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St. Bede’s Catholic School and Sixth Form College is committed to ensuring that children are 
treated with respect, free from all forms of abuse or mistreatment. It is vitally important 
that, as a school, we adopt safe recruitment and selection procedures which help to deter, 
reject or identify people who might abuse the vulnerable. 
 
The health, safety and welfare of all the people that work or learn at our school are of 
fundamental importance. We aim to provide a safe, secure and pleasant environment for 
everyone, where people are supported to fulfil their potential. The governing body, as an 
employer, takes responsibility for the health & safety of all our pupils, members of staff and 
others who visit our premises. 
 
INTRODUCTION 
 
The following guidance is to assist our school in taking a consistent approach to Safeguarding 
Children and Young People in respect of visitors to schools. 
 
The following guidance is based on Keeping children safe in education (September 2019) and 
Advice on school security, published by DfE.  
 
This guidance replaces previous child protection and safeguarding guidance and at this stage 
should be considered the definitive guidance for our schools in regard to safeguarding 
matters.  
 
The guidance makes reference to and responds to: 
 

• Safeguarding Vulnerable Groups Act 2006; 
• Children Act 1989; 
• Education Act 2002; 
• Children Act 2004; and 
• Section 157 and 175 of the Education Act 2002. 

 
VISITORS TO SCHOOLS 
 
This guidance relates to people who need to visit schools in the course of their work. Some 
will be professionals who need to work directly with young people others will be visiting the 
school in order to deal with matters that relate to the school buildings rather than pupils. 
 
The key issue for anyone visiting a school as part of their work is to ensure that their 
identity is checked on each visit as everyone visiting should carry identity. Any school staff 
who are not provided with this, or are not satisfied with what is provided should contact the 
person’s organisation before allowing them access. 
Every person visiting the school should be recorded in the visitor’s electronic sign in system 
at the Main Reception and will be given a lanyard to wear. All visitors are sign-posted to the 
Main Reception. 
 
Is a DBS disclosure necessary for everyone that visits or works in a school? 
 
It is not necessary to obtain a DBS disclosure for visitors who will only have contact with 
children on an ad hoc or irregular basis for short periods of time, or when secondary 
students undertake voluntary work or work experience in other schools. However, it is good 
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practice to ensure that visitors sign in and out and are escorted while on the premises by a 
member of staff or an appropriately vetted volunteer. 
 
Examples of people who do not need to apply for a DBS disclosure include: 
 

• Visitors who have business with the Headteacher or other staff or have brief contact 
with children with a member of staff present; 

• Visitors or contractors who come on site only to carry out emergency repairs or 
service equipment and who would not be expected to be left unsupervised on 
school premises; 

• Volunteers or parents who only accompany staff and children on one off outings or 
trips that do not involve overnight stays, or only help at specific one off events e.g. a 
sports day, school fete, open day; 

• Secondary students on key stage 4 work experience in other schools, colleges, 
nursery classes; 

•  Secondary students undertaking work in another school or FE college as part of 
voluntary service, citizenship or vocational studies; or key stage 5 or Sixth Form 
pupils in connection with a short career or subject placement. In these cases, the 
school placing the student should ensure he/she is suitable for the placement in 
question; 

• People who are on site before or after school hours and when children are not 
present, e.g. local groups that hire premises for community or leisure activities, 
school cleaners who only come in after children have gone home or before they 
arrive. 

 
CONTRACTORS  
Students should not be allowed in areas where builders are working for health and safety 
reasons and these workers should have no contact with students. However, there will be 
occasions when this will be unavoidable. On these occasions, contractors will be supervised 
at all times. Where possible the school will procure the services of contractors that have 
current DBS certificates. The school will undertake checks to ensure that regular non LA 
contractors are DBS cleared. 

 
Other contractors – staff on site under a contract for service  
For example, catering staff, must be checked by the contractor (Caterlink) in the same way 
as school employees (i.e. including a DBS enclosure) and such requirements form part of the 
contract. The contractor (Caterlink) is also responsible for ensuring the same procedures are 
followed by any sub-contractors. The contractor must provide the school with a list of its 
direct employees and those of any sub contractors at least 10 days before they start work on 
site. 

