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1. Policy Statement  
Medina House welcomes parents and other guests to visit the School and recognises the important 
contribution and potential benefits which can result from interactions with visitors.  
 

Medina House is committed to safeguarding the welfare of pupils and staff members, and protecting 
facilities and equipment from misuse and vandalism.  Staff at Medina House receive annual training to 
raise their awareness of the governments counter terrorism strategy, Prevent.  This ensures that staff  
know their duties and responsibilities to support it. 
 

It is the intention of the School that every visitor is treated with courtesy and respect and made to feel 
welcome whilst on the premises.  
 

The control of visitors is a fundamental part of the School’s safeguarding of pupils, staff and property. The 
reception is fully manned from 8.30am – 3.00pm and visitors are unable to gain access to the school until a 
member of staff has authorised their visit.  For those visitors arriving outside normal school hours, prior 
arrangements for access to the school are made with the member of staff receiving them.  
 

Appendix 1 of this policy outlines the visitor procedures followed at the School during normal school hours.  
 

Appendix 2 of this policy outlines the special additional procedures that are in place for inviting visiting 
speakers.  
 
Appendix 3 Visitors to School site during the Coronavirus (Covid 19) Pandemic 
 
Appendix 4 – Visitor self-declaration form 
 

2. Approved Visitors / Contractors  
 

There are three categories of visitors / contractors  
 

1) Approved Visitors  
These have had safer recruitment checks and are on the Single Central Register and the Approved Visitors 
List, so they can be unaccompanied on site and at Medina House include regular volunteers/ students, 
Physiotherapists, speech therapists and other health professionals and music therapist and forest school 
provider. 
 

2) Contractors  

a) Maintenance/Servicing Contractors. These are on the Approved Contractors Register, they are not 
subject to safer recruitment checks but they work in specific locations/timescales and are subject to 
remote supervision. These must be met by the supervising member of staff, and if in exceptional 
circumstances they were required to work during school hours, the member of school staff would continue 
to supervise them if children are on site. ( See H&S Policy) 

b) Regular Contractors (including extra-curricular clubs). These have had safer recruitment checks and are 
on the Single Central Register and the Approved Contractors Register. These can be unaccompanied on 
site.  
 

3) Other Visitors who are not on a register or checked; these must be accompanied at all times and follow 
the Visitor Code of Conduct – this will include existing or prospective parents and visiting speakers. 
 



3. Visitor Code of Conduct  
 

This Code of Conduct generally applies to all visitors to the School.  
 

Wear the visitors’ badge in order that it can be seen at all times during your visit and if this is your first 
visit, take a safeguarding booklet to read. 
 
1. You must sign in using the electronic system, wear the badge and adhere to the ‘Be Safe’ guidelines. 

2. You must be accompanied by a staff member throughout your visit unless you are an approved 
contractor authorised to carry out work (under remote supervision)** 

3. You must return the visitors’ badge to reception on leaving the school and sign out.  

4. If you notice any unsafe or inappropriate behaviour or health and safety issues you must report it to one 
of the Safeguarding Personnel (as identified in the poster in reception) and around school 

5. Take reasonable care of you own health and safety and that of others at the school;  

6. You may only use staff cloakrooms in School  

7. You must not reveal to anybody outside school, personal information you may learn in the course of 
your work or visit  

8. Should there be a fire evacuation, a member of staff will accompany you out of the building and to the 
visitor assembly point  

9. The School operates a no smoking policy (including e-cigarettes) on all school premises.  
10.  On leaving school, you must sign out and leave your badge at reception. 
 
** Contractors will only be authorised to carry out work (under remote supervision) in the specific locations and at 
the times agreed between the School and the contractor. Any refusal to adhere to the terms of this policy will be 
reported immediately to the School Business Manager.  
 

4. Parents attending School events  
Generally parents attending the School are treated in the same way as any other visitor and are subject to 
the terms of this policy.   However, the School recognises that it is not practical or desirable for parents to 
have to follow the strict registration arrangements and for them to be accompanied at all times when 
attending ad hoc events (such as School assemblies, productions or sports fixtures).  
Parents will, however, be expected to adhere to the Visitors' Code of Conduct at all times in Appendix 1 
and to wear a visitors badge.  For whole school events parents must inform school in advance of names of 
people attending for their child ( e.g Xmas performances) so that badges can be prepared in advance and 
to ensure fire regulations are adhered to in relation to the number of people in the gym/hall. 
 

