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St. Martin’s Church of England (Aided) Primary School 

Visitors to School Policy 

 
 

Introduction 

 

This policy has been written by the School’s Senior Leadership Team and all Staff have been 

consulted as part of the drafting process.  
 

Aims 

 

St. Martin’s School welcomes and encourages visits by Parents and others, recognising the potential 

benefits that may result from increased interaction with home and the community.  This policy aims 

to define clearly acceptable procedures and practices to ensure that the School is inviting and 

friendly but also that Pupils, Staff and Visitors are safe at all times, educational processes are not 

disrupted and that the School’s building and equipment are treated with respect and well 

maintained. 

 

Definition of a Visitor 

 

For the purpose of this policy, a ‘visitor’ is defined as anyone seeking to enter the building who is 

not an employee or pupil at St. Martin’s School. 

 

General Procedure 

 

1.  If possible, arrangements to visit the School should be made in advance with the School Office, 

stating reason for visit, date and time.  All such requests are confirmed with the Head Teacher or, 

in her absence, a member of the Senior Leadership Team (S.L.T.).  Where the arrangement to visit 

has been discussed with a member of Staff, that person should consult with the Head Teacher 

prior to confirming the arrangement with the Visitor. 

 

2.  All proposed visits to School are logged in the School and Head’s diaries at the point of 

confirmation. 

 

3.  In all cases where contact has not been made in advance, permission to visit must be obtained 

promptly upon entering the building.  No Visitor may remain on the School site without the 

permission of the Head Teacher or, in her absence, a member of the S.L.T. 

 

4.  All Visitors should enter the School through the main entrance, which is clearly sign posted.  

They should report to the School Office, which is accessed in the Reception Area.  Visitors are 

asked to use a Visitors’ logbook to sign in and out.  This applies to everyone entering the building or 

the School grounds.  Visitors are required to wear a badge throughout their visit at School – Staff 

have been asked to challenge anyone who isn’t clearly identified as a bona fide Visitor.   

 

5.  No Visitor shall be permitted to interrupt a Staff member in the performance of duties 

whether that interruption is for conversation or observation. 

 

6.  Staff may approach any unknown person who is loitering at the School’s boundaries or on site to 

ascertain their purpose in doing so. 
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Guidelines 

 

1.  Parent/Carer Visitors 

 

 Parents arrive at School for many different reasons and are always welcome.  However, there 

may be occasions when it is difficult to spend time with unexpected Visitors.   

 Entry to the building during School hours should always be through the main entrance as 

described above.   

 Parents are aware that discussion with Staff during the day detracts from the instruction and 

care of pupils.  Therefore, informal discussion must be brief and, whenever possible, limited to 

the end of the working day or by appointment.   

 Parents must collect and deliver children during the School day via the Office.  Approval for 

taking children from School is granted to Parents or Carers having custody.  Parents and Carers 

may give explicit permission in writing or on the telephone to release their child to a 

responsible adult.   

 The Head Teacher or S.L.T. member will accompany any Visitor who is given permission to speak 

to individual pupils unless the Visitor is the Parent or Carer. 

 If Parents/Carers need to deliver lunch, homework, messages or some item the pupil may need, 

the delivery takes place at the Office, where arrangements will be made to contact the pupil.   

 Visitor procedure as outlined above does not apply to Parent/Carers who attend School for 

scheduled events such as Sports Day, Parents’ Evenings or FOSM functions. 

 

2.  Governor Visitors   

 
The Governing Body at St. Martin’s School works together for the good of the School and its ability 

to do this depends essentially on trust and an understanding of common purpose.  The Governors 

help shape the vision and direction of the School, ensure all statutory duties are fulfilled and have a 

good understanding of the strengths and weaknesses of the School.  Regular visits to School will 

help Governors with this work. 

 

Aims 

 

 To raise Governors’ awareness of life and work in the School. 

 To develop positive relationships between Governors and Teachers. 

 To provide opportunity for the school community to know the Governors. 

 To enable Link Governors to observe their subject area being taught. 

 To contribute to school development. 

 To familiarise Governors with school systems and planning. 

 To promote a feeling of inclusion for the Governing Body as part of the School ‘family’.   

 

Role of Link Governor 

 

The Governing Body has appointed link governors to act as liaison between the Governing Body and 

specific subject/curriculum areas or aspect of the work of the School.  The role of the Link 

Governor is as a source of support for the School and a source of information for the Governing 

Body.  The visit is not about ‘inspection’. However, Governors will be able to make informed opinions 

from their visit and may choose to relate their experiences at Governor meetings.  Each visit is 

bound by the School’s Confidentiality, Health and Safety, Child Protection and Behaviour Policies. 

 

Practice 

 

There is an annual timetable for visits.  Link Governors visit at least once every year. 

Governors are welcome to make informal visits to the School at any time.  However, to ensure Link 

Governor visits are a fully productive use of time, the following practice is observed: 
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*  Dates for the visit are planned between the Teachers and Governors  

*  The Teachers communicate the dates of visits to the Headteacher 

*  The focus for the visit is agreed in advance.  Foci might include discussion re. policies  

    and planning, observations of lessons, visits to special events such as Arts week or    

    Ravenscar, etc. 

*  If planning or other contextual detail is required, the Teacher will need a notice period of at  

    least five working days to prepare 

*  The visit to School will be publicised in advance  

*  Governors will feedback to the Teacher/Headteacher after the visit 

*  A report about the visit may be included in the agenda for the next Governing Body meeting. 

 

 

Aspects for Consideration during the Visit 

 

 General ethos and atmosphere of the area/s visited. 

  Attractiveness or otherwise of the area/s visited. 

  Availability of resources. 

  Health and Safety (where appropriate). 

