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Introduction  

The school has a legal duty of care for the health, safety, security and wellbeing of all students and 

staff.  This duty of care is to safeguard all students from any form of harm, abuse or nuisance.  It 

is the responsibility of the Governing Body, Headteacher and Leadership Team to ensure that this 

duty is carried out at all times.  The school therefore requires that all visitors comply with the 

following policy and procedures.  

This policy should be read in conjunction with the following school policies:  

• Safeguarding Policy  

• Visiting Speakers Policy  

Approved Visitor List  

The school will hold an approved visitor list for visitors who frequently attend the site to undertake 

work within the school. 

To qualify for this list the visitor must be authorised by the Headteacher/ LG and have 

demonstrated, prior to their visit, that the appropriate vetting checks have been carried out.  This 

confirmation must be provided by the visitor’s employer before the date of the visit.  The 

confirmation letter should be on headed paper and provided either in hard copy form or 

electronically from a valid company email address.  The letter will include confirmation that their 

employee/agency worker has been subjected to and complied with safer recruitment checks.  This 

will include and confirm, identity, right to work, references, training, full enhanced DBS check 

including List 99, safeguarding, suitability to be work with students and any other checks 

appropriate to their role.     

Visitors on arrival will need to provide photo identification in the form of either a staff ID card from 

their own company/organisation or other form of photo identification to verify their name and 

identity at reception.   

Supply agencies will provide a vetting sheet confirming all relevant checks including teacher 

sanctions and qualification checks have been carried out for the registered supply teacher being 

sent to the school.  This will also include a photo of the supply teacher on the vetting sheet for 

verification on arrival.   

Schools should not ask for a visitors DBS if their employer/agency has already confirmed their staff 

have appropriate checks in place.  

Types of Visitor this policy applies to  

• Counsellors 

• Educational Psychologists  

• Event Providers (also see the Visiting Speaking Policy)  

• Facilities Contractors 

• Local Authority Advisory Services to Schools 

• Mental Health Professionals  

• One to One Support Workers 

• School Nurse  

• SEND Support Workers  

• Speech & Language Professionals  

• Social Workers  

• Sports Coaches  

• Student/Trainee Teachers 

• Supply Teachers 



• Tutors 

• Youth Workers  

 

Procedures for Staff Organising Visitors 

In the majority of cases most visitors to the school will be planned visitors. Any staff member 

arranging for a visitor to come into school should ensure that they have:  

• Sought permission from a member of the LG for the visit 

• Advised the visitor as to the identification / documentation they will need to produce when 

visiting Politely reminded the visitor to park responsibly, if travelling by car, in order to 

ensure the safety of our children and that there is no inconvenience any the local residents 

• Informed the school office of the pre-arranged visitors to the school, in advance of the visit 

• Entered the visit details onto the school calendar – via an email to Debbie Marshall  

 

Procedures for Visitors  

• All visitors must report to the main reception on arrival 

 

• At reception all visitors should explain the purpose of their visit and state who has invited 

them.  They should be ready to produce formal identification.  All Royal Borough of 

Greenwich staff will show their staff photo ID card, Police Officers will provide their warrant 

Cards and NHS Staff will produce their staff ID card. 

 

• All visitors will be asked to sign in at the electronic Visitor Sign In System at reception, 

which will include a photo being taken.  By signing in the visitor will agree to abide by the 

schools safeguarding protocols which are displayed on the back of your visitors’ badge – 

see appendix A (copy of print out with safeguarding information) 

 

• A visitor’s badge provided by the reception team will need to worn at all times.  The visitor’s 

badge will display the photograph taken at reception.   

 

• Visitors should remain in reception until they are met by an appropriate member of staff to 

collect them. 

 

• All visitors should be accompanied by a member of staff.  Visitors should not be alone with 

students unless it is a legitimate part of their role, for example, Social Worker, Counsellor 

in which case checks prior to arrival will have already been carried out and recorded 

appropriately.  

 

• On departing the school, visitors should leave via reception and sign out via the Visitor 

‘Sign In’ System and return their visitors badge.  

 

Royal Borough of Greenwich (RBG) Staff 

RBG staff who visit schools and who have unsupervised contact with students with have an 

appropriate DBS check conducted by their employing service.   

Agency Workers/Supply Teachers/Tutors  

Prior to appointment, we will request a confirmation ‘vetting sheet’ from the providing agency that 

the member of staff has a DBS enhanced with barred list information check.  Therefore, it is not 



necessary for the visitor to provide evidence of their DBS check before being granted unsupervised 

contact with students.  One arrival the agency staff will be asked to produce photo ID (staff ID 

badge) which will be checked against the information provided.    

Staff from other Agencies e.g. Supply Teachers 

Prior to appointment we will request a written notification/vetting sheet from an agency that the 

member of staff has an enhanced DBS with barred list information check in place along with all 

other statutory vetting checks required.  A photography is usually included within the vetting sheet, 

where this is not the case the agency worker will be required to provide photo ID on arrival so that 

the Cover Manager can verify their identity.   

Contractors  

For building or maintenance contractors’ we will establish a formal agreement regarding access to 

specific areas of the building.  For many building projects physical separation – fencing off of the 

work areas, will provide additional safeguards.  Any DBS checks required should be completed 

before the contractor begins work in school.  All contractors entering the school on a school day 

should have a DBS or will be supervised at all times.  Contractors should sign in and be issued a 

visitors’ badge.  Any contractor who is working in an area of the school where students are present,  

will be accompanied by a member of the facilities management team.   

Student/Trainee Teachers  

The school will be provided with written confirmation that all relevant checks including an enhanced 

DBS with barred list information checks are in place for any student/ trainee teacher who will be 

onsite for their placement.  This confirmation will be provided by the Universities/ Institution placing 

the students on site and will be provided prior to the student/ trainee teacher starting.   

Other outside Agency/Service Provider  

For any other provider who is providing a service or support to the school and where the individual 

would have unsupervised access to students, this will be approved by the Headteacher /LG in the 

first instance.  Once approval has been made a series of checks will take place as listed above in 

the approved visitor list.  This will include confirmation that all appropriate checks have been carried 

out including a full enhanced DBS with barred list information is in place and identity verified at 

reception on arrival.   

Governors  

All governors are DBS checked (enhanced with barred list information) and attend all relevant 

training at the school including Safeguarding & Prevent Training.  All governors are issued with a 

staff ID card and will be required to sign in and out on the staff inventory system.   

Ofsted Inspectors  

Our school policy is to ask Ofsted Inspectors for photographic ID on arrival – Inspector Staff ID 

cards will be acceptable. Names of the inspectors and confirmation that the appropriate checks 

are in place will be provided prior to any visit.   

Concerns related to a Visitor 

Staff and students will be reminded on a regular basis about who they should report concerns to 

or go to for help and advice if they have a concern about a visitor. Any issues regarding the 

suitability of visitors to the should be noted by the Designated Safeguarding Lead and taken to the 

Headteacher.  If the behaviour of a visitor causes safeguarding concerns the DSL should contact 

RBG LADO for advice.  