5. School’s register of Approved Visitors and contractors  
The School holds a register of approved visitors and contractors maintained by the School Business 
Manager.   Visitors on this register must follow the Visitor Code of Conduct.  
 

6. Visiting Pupils  
Pupils from other schools may visit Medina House from time to time (e.g. for special events, performances, 
etc.). If visiting pupils are accompanied by a member of staff from that school, that member of staff is 
responsible for the behaviour of those pupils.  
If pupils visit the school without accompaniment e.g on sibling day, parents must complete a medical form 
and the pupil is in the care of school staff. The pupil should sign in at reception at the start of their visit to 
ensure they are included in emergency evacuation arrangements and sign out at the end.  
 



7. Visitors Departure from School  
 

On departing the school, visitors MUST leave via reception and:  

 Enter their departure time by scanning their pass using the signing in system in reception.   

 Return the identification badge to reception  

 A member of staff should escort the visitor to reception  

 The receptionist will see them off site 
 

8. Unknown/Uninvited Visitors to the School  
 

Any visitor to the school site who is not wearing an identity badge should be challenged politely to enquire 
who they are and their business on the school site. Staff should not put themselves at risk.  
They should then be escorted to reception and if appropriate sign the Visitors’ Book and be issued with an 
identity badge. The procedures detailed in Appendix 1 will then apply.  
 
In the event that the visitor refuses to comply, they should be asked to leave the site immediately and a 
member of SMT informed. The SMT member will consider the situation and decide if it is necessary to 
inform the police.  
 
If an unknown parent/family member/friend arrives unexpectedly to collect a child, they will not be 
allowed to take that child until the Headteacher/ Assistant Head or member of the Leadership and 
management team have checked with parents by phone.  If parents inform school that a different person 
will be collecting, a password will be agreed for that person to use on arrival at school. 
 
If any visitor known unknown/uninvited becomes abusive or aggressive, they will be asked to leave the site 
immediately and warned that if they fail to leave the school grounds, police assistance will be called for.  
The School will not tolerate any act of violence or harassment in which a member of staff or pupil or any 
other person on the School site is abused, threatened or assaulted, or placed in fear for their own safety.  
 

9. Governors and Volunteers  
 

All governors and volunteers must comply with the relevant safer recruitment procedures. Please note that 
Governors and volunteers should sign in and out using the signing in system, located in reception.  
New volunteers and governors will be made aware of this policy and familiar with its procedures as part of 
their induction. This is the responsibility of the Clerk to the Governors and Chair of Governors.  
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Appendix 1 Visitor Procedures 
 

Visitors to Medina House School  
 

Visitors to the school may be asked to bring formal photographic identification with them at the time of their visit 
(unless they are named on the Approved Visitors list or are a visiting pupil).  
 

All visitors must follow the procedure below:  
 

 Once on site, all visitors must report to reception first. No visitor is permitted to enter the school via any 
other entrance under any circumstances.  

 At reception, all visitors must state the purpose of their visit and who has invited them. They should be 
ready to produce photographic identification upon request.  

 All visitors will be asked to sign in using the touch screen signing in system, which is located in reception 
which records their name, organisation, who they are visiting and their car registration.  

 Reception staff will bring the following to the visitor’s attention:  
 Safeguarding Personnel poster  
 Text on the visitors pass  
 Emergency evacuation procedures  
 All visitors will be required to wear an identification badge – the badge must remain visible throughout their 

visit.  
 Visitors will then be escorted to their point of contact OR their point of contact will be asked to come to 

reception to receive the visitor. The contact will then be responsible for them while they are on site. The 
visitor must not be allowed to move about the site unaccompanied unless they are registered on the 
Approved Visitor List.  

 
All new parents visiting the School are greeted at the door. Their details are checked with those entered in the 
School calendar. Before being shown around the School they complete the signing in system, are given Visitors’ 
badges and are asked to wait in the entrance foyer until the member of staff meeting them is available.  
 
Regular attendees have prepared badges held at the reception desk,  that the receptionist will give them so they can 
scan/sign in.  They are then accompanied to the location within the school by the appropriate member of staff, in 
order to sign in. 
 
