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Code of Conduct for Visitors to our School Site 

Welcome to Brierley Hill Primary School.

The Governing Body of Brierley Hill Primary School along with the staff, pupils and wider community strongly believe that our school should be a welcoming and safe place for our children, staff, parents and visitors. The School has a legal responsibilities for the safeguarding and wellbeing of children and staff, and a duty of care to all users of our school. 

All adults who enter our school site at any time should set examples of high standards of conduct in order to encourage our pupils to do the same. Parents and carers must show respect to all other parents and carers, children and staff.  Adults who do not behave in an acceptable manner will be asked to leave the site and the Headteacher has the right to further restrict their access under section 547 of the Education Act 1996. 

Behaviour which is regarded as unacceptable includes but is not limited to: 

· Physical abuse, threatening, oppressive or aggressive behaviour or use of offensive language towards other adults, staff or children 
· Entering the school site under the influence of alcohol or drugs 
· Smoking anywhere on the school site 
· Bringing dogs, with the exception of Assistance Dogs, on to the school site without the explicit permission of the Head Teacher 

Any School-related issues which parents or carers have concerning school, pupils or their families must be brought to the attention of a member of staff. Parents or carers must not try to resolve any issues themselves by direct action. If any issues cannot be successfully resolved by speaking to a staff member, the correct course of action is to use our Complaints Procedure. 

We expect all communication between parents and school to be conducted in a polite and respectful manner. Communication may be similarly restricted if it becomes unacceptable, such as swearing and abusive or threatening language.

Adults who visit our School would be expected to dress in suitable attire for a Primary School and to have due consideration of Health and Safety while on site.

Please follow our Code of Behaviour
· Treat everyone with respect.
· Provide an example you wish others to follow.
· Ensure that you are in sight or hearing of other people at all times when interacting with our children.
· Provide a caring atmosphere, and allow children and adults to feel comfortable to point out attitudes and behaviours that they do not like.
· Respect a child’s right to personal privacy.
· Check facts before jumping to conclusions.
· As we have a zero-tolerance approach to bullying/ridiculing, a member of staff must be informed immediately if any concerns are raised. 
· Ensure activities are safe i.e. involve no physical contact or include inappropriate comments to children.
· Ensure any remarks or gestures made can’t be interpreted as offensive i.e. sexist, racist or homophobic.

Volunteers’ and Visitors’ responsibilities
· All those who come into contact with children through their everyday work, whether paid or voluntary, are responsible for their own actions and behaviour.
· You should avoid any contact with children which would lead any reasonable person to question your motivation and intention.
· At Brierley Hill Primary School we have a duty to safeguard and promote the welfare of our children.
· On entering the building mobile devices should not be used, a copy of the ‘Evacuation Procedures’ received and read.
· You should sign in to our electronic visitor register ‘Inventry’.
The Child Protection and Safeguarding Policy is available on request, including a copy of Keeping Children Safe in Education 2020
Fire and Evacuation Procedures.
Our welcome leaflet provides Fire and Evacuation information. If the Fire alarm sounds, the closest member of staff will guide you to the fire exit. If no member of staff is close by, make your way safely to the closest exit from the building. If you come across a fire, please raise the Fire alarm immediately and do not try to tackle the fire yourself. Do not re-enter the building without confirmation it is safe to do so by the Fire Marshall.

DBS Certificates
All staff, including supply staff, regular visitors and volunteers are subject to Disclosure and Barring Services (DBS) certificate checks. This is to help ensure that unsuitable people are prevented from working with children. Advice about DBS certificates is available from the school office. Visitors will be asked to produce identification.
Screening Document
Infrequent visitors will be asked to read this booklet and sign to agree to comply with our Child Protection Procedures, to follow the Code of Behaviour and to agree to disclose all criminal convictions, spent or not.

Safeguarding issues
Upon arrival at our School you will be handed a copy of our Safeguarding Procedures. If you have any concerns regarding a child whilst on site please report to the DSL (Designated Safeguarding Lead) immediately. Our DSL is the Head teacher but we have a pastoral team at Brierley Hill and a Deputy DSL. Please use the signage around school to find the closest DSL or speak with main office staff. 

Worried About A Child?
Abuse (physical, sexual, emotional) or neglect can have a damaging effect on a child’s health, educational attainment and emotional well-being. If, whilst working with a child, you become concerned about: 
	- Comments made by a child
	- Marks or bruising on a child
              - Changes in a child’s behaviour
Please report these to the class teacher or to one of our Designated Safeguarding Leads. They may ask you to complete a ‘Logging Concern’ form (obtainable from a member of the ‘Pastoral Team or main office’.) or call MASH Children’s services on 0300 555 0050 should you still have a concern.  Out of hours 0300 555 8574 or in an emergency call 999.

Disclosure of abuse by a child:
It is important to know what to do should a disclosure be made.
Please stay calm and controlled and follow this guidance:
· Listen to what is being said without displaying shock or disbelief.
· Accept what is being said.
· Allow the child to talk freely, listen to them.
· Do not interrogate the child or ask leading questions.
· Reassure the child that it is not their fault.
· Reassure the child that it is right to tell.
· Re-assure the child but do not make promises that might not be possible to keep.
· Do not promise confidentiality. Explain to the child that you have to tell their teacher or Headteacher in order that you can help them.
· Do not examine the child for marks/injuries or take photographs.
· Seek assistance from a First Aider if there is any obvious injuries that require attention.
· Make them aware that their disclosure will be reported only to those that need to know and can help.
· Record details of the disclosure immediately, include the exact words or phrases used by the child. Sign the record and record the date and time (do not ask the child to record or sign).
· Report your concerns and give your written record to one of the Designated Safeguarding Leads or a member of the ‘Pastoral Team’.

