 NORTH CHADDERTON SCHOOL 

AND SIXTH FORM CENTRE  

Policy for the Use of External Agencies and Visitors in School 
Rationale and Definition
For the purposes of this policy we define visitors as being all those on the school site who are not employed by the school
North Chadderton School and Sixth Form Centre acknowledges that a whole range of people will visit the school for a variety of reasons. The School is committed to making use of appropriate external visitors in order that they can bring specific knowledge and expertise to enrich the planned curriculum. 

The School recognises that it is important to ensure that visitors supporting the schools objectives are appropriately qualified, the visit is planned in advance and the anticipated outcomes are clear.  

The safety and welfare of pupils is of paramount concern.
Visitors will always be treated courteously and made to feel welcome in school.

Vetting

The school will ensure that where appropriate, the visitor has been subjected to relevant safeguarding checks; this is essential where the visitor will be left in sole charge of pupil(s) or will be undertaking one to one work with a pupil.  Supervised visitors do not necessarily need CRB clearance, but the school will require all visitors who work with students to complete the Childrens List Screening Document which is kept in the school reception and staff rooms.  For the protection of both adults and pupils, all visitors will be advised that they should not be alone with pupils wherever possible (unless undertaking pre-planned one-to one work).

Confidentiality and Child Protection 

The school is very aware of our duty of care towards our pupils, particularly when sensitive areas are to be discussed.  All visitors will be required to work within existing school policies, and work to professional boundaries of teachers.  In classroom situations visitors will work within the limits of teacher confidentiality and follow school child protection procedure.  At the beginning of the session(s) ground rules will be set with pupils and the teacher will ensure that pupils understand what these mean to practice in relation to disclosure and confidentiality.

Procedures
Before the Visit
· the member of staff  responsible will give careful consideration to the aims and anticipated outcomes of inviting an outside visitor to the school, and to what type of person will be best suited to meet these aims

· the member of staff responsible will seek approval from the Director of their Learning Zone and ensure the visitor is from a reputable organisation and/or take up references and recommendations. 

· Prior to the visit the staff  responsible will carry out a preliminary discussion with the visitor to ensure that the visitor is aware of the context of the contributions they have been asked to make
· Visitors will aware of the school policies on child protection, confidentiality, health and safety, behaviour, and any specific policies relating to the subject content, such as citizenship, drug education and sex and relationship education

Contractors 

· All   contractors will sign in and be issued with an identification badge  They will be met by a member of the Premises Team and supervised as appropriate during the visit  
· Where ever possible contractors will attend out of school hours 

· All contractors will be subject to the appropriate safeguarding procedures 
On Arrival 

· All visitors will report to reception, sign in  and be issued with an identification badge  
· All visitors will be asked for identification (as appropriate )

· Supply staff  will  sign in and report to the Supply Coordinator 
· Visitors with the exception of supply staff and visitors from approved external agencies will remain in the reception area until a member of staff collects them. Under no circumstances will any ad hoc visitor be allowed unsupervised access to school 

During the Visit
· The teacher will remain responsible for pupil behaviour, health and safety and child protection throughout the visit and will always be present during group activities. 
· The member of staff will ensure that the visitor is supervised at all times 
· The school provides opportunities for pupils to work on a one-to-one basis with external agencies [for example, the school nurse, drugs counsellors].

· Visitors from these agencies will be CRB checked, have appropriate training, be aware of child protection issues and work within the individual agency safeguarding procedures. In these circumstances the visitor [for example the school nurse] may be able to offer confidentiality with their service.  These issues will be discussed with the pupils, and be subject to the approval of the Pastoral Leader.
· Copies of external agencies safeguarding policies are held on a central record 

Communication 
· Staff are informed of visitors through the school calendar and weekly bulletin 

· Parents are informed of the use of visitors through school policies and letters, the school newsletter and the school website.
· Where the issues to be covered are considered sensitive or controversial, parents will be informed of the visit in advance.  Parents/carers have the right to withdraw their children from sex and relationships education that is not part of the National Curriculum.  Parents/carers will be informed of the content and nature of the issues to be discussed and given the opportunity to withdraw their child from the session.
· Staff are encouraged to challenge anyone on the school site that is  not wearing a school Identification badge . In the event of them not being recorded as an official visitor they must be escorted to the reception to sign in. In the event of resistance to this request make contact with the main reception as a matter of urgency 




SAFEGUARDING PROCEDURE 

Vetting Request 
Name of Staff requesting the check ________________

Purpose of Visit ________________________________

Date of Visit ___________________________________

Individual to be checked 

Name ________________________________________
Previous names ________________________________

Date of Birth __________________________________
Please return to Lisa Whitworth in the Upper School office 

For Office use only :
Date of  Request :

Date sent to Strictly Education:
Confirmed (Initials and date): 
Recorded(Initials and date):
North 
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School and Sixth Form Centre








