Visitor Policy
Visitor, Volunteers and Supply Staff
Safeguarding children and adults –Welcome to our setting, at Little Sparks we are committed to Safeguarding the children in our care, which includes the Prevent Duty recommendations, please ensure that a visitors conduct is appropriate for a professional setting, if we have concerns about the conduct of an individual we reserve the right to ask them to leave the premises.
Mobile phones
In support of our Safeguarding policy all visitors are prompted by display notice informing them that mobile phones may not be used 
Procedure to follow in the event of any visitor at main door: 
Identify person at the door by using the intercom phone in Butterfly room/office and purpose of their visit by asking “How may I help” 
Unknown visitors/prospective parents may be asked to produce some form of photographic ID to gain entrance to the preschool
Once the visitor has explained their reason follow the set format:
Meeting: check weekly schedule to confirm the meeting, where possible have on the schedule expected attendees, if expected, ask them to sign in, leave any phones, smart watches, tablets, cameras, laptops in the office, direct them to the correct room and notify the staff member due to attend the meeting 
If a visitor is reluctant to comply explain that you will get the manager and they will not be allowed entry to the main corridor, explain that our policies are in place to safeguard children and staff
Parent/Carer open door policy: if parent/carer is known to you, ideally they have booked a time and date to come and visit, allow them in (only if a member of staff has the time to show them around) get them to sign in, leave phones etc in the office and an available member of staff can show them round
Visits by other people: Music teacher, librarian, community visitors check relevant paper work/references/DBS before they come to visit to confirm who they are then follow procedure on arrival 
Ofsted: Check professional ID, ask them to sign in, inform senior manager, explain the ICT and E-safety policy and lock away as necessary, ask them to wait for senior manager
Site Manager/Valley Primary Academy visitors: where possible Academy to pre-arrange a suitable time with us, then follow standard procedures.
 WARNING If in for a specific reason i.e. measuring for new windows and require a camera to take photos of the windows, a member of staff must oversee to ensure no childrens images are taken 
Unclear reason for visit: Do not allow entry, but assist with directions via the intercom if they do not leave refer to unauthorised persons procedure
The preschool reserves the right to refuse entry to any person for whatever reason, in the event of staff having cause for concern or suspicion regarding purpose of the visit
Unauthorised person or Cause for concern: Note that any unauthorised persons on preschool grounds are considered to be trespassing- refer to senior management and proceed as follows
1 If the person is being unreasonable they are not to set foot on the premises
2 If appropriate ask them to come back at a mutually convenient time
3 Contact the police if you feel there is a threat 
4 Initiate procedures whereby all children are brought in if outside and doors closed-our emergency word is Zoomies 
5 At home time all children are to be let out to parents as they arrive at the main door preventing parents coming in as normal
6 Staff aware of final back up plan as confirmed in Critical Incident planning
When visitor’s access to premises completed, as appropriate ask to wait in foyer for collection
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