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Magdalene Pre-School
Visitor Policy
Policy Statement
Magdalene Pre-School recognises that visitors may attend the setting for a variety of reasons, including professional support, maintenance, training, or community involvement. We are committed to ensuring that all visitors are managed safely and appropriately so that children’s welfare and safeguarding remain paramount at all times.
This policy applies to all visitors who are not regular members of staff.
Aim
· To safeguard children from harm
· To ensure all visitors are properly identified, supervised and monitored
· To maintain a safe and secure environment
· To ensure staff understand their responsibilities when visitors are present
Definition of a Visitor
A visitor is any person who:
· Is not employed by Magdalene Pre-School
· Does not have an enhanced DBS clearance registered with the setting
· Is not part of the regular staffing ratio
This includes (but is not limited to): professionals, contractors, volunteers, students, inspectors, clergy, and parents attending for reasons other than drop-off or collection.
Procedures for Visitors
Arrival at the Setting
· All visitors must report to a member of staff immediately upon arrival
· Visitors must sign in using the visitor sign-in book
· Visitors must provide identification where appropriate
· Visitors will be issued with a visitor badge which must be worn at all times
DBS and Safeguarding Checks
· Visitors who do not have an enhanced DBS check will never be left unsupervised with children
· Professionals (e.g. therapists, advisors) may work directly with children only where appropriate checks, parental consent and supervision arrangements are in place
· Contractors and maintenance personnel will be supervised and kept away from children where possible
Supervision of Visitors
· Visitors must be accompanied by a member of staff at all times unless prior arrangements have been agreed by the Setting Manager
· Visitors are not included in staff-to-child ratios
· Visitors must follow all setting policies, including safeguarding, health and safety and confidentiality
Confidentiality and Conduct
· Visitors must not discuss children, families or staff outside of their professional role
· No photographs, videos or recordings may be taken without prior written permission
· Mobile phones must not be used in areas where children are present unless authorised
Emergency Procedures
· Visitors will be made aware of emergency procedures, including fire evacuation
· In the event of an emergency, visitors must follow staff instructions
Refusal of Entry
The Setting Manager reserves the right to refuse entry or ask a visitor to leave if:
· They cannot provide appropriate identification
· Their behaviour raises safeguarding concerns
· They fail to follow the setting’s policies
Record Keeping
· A record of all visitors is maintained, including date, time and purpose of visit
· Records are stored securely and reviewed as required
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