Any external contractor coming onto the premises to carry out maintenance or other such activity must have their 
identification checked by staff and be issued with a visitor’s badge. Such visits should be expected and planned in 
advance whenever possible.  
 
No visitors should ever go straight to a classroom without seeing a member of the administrative staff first.  
 
Due to the very short nature of the visit, parents arriving to collect their child during the school day do not need to 
be signed in, but they must wait in the entrance foyer whilst their child is brought to them. 
 
In the unlikely event of staff seeing a visitor in the school without a visitor’s badge, the visitor must be challenged 
and taken to the school office for identity checks to be carried out. 
 
New staff members will be given clear instructions to ensure these procedures are followed at all times. 
 
 
 
 
 
 
 
 
 



Appendix 2    Inviting Visiting Speakers                                                                                                                                                          
 
Medina House seeks to source high quality and appropriate trainers/visiting speakers for assemblies, meetings and 
for special events and staff training. 
 

The Prevent Duty Guidance for England and Wales 2015 (last updated in April 2019) requires Medina House to have 
a clear protocol for ensuring that any visiting speakers, are suitable and appropriately supervised. The Prevent Duty 
requires the School to have regard to the need to prevent people, including children, from being radicalised or 
drawn into terrorism. Radicalisation is the process by which a person comes to support terrorism and forms of 
extremism. Extremism is vocal or active opposition to fundamental British values including democracy, the rule of 
law, individual liberty, mutual respect and tolerance of different faiths and beliefs. Calls for the death of members of 
UK armed forces, whether in this country or overseas, are also considered extremist.  
 

The School is not permitted to obtain a DBS disclosure or Children's Barred List information on any visiting speaker 
who does not engage in regulated activity at the School or perform any other regular duties for or on behalf of the 
School.  
 

All visiting speakers will be subject to the School's usual visitors’ protocol set out in this document.  
 

Any speaker/trainer will have been briefed before hand by relevant staff e.g CPD co-ordinator, Headteacher, Family 
Support Worker or class teacher regarding the requirements of the training/presentation. 
 

The School will also obtain such formal or informal background information about a visiting speaker as is reasonable 
in the circumstances to decide whether to invite and/or permit a speaker to attend the School. In doing so the 
School will always have regard to the Prevent Duty Guidance and the definition of "extremism" set out above.  
 

Actions  
Any member of staff inviting in a visiting speaker, must as a minimum carry out an internet search on the proposed 
speaker.   If the internet search reveals information that indicate the speaker presents a risk of radicalisation then 
the matter must be referred to the School's Prevent Lead who will discuss the proposed invitation with the Head. 
The Head will ultimately decide if it is appropriate to invite the speaker to attend the School.  
 

All visiting speakers will be required to bring proof of ID unless the speaker is known by the School. It is the 
responsibility of the supervising member of staff to check the ID and to supervise the speaker at all times.  
If a visiting speaker is carrying out other duties for the School, on a paid or unpaid basis, then they are likely to be 
categorised as either staff or a volunteer. If that is the case, then formal vetting checks will be necessary in 
accordance with the usual practices for staff and/or volunteers. It is only when formal vetting checks are necessary, 
that they must be recorded on the single central register (SCR). Informal checks on a visiting speaker do not 
therefore need to be recorded on the SCR.  
 
When a visiting speaker visit is arranged, the event should be entered into the main school diary and/or School 
calendar via Google and the following information should be provided.  
 

 Date  
 Name of speaker and Title/Role  
 Title of talk  
 Age range at which the talk is aimed  

 

If any content of the talk proves highly contentious or falls outside the School’s expectations and there are concerns 
that the views being expressed are breaching school policies or protocols, the member of staff organising the talk 
must report this to the Headteacher immediately.  
 

In fulfilling its Prevent Duty obligations the School will not discriminate on the grounds of race, colour, nationality, 
ethnic or national origin, religion or religious belief, sex or sexual orientation, marital or civil partner status, disability 
or age. 
 
 
 
 



 

Appendix 3 Visitors to the School Site During the Coronavirus (COVID-19) Pandemic 

Statement of intent 

Medina House 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 need to come into the school 

which is why we have implemented the practices and procedures outlined in this appendix. 

