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KEY Visitor policy 

The staff and volunteers of The Key Project are justifiably proud of the work of the project. From time to time and for various reasons, one of the ways we will share this is by having people visit our clubs.

This policy does not apply to persons who are brought in at our request to deliver services or activities. These will be decided upon and managed through our normal operations procedures and management.

Visitors to our clubs must comply with our rules and safeguarding procedures. 

Process of agreeing a visit,

1. All visits to a club will be agreed by the trustees. In the first instance this will be made to trustees from the operations group. This will be widened at their discretion to include other trustees and the outcome always communicated to the chair of trustees.

2. Normally a request to visit will come to these trustees and they will consider the implementation of the following

3. Visitors will be directly supervised at all times by a staff member.

4. If the visitor is a prospective volunteer or employee, it is sufficient that the purpose is to see how the clubs function.

5. All other requests to visit will be in writing and include the objectives of the visit. This should be a sufficiently detailed written request making clear the aims of the visit.

6. Consideration will be given to:
a. Should the request to visit be endorsed by the prospective visitor’s line management?
b. Should any invitation to visit be qualified by instructions about and boundaries to the visit?
c. Exceptionally any need to see the visitor’s DBS disclosure.

7. Visitors do not need to supply references but may need support from their employer if visiting on their behalf.

8. If the supervisor is concerned with any actions by the visitor, they have the right to ask the visitor to leave. They will record the incident and report to the relevant trustees. 

9. All visits should be recorded in the club register, together with any outcomes or issues. If issues have arisen, they must be recorded on an incident form and the relevant trustee notified. 

10. Visitors will not, under any circumstances, attempt to maintain contact with the club members as an outcome of the visit. Contact details must not be given or received by visitors. If further contact with the club members is needed this must be through the KEY project with the endorsement of the trustees.
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