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Policy Statement

The Board of Directors and Local Governing Body is committed to ensuring that
all visitors to our schools are welcomed in a professional, safe and secure manner.

We recognise our statutory responsibility to safeguard and promote the welfare of
children in line with:

· Keeping Children Safe in Education (KCSIE 2025/2026)
· The Children Act 2004
· The Education Act 2002 (Section 175/157)
· The Prevent Duty (Counter-Terrorism and Security Act 2015)

Safeguarding is everyone’s responsibility, and there can be no complacency.

All visitors, without exception, are required to comply with this policy. Failure to do 
so may result in removal from the school site and, where appropriate, referral to 
relevant authorities.

Aim

To safeguard all children by ensuring that all visitors to school sites are appropriately managed, monitored and supervised.

This includes ensuring that children can learn and participate in all school activities in a safe and secure environment, both during and beyond the school day.

Objectives

· To establish a clear and consistent procedure for managing visitors
· To minimise safeguarding risks to children from external adults
· To ensure compliance with safeguarding, safer recruitment and site security expectations (KCSIE 2025/2026)
· To ensure all staff understand their responsibilities in relation to visitors

 Scope of the Policy

This policy applies to:

· All staff employed by the school
· All external visitors (e.g. peripatetic teachers, sports coaches, contractors, speakers)
· Governors and Directors
· Volunteers
· Supply staff
· Contractors and transport providers
· Any other individuals accessing the school site

The school is responsible for safeguarding pupils:

· During the school day
· During extended school provision (wraparound care, clubs)
· During school-organised off-site activities

Safeguarding Principles (KCSIE 2025/2026)

In line with current guidance:

· All visitors must be identified, checked and recorded
· All visitors must be appropriately supervised unless verified as safe to work unsupervised
· The school must maintain an accurate Single Central Record (SCR) for relevant individuals
· A risk-based approach must be taken for all visitors
· Safeguarding information must be clearly communicated to visitors on arrival

Visitor Procedures

Arrival at Site

Visitors must use the main entrance only

Where gates are secured, visitors must request access via the intercom, stating:

· Their name
· Organisation
· Purpose of visit

Signing In

On arrival at Reception, all visitors must:

· Report to Reception immediately
· State the purpose of their visit and who they are meeting
· Provide photographic identification if requested
· Sign in via the electronic system (e.g. Inventry), including:
· Name
· Organisation
· Person being visited
· Vehicle registration (where applicable)
· Confirmation of having read safeguarding information

Visitors must be made aware of:

· Safeguarding expectations
· The identity of the Designated Safeguarding Lead (DSL) and deputies
· How to report a concern

Identification and Lanyards

Visitors will be issued with a clearly visible identification badge, which must be worn 
at all times.

Colour coding should reflect safeguarding status:

· DBS-checked visitors – YELLOW – permitted unsupervised access where appropriate
· Non-DBS visitors – RED – must be supervised at all times

Supervision

· Visitors without appropriate safeguarding checks must not be left alone with pupils
· The member of staff hosting the visitor is responsible for their supervision
· Visitors must not move freely around the site unless authorised

Approved Visitors

Schools may maintain a list of regular visitors (e.g. contractors, peripatetic staff, 
supply staff).

To be eligible for unsupervised access:

· Appropriate pre-employment checks must be completed in line with KCSIE 2025/2026, including:

· Enhanced DBS check (with barred list check where applicable)
· Identity verification
· Right to work checks (where relevant)

· Checks must be recorded on the Single Central Record
· A risk assessment must confirm suitability for unsupervised access
· Authorisation must be given by the Principal

All approved visitors must still sign in and wear identification.
Departure Procedures

All visitors must:

· Sign out via the electronic system
· Return their visitor badge

Failure to sign out will be followed up as part of safeguarding procedures.

Unidentified or Uninvited Visitors

All staff have a responsibility to challenge unknown individuals on site.

If a person is not wearing identification:

· Politely challenge and establish their identity
· Escort them to Reception

If the individual:

· Refuses to comply → they must be asked to leave
· Becomes aggressive → senior leaders must be informed immediately and police may be contacted

Contractors and External Providers

Contractors must:

· Be risk assessed prior to work commencing
· Provide evidence of safeguarding checks where required
· Be supervised where appropriate

Where contractors are on site during school hours:

· Measures must be in place to ensure children are not exposed to risk

Governors, Directors and Volunteers

· Must comply with safeguarding and visitor procedures
· Must complete appropriate vetting checks, including DBS where required
· Must sign in and out at Reception

All new Governors and Volunteers will receive safeguarding information, including 
this policy, as part of induction.

Safeguarding Reporting

If a visitor has a safeguarding concern about a child, they must:

· Report it immediately to the Designated Safeguarding Lead (DSL)

Visitors must not investigate concerns themselves.

Linked Policies

This policy should be read alongside:

· Child Protection and Safeguarding Policy
· Staff Code of Conduct
· Health and Safety Policy
· Online Safety Policy
· Prevent/Extremism Policy

Roles and Responsibilities

Principal

· Overall responsibility for implementation

Designated Safeguarding Lead (DSL)

· Ensures safeguarding procedures are followed
· Manages concerns

All Staff

· Challenge unknown visitors
· Follow procedures consistently

Governing Body/Trust Board

· Monitor compliance
· Ensure safeguarding effectiveness

Monitoring and Review

This policy will be reviewed every 3 years and updated in line with KCSIE and statutory guidance


Conclusion

St. Bernadette’s Catholic Primary School is committed to maintaining a vigilant 
safeguarding culture. Robust visitor procedures are essential to ensuring that all 
children remain safe from harm while accessing a broad and enriching educational 
experience.
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