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Guidance for External Professional Visitors to SMSJ Primary 

In general, external visits to school should be kept to a minimum and should be replaced with virtual meetings and phone calls 

where possible.  

In the case of some external professionals, this is not always practicable. Good examples are when professionals need to assess 

students or complete a block of therapeutic work with them face to face. 

In this case, the following procedures should be adhered to: 

Prior to the meeting: 

 Inform the visitor that they will need to come to reception to enter the school. 

 Inform the visitor of the need to bring PPE. 

 Pre-book one of the designated spaces in school with the office staff or Inclusion team. 

 Consider an appropriate person who is able to escort the visitor and the student to and from the designated space. 

 Please send a copy of the Guidance for External Visitors via email (appendix two). 

 Please request a copy of their risk assessment and/or check we can comply with all their procedures where this applies. 

On arrival at SMSJ: 

 Visitors must sign in at reception so they are contactable should the need arise. 

 Visitors must wear PPE whilst moving around the school and sanitise on entrance to the school. 

 They must distance two metres from others when moving around the site. 

 If visiting students, they must see the students in the pre-booked designated area (as detailed in appendix one).  

 Visitors must be picked up by an appropriate person and taken to the designated space/site area when corridors are 

quiet.  

 If in a designated room with a student or member of staff, they must distance two metres and leave windows (and 

doors where possible) open. The aim is to keep the room ventilated. 

 Students must be escorted to the visitor, by an appropriate person. They must sanitise their hands on arrival. 

 When appropriately distanced and seated, the visitor can remove PPE if required. 

 Once the visit has finished, the student must be escorted back to class and the visitor must be escorted back to the 

reception area.  

 Again, if moving around the school, please ensure corridors are clear and the visitor uses PPE. Social distancing applies 

at all times. 

 Please wipe down the table/equipment with antibacterial wipes before leaving the room/site area. 
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Appendix One: Designated Spaces for Professional Meetings and Guidance for Site Visits 

 

 

The Speech and Language Room – all year groups 
 
Individual meetings with parents and professionals should still be held in SLT offices. 
This will prevent unnecessary movement around the wider school site. 
 
 
If a professional requires a quieter space to deliver more targeted support, the spaces below are available. 

  
Neale House 
 
Reading Room 
Rainbow Room 
Library 

 
Bennett House 
 
Conference Room 
Year 5/6 Sensory Room 

 

For site visits, a member of the site team should escort the external visitor to the appropriate area and 

ensure they socially distance from members of the school community. They should be escorted around the 

site where applicable and familiarised with sanitising stations. 
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Appendix Two: Guidance for External Visitors 

 

To be copied and pasted on an email or communicated as an attachment. 

 

At SMSJ, it is important to us that we ensure both visitors and members of our school community are safe. With 

this in mind, please could you follow the guidance below. 

Please pass on any relevant documentation to your contact within school so we can check we can comply with all 

guidance you have been given. This may include a risk assessment. 

 

 Please sign in at reception on arrival so you are contactable should the need arise. 

 Please wear PPE whilst moving around the school and sanitise on entrance to the school. 

 Please socially distance by two metres when moving around the site. 

 Please wait to be picked up by an appropriate person. They will escort you to the designated space to 

minimise coming into contact with students/staff in school.  

 If you are meeting with a student or member of staff, please socially distance when in the designated 

meeting room and leave windows (and doors where possible) open. The aim is to keep the room ventilated. 

 If you are meeting with a student, they will be escorted to join you; they should sanitise their hands on 

arrival. Once the visit has finished, the student will be escorted back to class and you will be escorted back to 

reception.  

 If you are attending a meeting, once you are appropriately distanced and seated, you may remove PPE if this 

is required. 

  

   


