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Governance and Accountability 
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requirements relating to the provision of information. 
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Visitor Policy 

1. Policy Statement 

Rougemont School welcomes visitors as an important part of school life. Visitors make 
valuable contributions to our learning environment, school operations, and wider 
community. However, the safety and security of pupils, staff, and visitors remain our 
highest priority. 

This policy ensures that all visitors are appropriately identified, monitored, and accompanied 
in accordance with safeguarding, health and safety, and data protection obligations. 

This policy applies to: 

●​ Teaching and non-teaching staff employed by the School 

●​ External visitors during the school day, spectators, extra-curricular and off-site activities 

●​ Governors 

●​ Parents and guardians 

●​ Pupils 

●​ Education professionals from external authorities or agencies 

●​ Visitors attending Open Mornings, Lettings and Events on the School premises  

●​ Contractors and maintenance personnel 

This policy should be read in conjunction with the School’s Child Protection and Safeguarding 
Policy and aligns with statutory guidance in Keeping Learners Safe (KLS). 

​
 

2. Policy Aim 

Rougemont School aims to: 

●​ Extend a warm, professional welcome to all visitors.​
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●​ Ensure pupils can learn and participate in a safe and secure environment.​
 

●​ Protect pupils, staff, and visitors from harm.​
 

●​ Provide clear procedures for visitor management during the school day, extended hours, and 
lettings.​
 

●​ Ensure all visitor activity supports the School’s safeguarding culture and does not compromise 
the welfare of pupils. 

 

3. Associated School Policies 

●​ Child Protection and Safeguarding Policy​
 

●​ Health and Safety Policy​
 

●​ Data Protection Policy 

●​ Risk Management and Risk Assessment Policy 

​
 

4. Roles and Responsibilities 

Governing Body 

●​ Ensure compliance with safeguarding obligations regarding visitors.​
 

●​ Review this policy regularly with the Senior Leadership Team (SLT).​
 

Head 

●​ Communicate this policy to all employees.​
 

●​ Ensure consistent implementation and address any breaches.​
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Security Hub Staff and Reception 

●​ The administrative management of  visitors, including welcoming, the operation of sign-in 
systems, record keeping, badge and lanyard issuance, and visitor verification processes.​
 

●​ Ensure visitors are made aware of the fire and lockdown procedures. 

Designated Safeguarding Person (DSP) and Deputies 

●​ Act as the first point of contact for any safeguarding concerns regarding visitors.​
Ensure availability of a Deputy DSP when the DSP is unavailable. 

​

 

All Staff 

●​ Notify Reception or the Security Hub of expected visitors in advance and whether visitor 
parking is required.​
 

●​ Escort and supervise visitors at all times including escorting to adult toilet facilities.​
 

●​ Ensure visitors sign out and return their lanyards.​
 

●​ Immediately report any safeguarding or security concerns about visitors to the DSP.​
 

●​ Challenge any unidentified or unaccompanied individuals on site, in a professional and courteous 
manner.​
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5. Visitor Identification System 

Rougemont School operates a lanyard identification system to ensure clear recognition of 
authorised visitors.  

All visitors must wear their issued lanyard / door entry card  visibly at all times. 

○​ Black and red ‘Rougemont School’ - Existing Staff 
○​ Yellow - Visitors 
○​ Black - Governors 
○​ Green - Specialist Tutors / Peripatetics / Casual Staff  
○​ Red - External Contractors 
○​ Blue Sticker (Dated) - Spectators/ External Sports staff​

 
●​ Replacement lanyards must not be issued without cancelling the original record on the Visitor 

Booking System.​
 

●​ Unidentified individuals or those without a lanyard must be politely challenged and escorted to 
the Security Hub or Reception. 

