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VISITORS AND VOLUNTEERS IN SCHOOL POLICY 
 
Context: 
 
St Gregory’s Catholic Primary School welcomes visitors from the local community and from a variety of 
outside agencies to promote learning and wellbeing through their experience and expertise. 
 
Parents, teachers from partner schools/other agencies and students make visits for meetings and 
volunteer work. 
 
The School is supportive of Parents (and other adults) wishing to work as volunteers in School. There 
are two main ways of helping: 
 

a) Occasional support e.g. at sports events or school trips. These are individual events and 
generally parents/volunteers only commit themselves to one or two occasions. 
 
b) Regular support. This is when parents or helpers offer regular weekly support to the school 
for a period of time. 

 
 
We offer work experience for young adults in training as well as young people wishing to have a work 
experience of school life. 
 
A variety of delivery staff, maintenance engineers and contractors carry out routine work on the school 
site. 
 
Rationale: 
 

• The safety and security of all children and staff. 
 

• The safety and security of all visitors. 
 

• Enhancement and enrichment of the on-going curriculum through specialist expertise. 
 

• Effective partnerships are developed with appropriate agencies, which contribute to the welfare, 
wellbeing and learning of the school community. 

 
 
Safeguarding Checks and Procedures 

• All volunteer helpers/visiting staff who will be working with children, must undergo a DBS 
police check in order to ensure that the children are protected. (Exceptions can be made, after 
consulting the Principal, for those who visit the school for a short period only and are 
supervised by a member of staff at all times). 
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• All volunteer/visitor DBS checks are kept on the Single Central Record. 

 
• All visitors must report to school reception to sign in and if unknown should be expected to 

provide appropriate identification.  They must use our Inventry System.  
 

• All visitors on the school site must wear a visitor’s badge. Printed from Inventry. 
 

• All visitors must be given the correct lanyards following our visitor management policy. 
 

• All visitors are provided with a Safeguarding information leaflet outlining health and safety 
and child protection procedures. 

 
• All visitors must be made aware of emergency evacuation procedures by the member of staff 

supervising their visit. 
 

• If a member of staff is contacted by or wishes to arrange a visit by an outside agency or any 
individual requesting permission to visit lessons, observe teaching, attend assembly etc., 
permission must be obtained from the Principal or Vice Principal any agreement is made. 

 
• Any visitors on site who are not appropriately wearing a lanyard or badge should be politely 

challenged re. their business, by appropriate adults. 
 
• Pupils should be encouraged to report immediately any visitor who is not “badged”. 

 
• All visitors on completion of their visit, should sign out of the Inventry System and return their 

lanyard/badge. 
 
 
Specific Guidance/Checklist for parent volunteers: 
 

• Parent/student volunteers must be given an induction briefing by a member of the phase team.  
• Where possible parent volunteers are not placed to work with their own child. 
• Confidentiality policy is shared and great importance is placed upon this. 
• If volunteering to help with an educational visit, parents are required to attend a briefing led by 

the group leader, covering all aspects of health & safety and other important information. 
 

 
Specific Guidance/Checklist for members of staff organising visits from external agencies: 
 

• Ensure the visitor/external agency complements the school’s planned programme or scheme of 
work OR extra curricula activities 

 
• Be confident that the visitor/external agency has expertise in the subject they are delivering and 

the experience and skills in delivering sessions to children and young people. 
 

• Before the visit, discuss with the visitor how the session fits in with the school’s 
programme/scheme of work/school expectations. 
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• Discuss and agree aims of session, professional boundaries, including responsibility for 
classroom discipline and fees, (if applicable), before the session. 

 
• Inform visitor/external agency of: number, age and gender ratio of students, background, 

ethnicity and culture of students, special education needs (if applicable). 
 

• Provide access to relevant school policies, e.g. Child Protection, Health & Safety, Positive 
behaviour, Confidentiality and risk assessments. 

  
• Inform relevant people of presence and remit of visitor: e.g. Office staff, Principal. 

 
• Ensure that the visitor/s are fully aware of any Health and Safety considerations and 

procedures e.g. Use of tools, etc. and all appropriate precautions are taken and children advised 
of the same. 

 
• Visitor/s should be fully aware of the Fire Regulations and procedures. (Copy of evacuation 

routes on display in every room) 
 
NB. Other practical considerations: 
 

• All visitors should have a named contact both before and during the visit. 
 
• For the visit to have impact, appropriate preparation and if appropriate, feedback and 

evaluation or time to reflect on the learning should be allowed by teachers/pupils. 
 

• Ensure relevant staff member (i.e. class teacher) is present during session and responsible for 
class discipline. 

 
• Visitor/external agency thanked for their contribution and where applicable fees paid. 

. 
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Code of Conduct: Parents/Carers and Other Visitors to School 

 

RATIONALE 

At St Gregory’s Catholic Primary School we are very fortunate to have generally supportive and 

friendly parents. 

Our parents recognise that educating children is a process that involves partnership between home and 

school and understand the importance of a good working relationship to equip children with the 

necessary skills for adulthood. For these reasons we welcome and encourage parents/carers to 

participate fully in the life of our school.  

 

The purpose of this policy is to provide a reminder to all parent and visitors to our school about 

expected conduct so that we can work together to ensure a safe and positive school environment for 

our children. 

 

RESPECT AND CONCERN FOR OTHERS AND THEIR RIGHTS  

We expect parents and carers to show respect and concern for others by:- 

• supporting the respectful ethos of our school by setting a good example in their own 

speech and behaviour towards all members of the school community;  

• working together with teachers for the benefit of children. This includes approaching the 

school to resolve any issues of concern and to discuss and clarify specific events in order 

to bring about a positive solution;  

• correcting own child’s behaviour, especially in public where it could otherwise lead to 

conflict, aggressive or unsafe behaviour;  

• respecting the school environment, including keeping the school tidy by not littering or 

spitting. 
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· following the parking rules and respecting our neighbours when delivering and collecting 

children from school.  

 

In order to support a peaceful and safe school environment, the school cannot tolerate:- 

• disruptive behaviour which interferes with the operation of a classroom, an office area 

or any other part of the school grounds;  

• using loud and/or offensive language or displaying temper;  

• threatening harm or the use of physical aggression towards another adult or child. This 

includes approaching someone else’s child in order to discuss or chastise them and 

physical punishment against your own child on school premises. (Some actions may 

constitute an assault with legal consequences.);  

• damaging or destroying school property;  

• abusive, derogatory or threatening emails, phone or social network messages ;  

• smoking and consumption of alcohol or other drugs or accessing the school site whilst 

intoxicated ;  

·  

The above behaviours on school premises will be reported to the appropriate authorities and Local 

Academy Committee may prohibit an offending adult from entering the school grounds to safeguard 

our school community.  

 

We trust that parents and carers will assist our school with the implementation of this policy and thank 

you for your continuing support. 

 


