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Visitors Policy

Manor Farm recognises the importance of maintaining a safe and secure environment for all children, staff, and visitors. This policy sets out procedures for managing visitors to the provision to ensure safeguarding and welfare requirements are met in line with guidance from Ofsted, safeguarding expectations outlined in Keeping Children Safe in Education, and operational standards for out-of-school clubs and wraparound childcare issued by the UK Department for Education.
All visitors to the setting must follow the procedures outlined below.

Definition of a Visitor
A visitor is defined as any person entering the setting who is not:
· A registered child attending the provision
· A member of employed staff
· A regular volunteer who has completed all safeguarding checks
Visitors may include:
· Parents or carers
· Prospective families
· Inspectors and professional visitors
· Contractors and maintenance staff
· External professionals
· Delivery personnel

Visitor Sign-In Procedure
For safeguarding and security purposes, all visitors must sign in and out of our Manor Farm setting.
Visitors are required to:


· Report to a member of staff upon arrival at the main gate
· Sign in using our online visitor signing-in log on IPal
· Wear a visitor lanyard or badge while on site
· Sign out when leaving the premises and return the visitor badge
Visitors who fail to comply with these procedures may be asked to leave the premises.

Visitor Code of Conduct
All visitors are required to read and agree to follow Manor Farm’s Visitor Code of Conduct, outlining safeguarding responsibilities.
This includes expectations that visitors will:
· Respect the safeguarding and welfare of children at all times
· Follow staff instructions while on site
· Avoid using mobile phones or taking photographs unless authorised
· Maintain confidentiality regarding children, families, and staff
· Behave in a respectful and appropriate manner while on the premises
Failure to follow the Visitor Code of Conduct may result in the visitor being asked to leave the setting.

Professional Visitors and Inspectors
Professional visitors may include inspectors, safeguarding professionals, education professionals, or representatives from regulatory bodies.
All professional visitors must:
· Provide official identification upon arrival
· Sign in and wear a visitor badge
· Be escorted by a member of staff at all times while on site, unless otherwise previously agreed with proof of an up to date DBS check.



This includes inspectors or representatives from organisations such as Ofsted or local authority safeguarding teams.

Contractors and Maintenance Personnel
Where possible, contractors and maintenance work will be scheduled outside of operating hours to minimise disruption and safeguard children.
Where contractors must attend during operating hours:
· Contractors must sign in and wear a visitor badge
· A risk assessment will be completed where appropriate
· Contractors should provide evidence of DBS clearance or DBS Update Service status where available
· Contractors will be escorted by a member of staff at all times while on site
Contractors will not have unsupervised access to children.

Visiting Families and Prospective Parents
Prospective families visiting Manor Farm for tours or information will be accompanied by a member of staff at all times. Where possible, we will aim to organise tours outside of operating hours to reduce access to children onsite. 
Parents or carers attending the setting to settle children during transition periods will:
· Remain under staff supervision
· Follow the visitor procedures outlined in this policy
Visits must be arranged so that they do not negatively impact the safe operation of our setting, including:
· Staff supervision responsibilities
· Staff-to-child ratios
· The routine and wellbeing of children attending the provision




Safeguarding Responsibilities
All staff are responsible for maintaining the security of the setting and ensuring visitors follow safeguarding procedures.
If a visitor behaves in a way that raises safeguarding concerns:
· Staff must report concerns immediately to the Designated Safeguarding Lead (DSL)
· Appropriate safeguarding procedures will be followed in line with Keeping Children Safe in Education

Monitoring and Review
This policy will be reviewed regularly to ensure compliance with safeguarding guidance and regulatory expectations set by Ofsted and the UK Department for Education.
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