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Visitors Policy and Procedure 
Statement of Intent

The visitor policy and procedure is for the safety of our children and staff and we ask for cooperation from staff, children, parents/carers and visitors.

Stepping Stones welcomes visitors and operates an open door policy.   

Limitations may be placed on visitors to protect the safety of children and staff and to avoid unnecessary disruption.  Stepping Stones reserves the right to refuse entry or terminate a visit at any time.
Aims

Our children’s safety is paramount and all procedures will be followed to secure their safety.
Procedures

For welcoming visitors:

All parents/carers and visitors must only enter the setting by way of the main entrance.
The entrance door must never be opened by another parent/carer or visitor.

On answering the door staff must:
· Open the door and greet the visitor – ask the visitor to supply their name/and business and the reason for the visit/who they wish to see. Unless it is a parent/carer enquiring about the playgroup, all other visitors should be asked for proof of identity. 

· Deliveries  - a person making a delivery is not classed as a visitor and therefore not required to sign in.  They must be accompanied by a member of staff at all times.

· Unless the person is known to the playgroup (i.e. usual contractors) or has a confirmed appointment, the visitor should be asked to wait at the door until the staff member has confirmed with the supervisor/office manager.  

· All visitors are asked to sign in on the visitors form.
· Escorted visitors – parents/carers, prospective parents/carers, job candidates, other people who want to see the setting or talk to a member of staff must be accompanied at all times.

· Handbags, bags and mobile phones are not allowed in the main room of the playgroup or in the outside play areas.  If you wish to enter these areas then please leave these items in the office.
· Mobile phones can only be used in the office
· No hot drinks are allowed in the playgroup main room or outside play areas
· Stepping Stones operates a no smoking, drug or alcohol policy
· Disruptive behaviour (physical or verbal) towards children, staff, parents/carers or other professionals will not be tolerated and you will be asked to leave, and if you refuse to leave appropriate measures will be taken ie call the police.
In the event of fire

· Please raise the alarm by alerting a member of staff who will start the evacuation procedure.  Please make your way to the assembly point outside with a member of staff. Please do not leave the site until you have been accounted for in line with our visitor’s log.

· If you have any physical condition which may prevent you from vacating the building unassisted please inform a member of staff prior to entering the building.
Disclosure Barring Service Checks

· If you are working with children, you must have an up to date DBS clearance and prior approval from the supervisor
· If you do not have DBS clearance, please speak to the supervisor immediately, as you will need to be supervised while working around the children at all times
· All contractors will be supervised during playgroup opening hours and will only be allowed to work in the main room or outside if it is safe for the children.  If you are a contractor you must have an up to date DBS clearance to work in the playgroup during opening hours.  If you do not have DBS clearance inform the supervisor immediately who will ensure that you are supervised around the children.  Please make sure that your company logo and identification badge are on clear display at all times.
Security 

· Staff must check the identity of any visitors they do not recognise before allowing them into the main playgroup. Visitors to the playgroup must be recorded on the Visitor’s log and accompanied by a member of staff at all times while in the building. 

· Expected visitors to the playgroup will be written in the staff communication book each day

· No visitor will be allowed to move freely around the setting unaccompanied unless that person is on the premises in a direct professional matter i.e. Diversity Voice, Area SENCO

· All external doors must be kept locked at all times and external gates closed. All internal doors and gates must be kept closed to ensure children are not able to wander. 

· Parents, visitors and students are reminded not to allow entry to any person, whether they know this person or not. Staff within the setting should be the only people allowing external visitors and parents/carers entry to the setting

· The setting will under no circumstances tolerate any form of harassment from third parties, including visitors, towards others, including children, staff members and parents/carers. 

Stepping Stones reserves the right to refuse entry to any person, which we may have reasonable doubt of their identity or visiting capacity, until that person’s identity can be confirmed, for example by means of a phone call. 

In instances where parents/carers are separated both custodial and non-custodial parents/carers have rights to visit the playgroup unless a court order exists restricting such contact. 

A member of staff must accompany visitors in the playgroup at all times while in the building; at no time should a visitor be left alone with a child unless under specific circumstances arranged previously with the supervisor.

Please note: by signing our visitors log you are confirming that you have read and understood this information and agree to follow these procedures

Supporting documentation
· Visitors log

Links to other policies, procedures and documentation

· Safety policy/procedure

· Health & safety policy – risk assessment

Links to legislation

· Statutory framework for the EYFS
· EYFS (Welfare Requirements) Regulations 2012
· Childcare Act 2016
· Safeguarding Vulnerable Groups Act 006
· The Children Act 1989/2004 (Every Child Matters)
Updated and implemented Autumn Term 2023– reviewed regularly and the procedure monitored and evaluated
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