Visitor
Security
▪ The doors to the setting are locked so visitors cannot gain access unaccompanied.
▪ Parents, visitors and students are reminded not to hold doors open or allow entry to any
person, whether they know this person or not.
▪ The pre-school will under no circumstances tolerate any form of harassment from third
parties, including visitors, towards others, including children, staff members and
parents. The police may be called in these circumstances.

Expected Visitor
Visitors should use the bell to
inform the setting that they
have arrived
If staff are outside they should
ask the visitor to ring the bell
so as not to disturb their key
group

The manager should be called
using the bell system

The visitor is invited into the
conservatory by the staff member
who answers the bell
The identity of the visitor is checked
if neccessary. Staff should make a
phone call to the persons
organisation to confirm their
presence if there are any concerns

If there is any doubt then the
person will not be allowed into the
main building and the manager
will manage the situation

The visitor book is completed and
the visitor should wear their work
ID (if applicatble) and the red
visitor lanyard at all times
The visitor is asked to turn their
phone off and to place it into the
locked safe in Hedgehog room. Smart
watches and cameras should also be
placed into the safe
Visitors are accompanied by
staff members at all times
When the visitor leaves they are given
their possesions from the safe, the visitor
book is completed and the lanyard is
given back to staff
The staff member should make sure
that the visitor leaves the setting and
the doors and gates are appropriately
secured
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Unexpected/Unknown Visitor
Staff will ensure all children are accounted for by
head count

When outside
If there is any doubt about the visitor the
children will be lead inside quickly and calmly

If any member of staff has serious concerns
regarding safety, the panic buttons shall be used
to alert all staff

The owner/manager will answer the doorbell.
Staff will call them using the bell system if
neccessary

The visior will not be invited into the setting

The visitor will be asked to verify their idenitiy.
This may be checked via phone call. The visitor
shall remain outside, with the door chained

If the persons identity cannot be verified to the
owner/managers satisfaction they will be asked
to leave the premises

Emergency services may be called if the
owner/manager feels it appropriate

This will then be
recorded in the
incident book
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If the owner/manager is satisfied with the
indentity check they will deal with the enquiry in
the log cabin to maintain child safety