 
Checks on other public sector staff  
Individuals such as psychologists, nurses, dentist. Centrally employed teachers and other 
public sector staff will have been checked by their employing organisation. It is not 
necessary to see their DBS disclosure as appropriate checks will have been carried out. The 
school will however check identities when an individual arrives to ensure impostors do not 
gain access to children. Such colleagues should wear their identity badge at all times and 
the school visitor lanyard. 

 



St Bede’s Catholic School & Sixth Form College 
Visitors to school policy 

 

5 

 

This information has been shared with the Local Safeguarding Children Board in County 
Durham to ensure that all staff who visit in their professional capacity are aware of the need 
to carry identity and to expect this to be requested on arrival in all schools. 

 
VISITORS PROCEDURES 
 
St. Bede’s Catholic School and Sixth Form College is committed to safeguarding and 
promoting the welfare of children and young people and expects all staff, volunteers, 
contractors and visitors to share this commitment. 
 

• Staff should inform the Office Manager and main office staff of any visitors due into 
school, prior to the visit, in order for pre-visit checks to be undertaken/confirmed. 

 

• Staff, organising a visit, must never assume that someone has DBS clearance. 
 

• The main office will keep a log of all DBS checks which have been carried out for 
visitors, same will be recorded on the central DBS record.   

 

• Once a DBS clearance has been confirmed, then a visitor’s badge can be given. The 
badge will have the visitors name on it and who they are in school to meet. This 
visitor can then be left unaccompanied in school. 

 

• If a DBS clearance is not required, then the visitor must never be left alone in school 
and the responsibility of this lies with the member of staff who has arranged the 
visit to ensure that they are supervised at all times when on site.    

 

• DBS certificates will not be kept in school. A photocopy may be taken in order to 
speed up the risk assessment process, but the details must be transferred onto the 
central record and then the photocopy destroyed. 

Visitors in school 

 

• The entrance to St. Bede’s Catholic School and Sixth Form College is access 
controlled to prevent unauthorised access.  

• Access to the school is restricted during the hours of 9.00am – 3.05pm by the 
security fence. All visitors must report to the main reception to sign in. 

• All visitors will sign the visitors’ electronic system on entering St. Bede’s Catholic 
School and Sixth Form College and wear a visitor’s badge and lanyard at all times. 

• Staff should report any potentially unauthorised visitors to the Headteacher or 
member of the LMT as soon as possible. Staff should not put themselves at risk 
challenging intruders, but should ensure pupils are moved to a place of safety. 

 
ACCESS PROCEDURES 
 
Context and scope 
 
This policy is primarily concerned with visitors from non-statutory groups rather than from 
agencies such as the Careers Service or the Learning Support Service.  This policy is linked to 
our Child Protection Policy. 
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Principles and procedures. 
 
1. The activities of any adult visitors on the school site must comply with the terms of any 

current legalisation that relates to this area of work. 
2. The school retains the ultimate responsibility for students on the school site. External 

groups work in partnership with the school’s staff.  The aim of such activity is to support 
the school in its efforts to help pupils to reach their full social and academic potential.  
Any such activity must be appropriate to the age and needs of the pupils. It must be 
consistent with the stated aims and vision statement of St. Bede’s Catholic School and 
Sixth Form College. It should be seen as an integral part of what the school offers to 
students through the curriculum and through PSHE. 

3. On occasions adults other than staff will have access to students during various activities 
off the school premises such as College visits. On the school site, adults other than staff 
will be in contact with students when assisting with certain activities; visiting speakers 
for example. Such activities can continue to be organised and supervised by staff, as long 
as the necessary checks have been undertaken. 

4. This includes visitors being allowed to tour the site unsupervised by a member of staff 
otherwise it may be necessary to ensure that Police checks have been carried out and 
that those involved are competent and appropriately qualified and experienced. 

