
Procedure for visitors to Pre-School 

 

• Anyone visiting the pre-school must do so by 
appointment only 

• Appointments are made via the main school office by 
calling 023 9266 0178 or emailing 
preschool@westoverprimary.co.uk 

• All visitors must report to the main school reception on 
arrival via Westover Road. 

• All visitors must sign in on the electronic system and 
wear a lanyard 

• Any visitor not appropriately vetted will remain with a 
member of staff. 

• Any safeguarding concerns should be reported to the 
DSL as soon as possible (details are o posters and staff 
board in reception) 

• All visitors to only use staff toilets 
• Mobile phones/recording devices not permitted to be 

used in rooms occupied by children 
• All visitors sign out at the office on leaving and return 

lanyard. 
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