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Little Dino Playgroup

Visitors Policy

Purpose:
At Little Dino Playgroup, the safety and welfare of the children in our care are our highest priority. This policy outlines clear procedures for managing visitors to ensure that all children are safeguarded, the premises remain secure, and confidentiality is maintained at all times.


Aims:

* To safeguard children, staff, and families by controlling and monitoring visitor access.
* To ensure all visitors understand and follow our safeguarding and confidentiality requirements.
* To maintain accurate records of everyone entering and leaving the premises.
* To comply with EYFS welfare requirements, Ofsted guidance, and local safeguarding procedures.


Implementation:

1. Definition of Visitors

A visitor is anyone who is not a registered child, member of staff, regular volunteer, or parent/carer collecting their child. This includes:

* Contractors, inspectors, and maintenance staff
* Ofsted inspectors, local authority advisors
* Students or trainees on placement
* External professionals (e.g. speech therapists, SENCOs)
* Visitors attending meetings or events


2. Visitor Entry Procedure

All visitors must:

1. Report to the main entrance on arrival and wait to be greeted by a staff member.
2. Sign in the Visitors Log Book (or electronic system), providing:

   * Full name
   * Date and time of arrival
   * Purpose of visit
   * Name of the staff member they are visiting
3. Provide identification, such as a photo ID or professional ID badge.
4. Wear a visitor badge provided by staff at all times while on the premises.
5. Be escorted or supervised by a member of staff for the duration of their visit.
6. Sign out upon departure, recording the time they leave the setting.


3. Supervision of Visitors

* Visitors will never be left alone with children under any circumstances.
* Staff remain responsible for children’s supervision at all times.
* Sensitive areas such as children’s toilets or staff-only rooms are off-limits to visitors unless escorted.
* If a visitor’s behaviour causes concern, they will be asked to leave immediately, and the Manager / Designated Safeguarding Lead (DSL) will be informed.


#### 4. Professional and Scheduled Visitors

* Professionals (e.g. health visitors, SEN specialists) must be pre-approved by the Manager or DSL.
* The identity and purpose of the visit must be verified before entry.
* Any professional providing support directly to a child must have evidence of a current DBS check.


5. Contractors and Maintenance Workers

* Work will be scheduled outside playgroup operating hours wherever possible.
* If contractors must be on-site during opening hours, they will be supervised by staff at all times and will not have unsupervised access to children.
* All hazardous equipment and materials must be kept secure and out of children’s reach.


6. Students, Volunteers, and Work Placements

* All students and volunteers must complete an induction before starting.
* DBS checks are required for anyone working directly with children.
* Students and volunteers are never left unsupervised with children and must adhere to the setting’s policies, including Safeguarding and Confidentiality.


7. Unauthorised Visitors

* Staff are instructed to challenge anyone not recognised or not wearing identification.
* If an unauthorised visitor refuses to leave, staff must ensure children’s safety by securing the area and contacting the Manager or, if necessary, the police.


8. Confidentiality and Conduct

* Visitors must respect the confidentiality of all children, families, and staff.
* Photography, filming, or recording of any kind is strictly prohibited unless prior written consent is obtained from the Manager.
* All visitors are expected to behave respectfully and follow staff guidance at all times.


9. Safeguarding

* The Designated Safeguarding Lead (DSL) will ensure all visitors understand safeguarding expectations.
* If a visitor discloses a safeguarding concern or witnesses an incident, they must report it immediately to the DSL.


Health and Safety

* All visitors must follow the playgroup’s Health and Safety procedures, including fire evacuation and first aid arrangements.
* The fire assembly point and emergency exits are explained during sign-in.


Record Keeping

* The Visitors Log Book is reviewed regularly by the Manager to ensure accuracy and identify any security issues.
* Visitor records are retained securely and treated as confidential in accordance with **GDPR (2018).


Legal Framework

This policy is based on:

Statutory Framework for the Early Years Foundation Stage (EYFS, 2024)
Keeping Children Safe in Education (DfE, 2024)
Health and Safety at Work Act (1974
Data Protection Act (2018) / UK GDPR**


Review:

This policy will be reviewed annually or sooner if there are changes in legislation or safeguarding guidance.

Reviewed by: Manager / Designated Safeguarding Lead
Next Review Date: September 2026
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