 

speed limit of 10mph around the site. 

 

There are disabled bays in the main yard, these are clearly marked and are reserved for blue badge 

holders only. 

 

Most visitors will be directed to park at the front of the School in one of the three marked visitor 

parking spots. 

 

Disabled Access 

Staff inviting visitors on site must enquire in advance if there are any additional mobility needs which 

will require additional assistance in order for the guest(s) to gain access to the areas of the School, 

and to be evacuated quickly in the event of an emergency. 

 

UNKNOWN/UNINVITED VISITOR 

If staff come across a visitor who is not wearing an appropriate identity badge you should politely 

challenge them as to their business on the School site.  If they have failed to sign in please escort 

them to the main reception.  If they have no legitimate reason to be on site they should be politely 

asked to leave the premises. 

 

OTHER 

Photographs  may not be taken without prior permission 

 

Smoking (including e-cigarettes/vaping) is prohibited anywhere on site, including in the holidays. 
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