  Pupil behaviour and attitudes. 

  Pupil engagement in lessons. 

  The quality of relationships in the School community. 

 

The focus of the visit will be predetermined and the aspects listed above may or may not be 

included in the observation as appropriate. 

 

Liaison Responsibilities of visiting Governors and School Staff 
 

a) Visiting Governors and School Staff will be courteous and considerate at all times and respect    

    the role that each has to fulfil. 

b)  Governors will not make judgements about the effectiveness of the teaching they      

     observe. 

c)  Governors will not pursue a personal agenda or seek to take advantage of their  

     position. 

d)  Feedback from Governors to Head Teacher and Head Teacher to Staff should take  

     place as soon as possible after the visit. 

e)  Governors will record their visits and observations (non-judgementally) in a written     

     report for presentation to the Head Teacher and the Governing Body. 

f) All parties will agree any appropriate follow-up action. 

g)  Governors and Staff will respect confidentiality arising from any aspect of the visit.  

 

 

3.  Contractor Visitors 

 

Contractors are appointed in accordance with North Yorkshire Health and Safety Policy Guidelines, 

April 2006.  Contractors are required to adhere to all School policies (including the Smoke Free 

School Policy) at all times.  For major developments, a schedule of works is published and shared, 

site meetings are held frequently and the School Architect is employed.  Contractors visiting the 

School are required to sign in as described above. 

 

 

 

 

 



 4 

4.  Volunteer Helper Visitors 

 

 Arrangements are made with Teachers for Parent/Carers and others to volunteer to help in 

classrooms.  These arrangements are sanctioned by the Headteacher.  See above for correct 

procedure re. entering and leaving the building.  School’s Parent/Carer volunteers are bound by 

the School’s Confidentiality, Health and Safety, Child Protection and Behaviour Policies.  All 

these policies are circulated to regular volunteers. 

 School is a complex and dynamic place and it may be difficult at times for Visitors to 

understand what is going on.  To assist in this, Visitors to classrooms will always be escorted.  

Volunteer Classroom Assistants may need help in understanding the vast range of diverse 

activities that contribute to pupils’ learning.  This support comes primarily from Teaching 

Staff. 

 Volunteer helpers are never left in sole charge of a class and are required to be DBS cleared if 

they are responsible for group work outside the classroom.  They should be made aware of fire 

safety procedures and intruder alert systems.   

 A list of Volunteer helpers is kept to ensure that any one area of the School is not 

overcrowded.  Volunteers are employed on a first come, first served basis.  We are always 

hugely grateful that people are willing to volunteer but reserve the right to respectfully direct 

the volunteer towards the best practice should this be necessary. 

 

5.  Diocesan Office and Local Authority Visitors 

 

Diocesan Office and Local Authority visits to School often require some preparation beforehand; 

hence are always preceded by an arrangement to meet.  The same procedures must be followed for 

entry and exit of the building as stated above. 

 

6.  Student Visitors 

 

Procedure for Student Visitors is outlined in the Students in School Policy, circulated to all 

Students prior to teaching practices. 

 

7.   Educational Speakers and Theatre in Education 

 

Procedure for invited speakers and performers to school is outlined in the Invited Educational 

Speakers and Performers to School Policy. 

 

8. Pupil Care and Control procedures by Visitors 

 

Visitors to School are usually supervised by Staff members who have the responsibility to 

appropriately intervene to modify pupil behaviours should the need arise.  However, there may be 

occasions when visitors find themselves working with children in an unsupervised capacity e.g. 

School Nurse, Occupational Therapist, Parent helper.  Common sense should be applied to any 

situation and if the Visitor feels that an on the spot polite but direct instruction to the pupil to 

desist will rectify the situation, then that should be their first course of action.  Any issue linked 

to persistent inappropriate behaviour should be reported immediately to the Class Teacher or, in 

their absence, to the responsible adult in charge.  Sanctions following any incident will be issued and 

reported to the Visitor.  This may include an oral or written apology from the pupil.    

 

The use of reasonable minimum force to physically manage children is permissible only in certain 

limited and defined situations.  Visitors to school should never make any physical contact with a 

pupil unless: 

1. Physical contact is part of the reason for visit e.g. occupational therapy 

2. There is no member of Staff at hand to prevent a pupil injuring themselves or anyone else. 
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Visitors who have used physical intervention with a pupil/pupils must report the incident 

immediately to the Head Teacher or, in her absence, the Deputy Head Teacher. 

 

 

 

Maintenance of Safety 

 

The Head Teacher has the authority to exclude any Visitor who is considered to be disruptive or 

will cause disruption to the educational process, disturbing to Pupils or Staff or intent on 

committing an illegal act.  Wherever possible, discussion will take place to ensure the Visitor 

understand the grounds for complaint, the reason for the request to leave the premises and the 

circumstances under which the Visitor may return. Should the Visitor refuse to comply with the 

Head Teacher’s request, the Police may be called.   

 

All regular Visitors who come into contact with children at the School will be required to complete 

an enhanced DBS check and would be asked to provide referees for personal references. 

 

Photography, Filming or Videotaping in the School Building 

 

Visitors to School are not allowed to record images electronically on any media without the 

permission of the Head Teacher.  Where permission to photograph Pupils has been obtained from 

Parent/Carers, a member of Staff will supervise the Visitor.  Publication of images taken at School 

must have the permission of the Head Teacher, who, in turn, will seek permission from the relevant 

people. 

 

Related Policies: 

Child Protection  

Confidentiality  

Students in School 

Invited Educational Speakers and Performers to School Policy 

Behaviour 

Health and Safety - Smoke Free School 

Restrictive Physical Intervention   - Management of Pupils with Moving and Handling Needs 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 