 

6. Visitors’ Access During the School Day 

To maintain site security: 

●​ The main barriers remain closed from 9:00am to 3:00pm to restrict unauthorised vehicle access. 
For entry during these times, visitors must request access via the Security Hub, using the barrier 
intercom.​
 

●​ Upon arrival: 

○​ Prep School visitors and contractors will report to the Security Hub to sign in via the 
Visitor Booking System. From the Security Hub Prep School visitors will be directed to 
Reception in the Prep School. 

○​ Casual Staff, contractors and specialist teachers will be required to sign in at the Security 
Hub 

 

○​ All other visitors, including Senior parents, will be directed to sign in via the Visitor 
Booking System in Llantarnam Hall.  

●​ The Security Hub will notify the relevant staff member to meet and escort the visitor.​
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●​ Visitors must remain accompanied at all times unless otherwise authorised (e.g. Estyn 
Inspectors, Governors, Peripatetics, pre-approved Third-Party Providers).​
 

●​ Before leaving, visitors must sign out and return their lanyard to either the Security Hub or 
Reception in Llantarnam Hall. 

 

7. Daily Operational Protocols 

These procedures ensure that visitors and parents on site at different times are managed 
safely and consistently. 

Before School (7:45am – 8:50am) 

●​ Senior School pupils: supervised from 7:45am in the Refectory or designated club.​
 

●​ Prep School pupils: supervised from 8:00am in the Prep building. ​
 

●​ No access to other buildings before 8:00am, unless visitors have a prearranged appointment with 
a member of staff.​
 

●​ Parents must remain in designated meeting areas and will be challenged if not adhering to 
protocols.​
 

During the School Day (9:00am – 3:00pm) 

●​ Barriers close at 9:00am to secure the site.​
 

●​ Pupils arriving after 9:00am: 
○​ Senior Pupils report to Reception in Burge to register to be marked late. 
○​ Prep Pupils - Hub Security to message on the radio and child reports to Reception in 

the Prep Building to be marked late. 
○​ Any items to be dropped off should be left at the Security Hub.​

 
●​ All visitors to report to the Security Hub and are granted access only once verified. Visitors 

directed to park to the side of the Burge or Llantarnam Hall.​
 

●​ Staff must prebook visitors, via email to the Security Officer at the Hub, 
security@rougemontschool.co.uk  

●​ Visitors without prior notice may not enter until verified by the hosting staff member.​
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●​ Hosting staff are responsible for greeting, escorting, and ensuring their visitors depart safely.​
 

Afternoon Dismissal (3:00pm – 6:00pm) 

●​ Staff supervise all dismissal areas and after-school activities.​
 

●​ Parents must remain in designated collection areas only. Parents collecting children from Senior 
Prep or Infant / Junior Prep must contact the following numbers: 

○​ Infant / Junior Prep -  07961281856 
○​ Senior Prep - 01633 820150 

●​ Visitors report to the Security Hub for access verification.​
 

●​ Duty staff will patrol the site to ensure safe dismissal and challenge any unsupervised pupils or 
visitors. 

●​ If parked vehicles are blocking or causing traffic restrictions, drivers of the vehicle will be asked 
to move to a designated parking area​
 

After Hours (6:00 pm onwards) 

●​ To ensure staff safety and to mitigate the risks associated with lone working, any member of 
staff, who would not ordinarily be expected to be onsite beyond 6:30pm will be required to 
work from the ground floor of the Burge Building.  

●​ After 6:00pm, the site is used exclusively for approved lettings.​
 

●​ Lettings must provide:​
 

○​ Public Liability Insurance​
 

○​ Risk Assessments​
 

○​ Evidence of qualified, DBS-checked staff​
 

●​ Lettings must be approved and booked through the school system.​
 

●​ If a school function coincides with a letting, a joint risk assessment must confirm that safety and 
safeguarding can be maintained.​
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Weekends and Holidays 

●​ The site is used by lettings only; no pupils should be present unless part of an authorised, 
risk-assessed school event.​
 

●​ Any school event (e.g. Open Morning, rehearsal, exam tuition) must undergo a full risk 
assessment before approval. 