5. If access is supervised but to be over a sustained period of time, and/or to deal with 
sensitive issues, a named member of the Extended Leadership and Management Team 
(ELMT) will act as a focal point of communication between the external visitor(s) and the 
school.  This member of the ELMT will be responsible for the co-ordination of access and 
for dealing with any necessary home liaison or referrals to other agencies.  Depending 
on the nature of the activities, parents may need to be notified of the visit(s). For 
example, Health professionals delivering sessions as part of the PSHE programme. The 
nominated member of the ELMT is to ensure that visitors are appropriately briefed 
before they visit the school.  Clarity should be achieved about the nature and purpose of 
the contact with pupils before any such contact is established.  Depending on the nature 
of the activities, visitors may need information on Child Protection procedures and DBS 
clearance.  Depending on the nature of activities, the member of the ELMT may need to 
request a copy of relevant documentation, such as the Complaints Procedure etc. The 
member of ELMT will be responsible for reviewing and evaluating the work of the 
visitors and dealing with any complaints, in consultation with the Headteacher. The 
Headteacher reserves the right to terminate the access previously enjoyed by a 
visitor(s). 

6. Teachers who request specialist input on law and order issues can continue to invite 
members of the Police Force into lessons. 

7. Police officers who request interviews with individual pupils to assist them with Police 
enquiries will be granted access once parental permission has been obtained. The only 
exception to this will be in Child Protection cases when Police and Social Care and Health 
personnel may be granted access by the Headteacher without parental consent being 
sought. 

8. The school will continue to provide students with information on sources of help 
available from appropriate external agencies such as Childline. Such information will be 
available through the school Nurse, displays in the Library, Assemblies and Student 
Support staff.   
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DETAILED ACCESS PROCEDURES 
 
Should you wish to bring someone into school to work with children unsupervised, then 
they must have been cleared by the Director of Academy Services, School Manager or the 
Headteacher.  You are responsible for ensuring they have been cleared.   
 
Visitors – It is not necessary to obtain a DBS Disclosure for visitors who will only have 
contact with children on an ad-hoc or irregular basis for short periods of time.  However, you 
must ensure that all visitors sign-in and out, and are escorted whilst on the premises by a 
member of staff. 
 
People who must be checked: 
 

• All school employees. 

• Supply staff - The school must check that the person that comes to them is the person 
referred by the agency. (The school must confirm with the agency that the appropriate 
checks have been carried out and are satisfactory). 

• Governors. 

• Other public sector staff - As the employing agency will have already checked these, it is 
not necessary to see the DBS Disclosure, however a check of their identity when an 
individual arrives is essential and such staff are to wear their identity badges at all times. 

• PGCE students - ITT provider should ensure they have an Enhanced DBS Disclosure. 

• Extended services - The school is responsible if employing staff to run Extended services. 

• Contractors - who are in school on a regular basis. 

• Invigilators. 

• Volunteers - who are in school on a regular basis. A check is not necessary if a volunteer’s 
role will be a one off, such as accompanying teachers and pupils on a day visit or helping 
at a concert, provided that the person is not to be left alone and unsupervised in charge 
of children. 

• College staff - The school must ensure that it is satisfied that appropriate checks and 
Child Protection procedures are in place for those staff that work with young people 
outside of school, for example 14-16 year olds studying at an FE college as part of their 
KS4 studies. 

• Sports coaches - must have been checked by the organisation for which they are 
employed and confirmation of these checks obtained by the school. 

 
Pre start checks 
 
If the school is employing someone to work (paid or voluntary) then by law, the following 
checks must be carried out: 
 

• Identity check (Use identity checklist) 

• List 99 check (Done as part of the DBS Disclosure) 

• DBS disclosure 

• Checks to confirm qualifications that are a legal requirement for the post 

• Check to confirm the right to work in the UK 
 
With the exception of the DBS Disclosure, the above checks must be completed before a 
person’s appointment. 
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EXPECTATIONS OF CONTRACTORS 
 
As a contractor I am committed to working safely at all times and will: 
 

• Work in a way to minimise the risk to the health and safety of others and ensure that 
the work that I do will not have adverse effects on the premises and environment. 

