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VISITORS POLICY


Statement
The Nest team assures all visitors a warm, friendly and professional welcome to the Nest, whatever the purpose of their visit.
The Nest has a legal duty of care for the health, safety, security and wellbeing of all children and staff. This duty of care incorporates the duty to “safeguard‟ all children from subjection to any form of harm, abuse, or nuisance.  It is the responsibility of the committee and management team to ensure that this duty of care is always uncompromised.
There will be no complacency where child protection and safeguarding procedures are concerned, therefore the Nest requires ALL VISITORS (without exception) comply with the following policy and procedures. Failure so to do may result in the visitor’s escorted departure from the site.
This policy applies to:
· All staff employed by the school
· All external visitors entering the Nest site during the Nest sessions
· All parents and volunteers
· All children
· Other Education related personnel (County Advisors, Inspectors)
· Building & Maintenance and all other independent contractors visiting the Nest premises
· Independent contractors who may transport children in taxis
Procedures for Staff
The Nest front door is equipped with a door ‘buzzer’ entry system.  There are two intercom phones connected to the entry system.  The door bell (buzzer) can be heard the office, kitchen and main room.  All visitors are to be greeted by staff via the intercom phone prior to staff entering the foyer.  Staff must complete an initial identity request by asking the visitor to confirm their name and purpose of their visit.  If staff are in any doubt regarding the identify or purpose of the visit they must refer the intercom phone to Holly Gabbitas, Nest Manager or Jan Shepherd, Deputy Nest Manager.



Procedures for visitors
All visitors must have made an appointment prior to attending the Nest.  They will be asked to bring formal identification with them at the time of their visit. 
 Once on site, they must follow the procedure below:
· Once an initial identify check has been confirmed, all visitors must report to the Nest office. 
· At the Nest office, all visitors must state the purpose of their visit. They should be ready to produce formal identification upon request.
· All visitors will be asked to sign in, making note of their name and organisation.
· All visitors will be required to wear an identification badge – the badge must remain visible throughout their visit.
· Visitors will then be escorted to their point of contact OR their point of contact will be asked to come to Nest office to receive the visitor. The contact will then be responsible for them while they are on site. The visitor must not be allowed to move about the site unaccompanied.

Visitors Departure from Nest
On departing the Nest, visitors MUST leave via Nest office and:
· A member of staff should escort the visitor to the Nest office.
·  Sign out using the electronic system.
· Return the identification badge to the Nest office and depart through the front entrance.  


This policy was adopted at a meeting of the Nest held on 21st April 2010 and will be reviewed annually.

Signed on behalf of Potton Nest_______________________________________________________
Date Signed__________________________________________________________________________
Date to be reviewed____________________________________________________________________
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