It is important to remember that children’s details and names must remain confidential. Ensure any discussion you feel you need to undertake does not allow the child to be identified to anyone else.

Use of External Agencies and Speakers
All External Agencies and Speakers must read the Visiting Speakers Agreement. (Appendix 1) Our school will assess the suitability and effectiveness of input from external agencies or individuals to ensure that:
· all information about the visiting speaker and booking process is recorded on a suitable pro-forma (Appendix)
· A formal invitation procedure, to include a clear outline by the speaker of their presentation in advance, and approval by the Head teacher. It is advisable to request the speaker provides a biography of themselves.
· Appropriate suitability and background checks on the speaker and any organisation they present, including an internet search of ‘The fundamental British Values are: democracy, the rule of law, individual liberty, and mutual respect and tolerance of those with different faiths and beliefs’.
· A formal agreement (Appendix) signed by the speaker outlining the school’s commitment to equality and British Values. This should also make clear that a presentation will be brought to an early end if the contact proved unsuitable.

Any messages communicated to pupils are consistent with the ethos of the school and do not marginalise any communities, groups or individuals.
Any messages communicated to pupils, do not seek to glorify criminal activity or violent extremism or seek to radicalise pupils through extreme or narrow views of faith, religion or culture or other ideologies.
· Staff will be present during the visit often including a member of the senior leadership team who will monitor the speech to ensure it aligns with the values and ethos of the school and British values.
· Staff have the right and responsibility to interrupt and/or stop the presentation for any violation of this  agreement.
· There will be no attempt to raise funds without the prior written permission of the Head teacher.
· Pupils will complete an evaluation form after the presentation, with an opportunity for feedback from staff and noting any contentious subject areas or comments. This will assist when making decisions about whether to invite the speaker back for future events.

We recognise, however, that the ethos of our school is to encourage pupils to understand opposing views and ideologies appropriate to their age, understanding and abilities, and to be able to actively engage with them in informed debate, and we may use external agencies or speakers to facilitate and support this. Therefore, by delivering a broad and balanced curriculum, augmented by the use of external  sources where appropriate, we will strive to ensure our pupils recognise risk and build resilience to manage any such risk themselves where appropriate to their age and ability but also to help pupils develop the critical thinking skills needed to engage in informed debate.
Unknown/uninvited Visitors to the School
Any visitor to the school site who is not wearing an identity badge should be challenged politely to enquire who they are and their business on the school site.
· They should then be escorted to reception to sign in and be issued with an identity label.
· In the event that the visitor refused to comply, they should be asked to leave the site immediately and the Headteacher should be informed immediately.

Governors
· All Governors have Enhanced DBS clearance.
· Governors should wear their ID lanyard at all times.
· Governors should sign in and out using the Inventory system.
· New governors will be made aware of the policy and familiar with its procedures as part of their induction.
Staff Development
As part of their induction, new staff will be made aware of this policy and will be asked to ensure compliance with its procedures at all times.



Thank you for your cooperation.





Checklist for Organising a Visiting Speaker Presentation

	
	
Key Staff
	
Date completed

	1. Email SBM about proposed visiting speaker and what they are going to be presenting / discussing. Conduct research into their background, as necessary.
	
SBM
	

	2. Agree visiting speaker details/date and share this with SLT line manager and SBM. 

	
SLT/SBM
	

	3. Arrange venue and check availability
	
Organiser
	

	4. Liaise with SLT about classes to be used. Where possible, this should be whole groups
	
SLT/
	

	5. Organise for which staff members will be present so that the visitor is not alone.
	
Organiser
	

	6. Inform all staff involved at least one week in advance
	
Organiser
	

	7. Ensure staff: Pupil ratio is correct.

	
Senior staff member
	

	8. Check parental consent for pictures
	
Organiser
	

	9. Send out Visiting Speakers’ Agreement to the visitor
	
Organiser
	

	10. Ensure contact details and information about visitor is stored securely
	
Organiser
	

	11. Meet and greet the visitor. Ensure they are accompanied by a member of staff at all times and never left alone with students
	
Organiser
	







Visitors’ and Visiting Speakers’ Agreement
At Brierley Hill Primary School, we understand the importance of visitors and external agencies to enrich the experience of our students.
In order to safeguard our students, we expect all of our visitors / visiting speakers to read our Visitors’ and    Visiting Speakers Policy and to adhere to the statements below.
· Any messages communicated to students must support fundamental British values and our school values. The fundamental British Values are: democracy, the rule of law, individual liberty, mutual respect and tolerance of those with different faiths and beliefs.
· Any messages communicated to students must be consistent with the ethos of the school and must not marginalise any communities, groups or individuals.
· Any messages communicated to students must not seek to glorify criminal activity or violent extremism or seek to radicalise students through extreme or narrow views of faith, religion, culture or other ideologies.
· All visitors must be accompanied by a member of staff at all times and a senior member of staff will be present for all presentations / performances.
· Should the senior member of staff feel the message being given out does not align with the schools’ values, they will interrupt and could bring to a close the presentation / performance.
· Visitors should not have phones or cameras out whilst in the presence of students and should not take any photos or videos of students.
· Visitors should not have any social media contact with students through personal emails, personal mobile phones and social media.
· No gifts, including money, should be given out to students, unless agreed before-hand with the Head teacher.
· Should visitors wish to hand out any cards or leaflets to students, these should be checked by the Head teacher beforehand.
	

I have read, agree to and will abide by the above:    

Name:                                                                               Company: ____________________________________


Date: 	


Visiting:  	_______________________________________
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