• Not undertake tasks for which I am not appropriately licensed, qualified, trained or 
skilled. 

• Comply at all times with all work instructions and safety procedures.  

• Appropriate clothing and personal protective equipment must be worn as necessary, 
shirts to be worn at all times.  

• Ensure that any tools I use are fit for purpose and used accordingly and not left 
unaccompanied. 

• Have knowledge of and ensure compliance with all relevant regulations. 

• Report back to the Premises Manager if the conditions of work alter or the nature of my 
job changes. 

• Follow the emergency procedures of the school. 

• Immediately report any injury, loss or incident which occurs as a result of my work. 

• Report any opportunity for safety, health or environment improvements. 

• Not use any school facilities, including toilet and welfare unless agreed at pre-start 
meetings and inducted accordingly.  

• Do not use profane or inappropriate language 

• Sign in/out at Reception & wear a visitors badge at all times, unless alternative 
arrangements have been agreed in advance. 

• Refrain from smoking within the school grounds. 

• Will remain in the area of work and shall not enter any other area without the express 
permission of the Premises Staff. 

• Will make myself familiar with all fire evacuation procedures. 

• If appropriate, view the asbestos register and sign the log before commencing any work. 

• Never be in contact with students without school staff supervision. 

• If a student approaches any contractor for any reason, this must be reported 
immediately to a senior member of staff, ideally the Director of Academy Services or the 
School Manager. 

• Owing to the movement of students, contractors working within the school site during 
the school day are strictly prohibited from moving around the schools’ corridors and 
moving of vehicles during movement times, break and lunchtimes. 
 

I have read and understood the expectations of me while I work at St. Bede’s Catholic 
School & Sixth Form College.  

 
Name:  _____________________________________ 
 
Signature: _____________________________________ 
  
Company: _____________________________________ 
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Notes: 

• The school will not accept any liability for any damage or loss, of the contractors’ tools, 
equipment or vehicles. 

• The school expects all contractors and their sub-contractors to abide by the 
safeguarding protocols of the school. 

• All contractors will abide by the visitors protocol and have appropriate DBS clearance, 
follow the agreed induction procedures.  

• At no time must a contractor /work person be allowed to be unaccompanied with pupils 
unless DBS cleared and/or with a member of school staff. 
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Telephone No: 01207 520424 
Fax No:  01207 521114 
Email  stbedes@stbedes.durham.sch.uk 
Website : www.stbedes.durham.sch.uk 

 

 

 
Safeguarding  

Children 
 

Guidance for adults  
visiting or working  

on school site 

mailto:stbedes@stbedes.durham.sch.uk
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Keeping Safe 
 

Adults visiting or working on our school site play an important part in the life of our school, whether broadening our students’ educational experience, 
visiting as part of the school’s wider community or helping to build or maintain the building. 
We can all play a part in keeping students safe whilst working on or visiting our school site.  This is whether you are directly employed by our school, a 
visitor to the school or working as a contractor or sub-contractor. 
We must also take steps to keep ourselves safe. 
Our actions can sometimes be perceived in a way that was not intended.  We want to promote safe working practices for everyone on our school site, 
whatever your job or reason for visiting. To keep yourself safe please follow this advice. 
 

Don’t:  

- instigate verbal or physical contact with students (this applies both on and off site) unless it is appropriate and a part of an agreed reason for your 

visit; 

- respond to verbal or physical contact from students.  If this occurs, or you have any concerns about student behaviour, then report it immediately 

to someone in the school office or your line manager; 

- give any personal information to any student, for example your name, address, telephone or mobile number or e-mail address; 

- accept or respond to a student attempting to give your personal information, for example their name, address, telephone or mobile number or e-

mail address. 

Our pupils are a credit to the school; however, we would advise that you do not respond to any form of unacceptable behaviour, but report it 
immediately to someone in the school office or your line manager.  