●​ Any staff wishing to access the school on weekends or during the school holidays, must check in 
and out with the Duty Officer 07930 748903 or 0773 460461  

 

8. Emergency Procedures 

Fire Evacuation 

●​ In the event of an alarm, all visitors must evacuate immediately via the nearest exit and 
proceed to the designated assembly point.​
 

●​ During planned drills, the accompanying staff member will notify visitors in advance.​
 

●​ The accompanying staff member is responsible for ensuring their visitor reaches the appropriate 
assembly point.​
 

Lockdown 

●​ In the event of a lockdown, the accompanying staff member will direct visitors to the nearest 
secure location and follow the School’s lockdown procedure.​
 

●​ Safeguarding of pupils remains paramount in all emergency situations. 

 
9. Extended School Activities and Off-Site Arrangements  

These procedures apply equally to before and after-school clubs, trips, and off-site activities. 

External organisations operating on school premises must demonstrate: 

●​ Appropriate safeguarding and safer recruitment practices.​
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●​ Risk assessments for their activities.​
 

●​ Fire evacuation and emergency protocols. 

A record of approval and associated documentation will be maintained by the Operations 
Team. 

Outside normal hours, the Duty Officer oversees evacuation procedures, while activity 
leaders are responsible for mustering and accounting for all participants. 

 

10. Visitor Conduct 

Visitors must: 

●​ Behave respectfully toward pupils, staff, and other visitors.​
 

●​ Follow all staff instructions and do not wander unsupervised.​
 

●​ No photographs, videos, or recordings without prior permission.​
 

●​ Maintain confidentiality regarding pupils and staff.​
 

●​ Report any hazards, accidents, or safeguarding concerns immediately.​
 

Visitors must not approach, engage with, or photograph pupils unless expressly authorised and 
supervised. 

 

The School reserves the right to withdraw access from visitors who fail to comply with conduct 
expectations. 

 

11. Contractors 

Whilst on site, all contractors will be regarded as visitors and must comply with the 
requirements of this Visitor Policy. In addition, contractors are required to adhere to the 
provisions of the Risk Management and Risk Assessment Policy (Section 18.6)​  

 

12. Unidentified or Uninvited Visitors 

RougemontSchool/Visitor Policy/To be updated September 2027 



●​ All staff have a duty to challenge politely, any unidentified visitor on site.​
 

●​ The individual must be escorted to the Security Hub or Reception for verification and sign-in.​
 

●​ If the visitor refuses to comply, Security Hub / Reception should contact the SLT Duty 
Member  immediately. 

●​ Staff must not place themselves at risk when challenging an unidentified visitor. Where a member 
of staff has any concern about their personal safety, or feels unable to challenge directly, they 
should immediately escalate the concern to the Security Hub, Reception, or the SLT Duty 
Member for support. 

●​ If a visitor becomes abusive or aggressive, the police will be contacted.​
 

●​ The safety of pupils takes precedence over convenience at all times. 

●​ Any member of staff who follows this policy and reports concerns appropriately, professionally, 
and in good faith will be fully supported by the Senior Leadership Team in the actions they take. 

 
13. Record Keeping 

●​ All visitor logs and sign-in data will be retained for 3 years as stipulated within our Data 
Retention Schedule.​
 

 
14. Related Operational Notes 

Spectators at Sporting Activities / School Events 

●​ Purpose 

The school welcomes parents, carers, alumni, and other visitors to attend sporting fixtures and 
events. These occasions celebrate teamwork, talent, and school spirit. To ensure a safe and 
respectful environment for all, the following expectations apply to all spectators on school 
premises or when representing the school at external venues. 

