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Visitor Policy



Breckenbrough School and Breckenbrough Woodland Centre (BWC) encourages visits from Educational Professionals, Parents of Potential Students, Students; former and potential and other individuals, collectives or professionals to help us enhance the school. There are many potential benefits to be had for our student’s from increased interaction with members of the public and/or professional organisations. However, it is important to recognise that at the same time, the School has a legitimate interest in avoiding disruption to the educational process, protecting the safety and welfare of the students and staff and to protect the school’s facilities and equipment from misuse or vandalism. A balance must be achieved between the potential benefits and risks associated with the presence of visitors in our school buildings. Achieving a desired balance will lead to increased parental involvement, a better understanding of how the school operates and the challenges facing the school. The Headteacher and the Woodland Centre Co-ordinator (WCC) for BWC, has the authority to determine which visits are to be permitted as well as the discretion to set any appropriate conditions on the nature and extent of such visits. In exercising their discretion, the Headteacher/WCC considers the purpose of the visit, the impact of the visitor’s presence and the relationship of any visitor to the students. Appropriate administrative rules shall be developed to provide guidance for school personnel so that worthwhile experiences may be provided for those persons who enter onto school premises as visitors. School personnel shall seek to assure that parents and other visitors are courteously received and that sincere efforts are made to provide them with information as may be needed to foster a cooperative relationship between home and school or the school and other professional organisations.

Visitors
A visitor is defined as any person seeking to enter a school building or grounds who are not employees of the school, a student currently enrolled at the school, or a student commissioned to be at BWC. All visitors shall report to reception when arriving or leaving the premises. Notices shall be displayed indicating that all visitors are required to register with the reception and obtain authorisation.  
On the school site, all visitors and contractors are expected to sign in and out using the InVentry visitor entry system in reception.
For visitors to BWC, access is granted by staff at the entry gates to the site which are locked at all times. Visitors are then escorted onto the grounds and into the building and will sign in and out in the visitor book which is held in the office. 
A school visitor would include, but is not limited to;
· Parents/Carers of students in school and those interested in admitting students
· Adults seeking employment in school

· Teachers/students from other educational establishments on experience visits

· Tutors of Students on placement

· Students on placement

· Officers from regional Local Authorities
· Contractors

· Professional Agencies

· Governors
· People Invited for a tour of the school

· People Invited to visit a specific lesson

· Professionals invited in for a specific lesson/s
· People attending a specific meeting/s
· People attending public events
· Professionals working with specific students
· Contractors working on site

· Professionals or Parents visiting staff

This is not an exhaustive list, but provides scenarios under which a person/group could be attending the school or premises.

All professional visitors shall be asked to produce appropriate photo identification on arrival.

4. GENERAL REQUIREMENTS FOR VISITORS TO SCHOOL

All visitors will be requested to wear an appropriate form of identification when on school premises. ‘Visitor’ badges are produced from the InVentry system for those who do not have clear identification of their own.
At BWC, all visitors will be provided with a visitor lanyard which they must wear at all times for the duration of their visit.
Whenever possible, visitors should obtain authorisation from the Headteacher/WCC in advance. It is at the discretion of the Headteacher/WCC, should prior authorisation be required. Visits may be prohibited at certain times, such as while standardised testing or other assessments are being conducted. All school visitors must comply at all times with the school’s policies, administrative rules and regulations.

Parents or visitors who have been invited to visit school as part of a scheduled open house, special event, scheduled performance by a class, team or group, or other adult participants in organised and school approved activities during off-school hours follow the same system as above. 
Access to particular classrooms or other instructional areas of the school may be restricted upon the recommendation of Headteacher/WCC or as otherwise deemed necessary by the Headteacher/WCC. Because classrooms and particular students may be vulnerable to disruption, specific conditions may be imposed upon visitors, including but not limited to:

· Refraining from speaking to some students while the class or if an activity is in session.

· Refraining from entering or leaving the area while an activity is underway.

· Requiring that the visitor be chaperoned.

Visitors wishing to conference with teachers during the course of the school day are encouraged to make arrangements in advance. Visitors are encouraged to speak with teachers; but some students may find this disturbing if it is done in class time, so visitors are encouraged to be aware of this.

All requirements for visitors apply to pupils with additional considerations to be applied at the discretion of the Headteacher. Under most circumstances, pupil visitors are discouraged during the ‘normal school day’ unless accompanied by a parent/carer. Students who are under fixed term exclusion, permanent exclusion or other form of discipline from another school shall be permitted to visit the school under the discretion of the Headteacher/WCC. Both custodial and non-custodial parents of pupil have rights to visit the child's school unless a court order exists restricting such contact. In the event that a non-custodial parent seeks permission to visit, the school shall make a good faith effort to notify the custodial parent in advance of the visit. The Headteacher/WCC has the authority to exclude from the school premises any person who disrupts or who appears likely to become a disruption to the educational program. Any such individual shall be directed to leave the school premises immediately and law enforcement authorities shall be called if necessary.
All visitors will be offered the School and Safeguarding overview – for visitors document. This allows them to have a general understanding of our students and the considerations that have to be considered by all visitors to the school. 
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DBS Checks
In line with the updated KCSIE 2026 and effective from 1st September 2026, all volunteers and any person coming into school involved in regulated activities with students, whether they are paid or unpaid must have an Enhanced DBS check.
Visitors, who are in school for a “one off” visit, perhaps to talk to a class, attend assembly, observe a lesson or tour the school do not require a DBS check, but must be chaperoned. All DBS information will be stored in line with our current data protection procedures. 
Deliveries
The school will have a significant amount of deliveries made during the course of the day. All food and cleaning fluid deliveries will be directed to the rear of the school so these good can make an easy transition into the catering area store. All other deliveries will be made to reception. Deliveries should be made, wherever possible, between the hours of 09:30 – 15:00 in an aim to not be on site when Local Authority transport vehicles are dropping off and picking up students at our site. All delivery drivers will make themselves known to a member of staff before they start to unload their delivery items. Staff will accompany the drivers at all times and advise them that all vehicles must be locked if left unattended. 
At BWC, deliveries should be made, between the hours of 8.30am – 4.30pm. Access gates are locked at all times. Delivery drivers will contact the office by calling the land line number displayed at the access gate. If possible and appropriate items can be handed over at the access gate to a member of staff. If access is required by the delivery driver including their vehicle, they are given so by staff and escorted onto the site and the building (if entry is absolutely required) at all times.

Contractors
All contractors will be pre booked to arrive on site with the main office. Once on site they will report to reception and sign in using the normal protocols. Contractors will be guided by the receptionist to never leave their belongings (including tools and parts) unattended in public areas. Contractor’s vehicles must be parked in the visitors bays and never left unlocked. 

At BWC, unless absolutely necessary, any works completed by contractors will be booked in advance between the hours of 8.30am – 10.00am and 3.00pm – 4.30pm. This is when there are no students on site. Contractor’s vehicles can be parked in the main car park area or if necessary, access can be given to the site via the main access gate should they need to bring down heavy equipment or materials to complete their works. Access can be arranged, in advance with contractors for external works, as long as permission has been given by the Headteacher to the site during evenings and weekends. No access would be given to the building for contractors without a member of staff being on site.
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