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Visitors Policy — Oyster Bay Nursery
1. Policy Statement
Oyster Bay Nursery is committed to maintaining a safe, secure, and welcoming environment for all children, staff, families, and authorised visitors. We recognise our responsibility to safeguard children by ensuring that all visitors are appropriately supervised and their access to the premises is carefully controlled.

This policy supports our safeguarding duties and aligns with statutory guidance, including Keeping Children Safe in Education, the Early Years Foundation Stage (EYFS), and best practice for Ofsted inspections.

2. Aims
This policy aims to:
· Ensure all visitors are appropriately identified, recorded, and monitored.
· Protect children by preventing unauthorised access to the nursery.
· Maintain clear procedures for managing different types of visitors.
· Support safeguarding and ensure compliance with relevant regulations.

3. Types of Visitors
Visitors may include:
· Parents and family members
· External professionals (e.g., health visitors, SEND specialists, social workers)
· Contractors
· Prospective parents
· Volunteers
· Ofsted inspectors
· Emergency services
Each type of visitor must follow the procedures outlined below.

4. Visitor Procedures
4.1 Arrival and Identification
· All visitors must enter through the main school reception entrance.
· Doors must never be held open for others; each individual must be admitted by staff.
· Visitors must sign in using the Visitors Log (Inventry).
· Visitors must provide their full name, organisation, purpose of visit, and arrival time.
· All visitors must wear a Visitor Badge that is clearly visible at all times.
4.2 Verification
· Staff must check the identity of all visitors, especially those who are unknown to the nursery.
· Professionals (e.g., social workers) must present official identification.
· Contractors must provide company ID and have clearly understood the nursery’s safeguarding expectations.
4.3 Supervision and Access
· Visitors may not move around the setting unaccompanied unless authorised by the Manager or Deputy Manager.
· Contractors will be escorted when in areas accessible to children.
· Visitors must not use mobile phones or take photographs unless expressly authorised.
· Visitors may only access areas necessary for their purpose.

5. Safeguarding Expectations
All visitors must:
· Follow safeguarding procedures shared during sign-in.
· Never be left alone with a child unless they hold an enhanced DBS and have been authorised by the Manager.
· Report any safeguarding concerns immediately to the Designated Safeguarding Lead (DSL).
· Use only designated adult toilets.
Visitors who do not comply will be asked to leave the premises.

6. Departure Procedures
· Visitors must sign out, recording their departure time.
· They must return their Visitor Badge before leaving.
· Staff must ensure the visitor has safely exited the premises.

7. Exceptional Circumstances
7.1 Emergency Services
Emergency personnel (police, ambulance, fire brigade) may enter without following standard sign-in procedures if children or staff are at risk.
7.2 Banned or Restricted Individuals
If any individual is legally restricted from contacting a child, staff must follow safeguarding procedures and alert management immediately.
7.3 Suspicious Visitors
Any unknown or suspicious person on the premises must be reported to management immediately and politely challenged:
“Can I help you? Have you signed in at reception?”
If the situation poses a risk, contact emergency services.

8. Data Protection
· Visitor records are kept securely in accordance with GDPR requirements.
· Personal details are used only for safety, safeguarding, and compliance purposes.

9. Monitoring and Review
· The Manager is responsible for ensuring staff follow this policy.
· Visitor logs will be reviewed periodically for patterns or concerns.
· This policy will be reviewed annually or sooner if regulations change
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