●​ Access and Supervision 
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○​ Spectators must use designated entry points and remain in permitted viewing areas only.​
 

○​ Spectators must not enter changing rooms, team areas, or playing surfaces unless 
explicitly invited by staff and remain under staff supervision at all times.​
 

○​ Children accompanying spectators remain the responsibility of their parent/carer at all 
times.​
 

○​ Visiting teams and spectators will be directed to specific assembly and refreshment 
areas.​
 

●​ Conduct and Behaviour 

All spectators are expected to: 

○​ Model good sportsmanship — encourage fair play and applaud effort, not just results.​
 

○​ Treat pupils, staff, officials, and opponents with respect, avoiding any shouting, criticism, 
or negative comments.​
 

○​ Refrain from using offensive, aggressive, or discriminatory language or gestures.​
 

○​ Follow all instructions from staff, referees, and marshals.​
 

○​ Avoid coaching or giving instructions to players during matches unless formally 
appointed to do so.​
 

○​ Abstain from alcohol, smoking, or vaping on school grounds (unless designated 
otherwise by school policy).​
 

●​ Photography and Filming 

○​ Photography or filming during fixtures and events is permitted only with prior approval 
from the member of staff in charge of the event. 

○​ Images must be for personal use only and must not be shared online without consent 
from the school and those depicted.​
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○​ Any concerns about inappropriate recording or image use should be reported 
immediately to the match organiser or Designated Safeguarding Person (DSP).​
 

●​ Safeguarding 

○​ All visitors are reminded that pupil welfare and safeguarding take precedence at all times. 

○​ Spectators must not approach or directly communicate with pupils (other than their 
own child) during or after matches. 

○​ Any safeguarding concern should be reported immediately to a member of staff or the 
Designated Safeguarding Lead.​
 

●​ Visiting Teams and Spectators 

○​ The staff member organising a fixture must notify visiting schools in advance, confirming 
details of visiting staff and the number of pupils expected. A Visiting Rougemont 
Information Pack will be sent to visiting teams at least 48 hours prior to the fixture. 

○​ The Visiting Rougemont Information Pack - Fixture information will  include:  

●​ Parking details use a site map with designated parking areas, 

●​ Fire / lockdown procedure details,  

●​ Toilets - visitors will need to be escorted to toilet facilities and only use 
adult /disabled toilets. For Sporting fixtures, options are Infants, DT and 
rear of PE building 

●​ Safeguarding expectations, existing information to be shared.​
 

○​ Visiting members of staff and drivers must report to the Hub upon arrival to sign in. 
They will be issued with a blue date stamped visitor sticker, which must be worn visibly 
at all times while on site. Visiting teams and spectators will then directed to designated 
parking areas as follows 

■​ Coaches must be parked at the top of the site, 
■​ Mini buses and smaller coaches must be directed to park at the bottom of the 

site, close to the relevant facilities. 

○​ Visiting spectators must be greeted on arrival to the site, issued with a blue date 
stamped blue sticker and directed to park in designated car park. All visitor identification 
must be worn visibly at all times. 
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○​ The host member of staff is responsible for verifying that visiting schools provide 
appropriate supervision and maintain suitable safeguarding oversight of their pupils while 
on site. 

○​ Key safeguarding and safety information must be clearly displayed on the designated 
noticeboard near the Astro, including: 

■​ Fire / lockdown procedures 
■​ Safeguarding expectations 
■​ Copy of Visitor Policy 
■​ Visitor Code of Conduct 

○​ Designated viewing areas for spectators must be clearly identified and communicated. 
Spectators must remain within these areas unless authorised by staff. 

 

Supporting Guidance: 

●​ Meeting rooms in Llantarnam Hall will be bookable via victoria.mills@rougemontschool.co.uk    

●​ For Open Mornings visitors will be provided with branded badges with named inserts.  

●​ Prospective Pupils. All pupils attending Taster days are directed to Llantarnam Hall for drop off. 
End of day, Prep children to be handed over to parents in the lower car park, prospective senior 
pupils, Registrar to collect and hand over to parents. 

●​ All prospective parents will be requested to park in Visitor Parking and be escorted on site. 
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