Shawlands Primary School

COVID-19 Visitors Policy

This policy covers anyone who is not staff and comes into the school site and/or buildings. It is valid during the Covid-19 restriction period and will stay in force until further notice. This policy will be communicated to all parents, published on our website, and an easy-to-read summary will be displayed at all entrances to the school. 

VISITORS - GENERAL 
· Visitors will only be admitted to the school premises (ie, beyond the school gate) with a prior appointment. Visitors will only be admitted into the school buildings if the correct safety protocols have been adhered to. 

· No-one will be admitted onto the school site without speaking to a staff member through the intercom. 

· Office staff will greet visitors through the glass windows.   There is a 2 metre distance to protect Office staff. Visitors will be signed in by office staff.  Visitors will also be asked to complete a Covid 19 form.  A freshly cleaned pen will be provided, however, visitors will be encouraged to use their own, if possible. A hand sanitiser dispenser is available in the main Reception area, and all visitors MUST use this before entering the building. 

· All visitors should be advised that 2m social distancing must be maintained at all times, unless a member of staff agrees that an alternative protocol is appropriate. 

· Please do not bring any unnecessary items into the school. You may be asked to leave items at Reception. 

PARENTS COMING INTO SCHOOL 
Parents may only come onto school premises at the agreed drop-off and collection times. Except for emergencies, and in the case of a child being unwell, or suspected of having Covid-19, requests for alternative times must be requested and agreed in advance. Delivery of forgotten items will not be accommodated. Please ensure your child has everything they need before leaving home, and before you leave them at school. Parents will not be allowed into the school buildings.  However, they may visit the main reception and follow the guidelines above.   If you need to communicate with the school office, please do so by email (office@shawlandsprimaryschool.co.uk) or by telephone for urgent issues – 01226 287177.

DELIVERIES 
Deliveries will be handled by school staff at the main reception.  Protocol is for parcels to be placed within the reception area and 2m social distancing maintained at all times. If there is a requirement for goods to be signed for, staff should maintain a 2m distance, and delivery personnel should accept this. 

TRADESMAN/MAINTENANCE WORKERS 
It is expected that anyone whose visit to school falls into this category should not be allowed onto site whilst children (and ideally staff) are present. They will only be admitted during the school day if prior consent has been given by a member of the Senior Leadership Team or Business Manager, and only in certain circumstances. If required they should be supervised, and normal safety measure for visitors to the school should be maintained at all times. 

Anyone visiting school but not following the safety measures in place may be asked to leave the premises.
Any concerns regarding anyone not adhering to this policy should be notified to the Head Teacher at the earliest opportunity.

VISITING SHAWLANDS PRIMARY SCHOOL DURING COVID-19 OUTBREAK
Visitors to Shawlands Primary School must have an agreed appointment. You will only be granted access to the building once a staff member is satisfied that you are fully aware of our safety procedure, and that sanitising protocols have been followed. 

Please do not attempt to enter any school building until you are invited to do so by a member of staff. 
· You will be greeted by Office staff who will speak to you through the glass window at a 2 metre distance. 
· A member of the office staff will sign you in.
· You must complete a Covid 19 sheet, a sanitised pen will be made available, however it is preferable for you to use your own pen. 

· A Visitors label will be passed to you that must be kept with you, lanyards are not being used during this time. 

· You must maintain social distancing of 2 metres from any adult or child whilst on our premises. Frequent hand-washing/sanitising is recommended, particularly when moving between different areas in the school. 

· You must use a hand sanitiser (there is one provided at Reception) before entering our building. Hand sanitiser stations are available around school.
We take the safety of our staff and pupils very seriously. Failure to adhere to this policy may result in you being asked to leave the premises.