 

Do: 

- observe the Health & Safety procedures for visitors – information available at reception; 

- wear a visitor’s badge at all times – prominently displayed; 

- be aware that verbal interaction with students may be interpreted by them as offensive or as harassment - even if this was not your intention; 

- report any unacceptable behaviour from a student; 

- be aware that contact made outside of our school environment as a result of you coming into contact with a student whilst you are on our school 

site, may have an impact on future visits to our school. 

Please follow the advice in this leaflet. 



St Bede’s Catholic School & Sixth Form College 
Visitors to school policy 

 

12 

 

Reason for the Risk Assessment 

 Volunteer will be working in a classroom 

 Volunteer will be supporting a class on a school trip or visit – may be responsible for a small group 

 Volunteer transports children to events organised by school staff 

 Contractor to do work in school during the school day 

 Other :-  

 

Risk assessment for Name: 

Date of Birth: 

Volunteer Role: 

 

Completed by: 

Position: 

Signed: 

Date :  

Severity (S) on a 1-4 scale with 4 high 

 

Likelihood (L on a 1-4 scale with 4 high 

 

Risk Ratings (SxL) on a l-16 scale with 16 high 

 Step 1 Step 2 Step 3 Risk Ratings 

Specify significant hazards or risks that 
arise 

Identify People 
Potentially at Risk 

What control measures and mitigation will be put in 
place to minimise any Risk  

E.g. 1 x 2 =  2 LOW RISK 

 Volunteer with regular contact working 
with children without significant 
unsupervised contact  e.g. takes children 
for one to one or group work  

Children in Class DBS check required  

 Volunteer will be working in a classroom 
with children, supporting groups and 
individuals under the general guidance and 
full supervision of the class teacher or 
member of staff.  

Children in Class • Volunteer will not be left alone with children, class 
will always have an employee present who has been 
full checked and is cleared to be in regulated 
activity. 

• Supervisor will be reasonable in all the 
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circumstances to ensure the protection of children. 

• Volunteer will abide by volunteers Policy and sign in 
at reception. 

• Volunteer will be assigned a member of staff to 
induct into school. 

• Volunteer will wear visitor lanyard and sign in at 
reception. 

• Accompanies at all times in social periods by 
another member of staff. 

 

 

 Step 1 Step 2 Step 3 Risk Ratings 

Specify significant hazards or risks that 
arise 

Identify People 
Potentially at Risk 

What control measures and mitigation will be put in 
place to minimise any Risk  

E.g. 1 x 2 – 2 LOW RISK 

 Volunteer will be supporting a class on a 
school trip and may be responsible for a 
small group under the general guidance 
and full supervision of the class teacher. 

 

 

Children on trip Volunteer will not be left alone with children.  Overall 
supervision will rest with the Lead teacher on the visit 
or trip. Teacher will take groups to the toilet or 
organise for two adults to take the children. 

 

 Volunteer for a one off event.  Volunteer 
often supports trips and activities and 
takes responsibility for leading a small 
party of children with minimum or no 
supervision. 

 

 

Children on trip DBS check required  
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 Step 1 Step 2 Step 3 

Risk Ratings 

SxL = Risk (Severity x 
likelihood) 

 Volunteer – One off event – not regular- 
transporting a child in a car to a school or 
organised event 

Children in car 
being transported 

Where possible, two adults to be in the car.  Children 
to sit in the back seats of the car.  Parental permission 
required. 

 

 Contractor in school while children are 
present – not a regular contractor, one-off 
event. 

Children in school Contractor without DBS (CRB) clearance will be 
supervised by an employee who has been 
appropriately checked. 

 

 Regular contractor attendance in school 
while children are present and has 
unsupervised access or significant potential 
for being alone with a child or group of 
children.  

Children in school DBS check required  

 Step 4 Action and Time Scale 

Action Needed e.g. is a full DBS check required? Responsible Person Agreed date 

 

 

 

  

 
Agreed by: - 
 
Volunteer (print name): _______________________________  Date:  _______________________________  
 
Line Manager (print name): _______________________________  Date:  _______________________________   
 
Headteacher (signature): _______________________________  Date:   _______________________________  