 

Legal framework 

1.1. This appendix has due regard to all relevant legislation and statutory guidance including, but not 

limited to, the following:  

 DfE (2020) ‘Guidance for full opening: schools’ 

 DfE (2020) ‘Keeping children safe in education’  

1.2. This appendix operates in conjunction with the following school policies:  

 Child Protection and Safeguarding Policy 

 Health and Safety Policy 

 Infection Control Policy 

 Coronavirus (COVID-19): Visitors in School Risk Assessment 

 Visitor and Guest Speaking Policy 

 

Before visiting the school  

1.3. Where possible, visitors will be kept to a minimum to mitigate the risk of coronavirus spreading.  

1.4. 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.  

1.5. Where possible, people will give the school two weeks’ notice before visiting the school. People will 

request visitation rights by contacting the school office. 

1.6. When requesting a visit to the school, people must state when they want to visit the school, for how 

long, and their purpose for visiting.  

1.7. For testing and tracing purposes, visitors will be required to give their names and a contact number 

before visiting the school site.  

1.8. 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.  

1.9. The headteacher will review all visitation requests and reserves the right to reject requests if there is 

no legitimate reason to visit the school.  

1.10. 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. 

1.11. When they come on to the school grounds, visitors will be asked to sign a form declaring 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 relevant documents. 

1.12. 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.  



1.13. The school will keep a record of visitors to the premises. 

Infection control  

1.14. Visitors will adhere to the school’s Infection Control Policy at all times. 

1.15. Visitors will wear face coverings in communal areas of the school and where social distancing is 

difficult to maintain.  

1.16. Visitors will clean their hands before and after touching face coverings, including when putting them 

on and taking them off. Visitors will keep their face masks in a plastic, sealed bag between uses. 

1.17. Posters will be displayed around the school to remind visitors to practice good hand and respiratory 

hygiene. 

1.18. 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. 

1.19. 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. 

1.20. Visitors who become unwell with coronavirus symptoms will be sent home immediately.  

1.21. 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.  

1.22. Areas that have been occupied by symptomatic visitors, including toilets, will be cleaned and 

disinfected as soon as possible. 

1.23. Visitors who have delivered close contact care to pupils showing symptoms of coronavirus will be 

encouraged to get tested. 

1.24. Once tested, the visitor will notify the school of their results for the purposes of testing and tracing 

procedures.  

1.25. Visitors will be permitted to use their mobile devices on-site for the purposes of engaging with the 

NHS COVID-19 app. 

1.26. Upon entering the school, visitors will use the NHS COVID-19 app to check in to the school premises. 

Social distancing 

1.27. Visitors will adhere to social distancing at all times.  

1.28. Where possible, contact time between visitors and staff members/pupils will be kept to a minimum.  

1.29. The headteacher will ensure stringent social distancing measures are in place to protect clinically 

vulnerable individuals. 

1.30. Where possible, meetings will be undertaken remotely to minimise the number of visitors on the 

school site.  

Monitoring and review  

1.31. This appendix will be reviewed by the headteacher in response to any new government advice. 

1.32. Updates to this policy will be communicated to all staff members by the headteacher. 

1.33. Once the school resumes regular activity, and if deemed appropriate by the headteacher, all sections 

within this appendix will expire. 

 

 

 



 

Appendix 4  Visitor Self-declaration Form 

At Medina House School, we feel it is important that all visitors to our site understand and adhere to our principles 

and procedures, as outlined within this policy. 

All visitors must complete this self-declaration form at the school reception prior to entering the school site, agreeing 

to follow our school procedures put in place to keep themselves, our pupils and staff safe. 

Please note: if you do not agree to the school’s procedures, you are not permitted to enter the school site. Visits may 

need to be rearranged in this case. 

Declaration 

I agree to: 

 Follow the school’s safeguarding procedures ☐ 

 Follow the school’s conduct procedures ☐ 

 Follow the school’s procedures regarding the use of technology and social media on-site ☐ 

 Follow the school’s procedures regarding confidentiality ☐ 

 Follow the school’s visiting procedures ☐ 

 To follow the school’s coronavirus (COVID-19) procedures ☐ 

 

Name:  

Contact number:  

Company (if applicable):  

Reason for visit:  

Signed:  

Date:  

 

 


