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Visitor Code of Conduct 2026-27 
Please read BEFORE signing in. Signing in will be taken as confirmation that you have read and will abide by this Code of Conduct. 
Please note that any Visiting Lecturer, Presenter or Speaker should be entered in the Register of  Visiting Speakers and subject to a full Risk Assessment in line with our Safeguarding Policy. 
·  All Visitors, Contractors and other persons visiting Old School Henstead site, safe for Parents / guardians / carers (when dropping off or collecting students); 
· Approved Contractors (with permission from the Facilities Manager (or such other  person as shall have been designated for this purpose and with this responsibility by  the Senior Leadership Team) or Transport Manager and where identity can be  verified); 
· Delivery drivers dropping off mail or parcels at The Security Cabin on the rear drive  or at main Reception on an ad hoc basis; 
· Any other person duly authorised by the Facilities Manager (or such other person as  shall have been designated for this purpose and with this responsibility by the Senior  Leadership Team) (eg: supplies delivery drivers to kitchen where identity can be  verified) must sign in at a designated Reception point at Old School Henstead and abide by the requirements  of this written Visitor Code of Conduct 2023-24 and any other requirement of Old School Henstead  which may be in place for the time being. 

·  Visitors must show appropriate identification (usually photographic) to the Reception point staff who will, when satisfied with identity, 
· complete any record taking and questionnaire (or similar requirements) as above:   
· record all other relevant details; 
· issue a photo i/d Visitor’s badge which must be worn by the Visitor at all times  during the visit; 
And the Visitor will then be considered ‘signed in’. 
· All Visitors signed in will be escorted at all times whilst on site by a supervising adult  member of staff. 
· Visitors may only use such staff or other toilets, staff rooms and staff facilities as may be  permitted and designated for their use and NOT students’ toilets or other facilities. 
· Visitors must not enter any student accommodation, toilets or changing facilities without  prior express permission from and accompaniment by the supervising adult staff member.  
· No Visitor may have unsupervised contact with any student / child under 18 years old.
· Visitors are asked to value and respect different racial origins, religions, cultures and  language and please not to promote their own political or religious beliefs. 
· Visitors are asked to use appropriate language and behaviour with and around students /  children under 18 years old. 
·  No photographs may be taken at any time without the consent of The Headteacher or a member  of staff duly designated to authorise this on his behalf. 
· Visitors are requested not to smoke on the Old School Henstead site. 
· If a Visitor feels in any way uncomfortable about the behaviour of a child or young person,  please discuss this with any teacher and staff present or with the supervising adult member  of staff. 
·  If a Visitor has a concern about the safety or welfare of any child, he or she MUST inform the Designated Safeguarding Leads. D Sonn and D.Speakman 
· In the event of first aid or other medical assistance being required, please contact the Health  Centre or a trained member of staff (list in reception). 
·  In the event of the fire alarm sounding, please must leave the building in an orderly manner and follow the instructions given by staff members. 
· No visitor has access to any Old School Henstead systems; this includes, our databases, email  systems and any other IT storage systems. Visitors can be given a guest WIFI when on the  premises.  
· At the conclusion of the visit, every Visitor must hand in their Visitor’s badge  
Note that some Personal /Sensitive Personal Data will be recorded and will be handled in  line with our Data Protection Policy and GDPR statement. 
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