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In this school, the pupils always come first. We always expect visitors to work with us in the 
best interests of the children.  
 
 
Visitors must refrain from accessing the site where possible during breaks and lunch times. 
 
All visitors must sign in at reception. By signing in you agree to our Visitors’ Code of 
Conduct. 
 
The school expects all visitors to support our nurturing values and ethos of care: 
 

• Respect the vision and values of the school 
 

• Model the best behaviour yourselves, as we try to do; please remain calm at all times 
 

• We ask for your understanding about the complexity of our young people and their 
individual needs 

 

• We ask you not to judge or intervene in any incidents of pupil behaviour 
 

• Approach school staff to help resolve any issues 
 

• Respect the need for confidentiality. Any issues observed, discussed, or overheard 
that refer to children, their families or staff should not be discussed out of school. 

 

• Any concerns arising relating to the above should be reported to a Designated 
Safeguarding Lead immediately. 

 
 
To support a positive and safe school environment, we ask all visitors to: 
 

• Be polite and respectful to all school users (including other visitors), avoiding all loud 
and offensive language 

 

• Refrain from using physical or verbal aggression or chastising any adult or child 
(including your own) 

 

• Behave in a way that does not disrupt the operation of any aspect of the school 
 

• Look after school property 
 

• Follow our Mobile Phone Policy and Online Safety Policy (available on request) 
 

• Stay within the areas necessary for your visit 
 

• Refrain from smoking, vaping, consuming alcohol or using any illegal substance (this 
includes being under the influence) 

 

• Report to the nearest fire assembly point in the event of the fire alarm sounding (back 
field). In the event you are working with pupils, please make yourself aware of the fire 
procedures and lead pupils to safety. 
 

• Please ensure you clearly display your red or green ID badge and lanyard at all times 
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whilst on the premises.  
 

• Report any safeguarding or child protection concerns, along with any issues 
regarding health and safety. Our Designated Safeguarding Leads. 

 
 
 
All visitors will be provided with a visitor information booklet (see appendix 1). This contains 
important information which may be used in the case of an emergency and important 
safeguarding information. 
 
Abusive and aggressive behaviour will not be tolerated; the school must remain a safe place 
for all users. If a visitor’s behaviour is unreasonable or they are unable to follow our Code of 
Conduct, we reserve the right to withdraw permission for them to be on school premises. 
 
In accordance with Keeping Children Safe in Education 2023. All visitors must report any 
concerns witnessed which meet the threshold for a low-level concern or a staff allegation to 
the Local Authority Designated Officer (LADO) and the Lead DSL/Headteacher when 
deemed appropriate. 
 
All visitors must also remember to sign out before leaving the academy. 
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Appendix 1 – Visitor Information 
 

Logging a safeguarding concern 
 

1. If you have any safeguarding concerns about any student, then please inform a DSL 
within 30 minutes. 

2. Do not attempt to handle the safeguarding concern on your own.  
3. Do not promise confidentially.  

4. It is essential that concerns are reported promptly to ensure the safety and well-being 
of students. To report a concern, there are pink paper documents located in 
Reception. Please complete this within 30 minutes of the concern and ask the 
receptionist to pass it onto a DSL as a matter of urgency. 

5. If you need to speak with a DSL face to face, this can be arranged via reception. If 
possible at the time, you are able to go to the Safeguarding office yourself which is 
located at the end of the bottom floor left of reception. 

6. If you have a concern about a student and it is the end of the school day, then please 
seek support to ensure the student does not go home until they have been spoken to 
by a member of the safeguarding team. 

7. If you have any safeguarding concerns (including allegations) about a member of 
staff, then please log it on the pink form and give it to the lead DSL or the Head 
teacher. 

8. If the concerns is about the Lead DSL then inform the Headteacher. If the concern is 
about the Headteacher then please email your concerns to the Academy’s chair of 
Governors (Miss Sadia Haleema): saida.haleema@kevibham.org.uk 

9. Do not add any student on social media.  
10. Do not share personal details with students 
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