Anderton Primary School

Visitors’ Policy
At Anderton Primary School we require all school visitors to report to the main office upon entering the
school premises. All visitors to school shall be welcomed in a cordial confidential, efficient and
purposeful manner. They will be asked to state the purpose of their visit and to confirm their status, by
producing verifiable documentation. If there is any doubt as to the authenticity of this information,
they will not be allowed entrance to the building and the head teacher, or a member of the management
team will be informed. The latter person may then contact the authorities, if he/she deems this
necessary.
Visitors should adhere to the following procedures:
 Have their identify verified by a member of staff
 Enter personal details in the visitors’ book, including name, company details, to whom visiting, car
reg. number, time of arrival and (on leaving) time of departure.
 Wear a visitors’ badge
 Wait to be escorted by a member of staff who will inform them of any relevant health and safety
procedures including what to do in the event of evacuation
 Ensure their mobile phone is switched off and out of sight of children. Contractors may need to
leave a mobile phone switched on but if they need to make a business call must do so out of sight
of the children.
Parents and Carers should adhere to the following procedures:
 To access the school office, please always use the main front entrance. (There have been
occasions when parents/carers access the building via the children’s entrances at both ends of
the day, which makes it very difficult for us to monitor).
 If you need to speak to a teacher at either end of the day please observe the following: to speak
to a teacher in the morning you will be able to see the teacher if the message is of a personal
nature. All other messages should be passed to the person on door duty and then passed to the
relevant teacher. At the end of the day parents who have been asked to come into school to
speak to the teacher may enter school through any of the three external doors.
 If you arrive late, or after a medical or other appointment, please bring your child to the main
front door where a member of staff will escort your child to class.
 All visitors during the school day must complete the visitors’ book and wear an appropriate
visitors’ badge until they sign out and depart.
 When collecting from after-school clubs, children will leave the building in line with normal endof-day procedures.
 Please ensure that you inform the school if anyone different is picking up your child from school.
In the event of a fire alarm being sounded, the administrator will ensure that the visitors’ book is
collected along with the registers and any visitor is checked to ensure he/she has vacated the building,
to the designated area.
This policy has been adopted to ensure the safety and security of all stakeholders is paramount.
The following pages contain information relating to visitors and equality:

Anderton Primary School
Equality Guidelines for Visitors
At Anderton Primary school, equality is a key principle for treating all people
fairly and creating a society in which everyone has the opportunity to fulfil
their potential - irrespective of their gender, ethnicity, disability, religion or
belief, sexual orientation, age or any other recognised area of
discrimination.

We believe that equality at our school should permeate all aspects of school
life and is the responsibility of every member of the school and wider
community. Every member of the school community should feel safe,
secure, valued and of equal worth.

These include:
• Pupils
• Staff
• Parents/carers
• The governing body
• Multi-agency staff linked to the school
• Visitors to school
• Students on placement

We expect visitors to have due regard to equality in every aspect when they
are delivering training or running a children’s club in school.

Our own aims and beliefs reflect the need for tolerance and equality of
opportunity in all areas of society.

These aims are set out on the following page:

The Aims and the Philosophy of the School
“A Good Start For A Better Future”

In our school every child matters.
Our aims are: -

1.

To provide a broad and balanced and relevant curriculum within a happy, caring,
safe and disciplined environment, which enables each child to achieve his/her
full potential, whilst developing their independence.

2.

To pursue the achievement of the highest personal standards in academic,
creative, spiritual, sporting, social and moral activities, within a stimulating
environment.

3.

To provide equality of opportunity for all our pupils regardless of ability, race,
gender, disability, religion or circumstances.

4.

To prepare children to be responsible citizens, both as individuals and toward the
wider community.

5.

To encourage self-esteem and respect for the property, efforts, strengths and
weaknesses of others.

6.

To actively encourage parental partnerships between home and school so that
parents/guardians and carers can become partners in their children’s learning
and bring out the best in each child academically, personally and socially

