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JOHN SPENDLUFFE TECHNOLGY COLLEGE
VISITORS’ POLICY

1. Introduction

It is the intention of John Spendluffe Technology College that every 
visitor is treated with courtesy and respect, made to feel welcome whilst on the 
premises and protected from potential health and safety hazards.  It is also the college’s 
intent that every student is kept safe from harm.  This policy is designed to value all 
visitors whilst simultaneously safe-guarding students. 

This guidance is intended to help schools manage visitors in a way that ensures the safety of children and adults on the school site. The responsibility for this lies with the Headteacher, Senior Leadership Team and the Governing Body.

2. Guidance & Responsibilities

The Headteacher and Chair of Governors are responsible for implementing this guidance and managing visitors to the school. The day to day arrangements need to be understood by all staff. All staff have a responsibility to ensure that visitors to the school are properly welcomed and managed safely within school. All staff should be made aware of this guidance and that it applies to all visitors equally.

3. Types of Visitor

College visitors are usually comprised of the following individuals: 

· Those who have business with the Headteacher or other staff, who have brief contact with students with others present throughout
· Professionals from public bodies who visit the school to discharge their duties 
and/or assist its staff and students. Local Authority Advisers, Welfare 
Officers, Counsellors and specialist instructors fall within this category. As do 
school nurses employed by the Health Authority.  (Majority will have their own work ID badge and a JSTC badge.)
· Contractors who come on site irregularly to carry out emergency repairs, 
service equipment or perform routine maintenance work.  The vast majority of 
such duties will be arranged for school holiday periods
· Parents of students who are visiting staff in connection with their children.
Most will be on site at the express invitation of a staff member
· Volunteers who are in school in order to observe lessons or generally see how 
a school functions, with a view to pursuing a future career in education.  Such 
visitors are deemed to be the responsibility of a designated member of staff 
throughout the duration of their time on the premises.

Visits should be planned to ensure they run smoothly taking into account the need to safeguard children, the reputation of the school and the visitor. Where appropriate, risk assessments should be undertaken. Where possible the Headteacher/senior leadership team and appropriate persons(s) should be aware of visits in advance.



4. Procedures for ALL Visitors

· Wherever possible, visits to schools should be pre-arranged.
· All visitors must report to reception first and not enter the school via any other entrance. If a visitor inadvertently arrives via another entrance, they should be escorted by a member of staff to the reception area.
· At reception, all visitors should explain the purpose of their visit and who has invited them. They should be ready to produce formal identification which shows a photograph, such as a photocard driving licence 
· JSTC requires an Enhanced DBS clearance. Where a lesser level of clearance is presented, the visitor will be considered unvetted and will require supervision throughout their visit 
· All visitors will be asked to sign the visitors’ electronic recording system which includes a photograph of the visitor being taken.
· If the visitor is part of a large group of visitors a separate register may be utilised.
· A visitor’s badge should be worn and displayed prominently.
· Visitors should wait in the reception area until they are met by an appropriate member of staff to be escorted to their destination.
· All visitors should be accompanied by a member of staff. Visitors should not be alone with pupils/children unless this is a legitimate part of their role for example a social worker seeing a child and the school has assured itself that the visitor has had the appropriate Enhanced DBS check, this will be recorded on the school’s Single Central Record.
· If visitors find they are alone with pupils/children they should report to a member of staff or  reception.
· On departing the school, visitors should leave via reception, sign out of the building, return their badge and be seen to leave the premises. School reception staff will check the ‘in/out’ records regularly to monitor compliance with these procedures.
· If a regular visitor to the school does not have DBS clearance, this will be referred to the Headteacher for approval. If the visitor is allowed on to the premises, it will be made clear to this individual that they must be accompanied by a member of staff at all times and they must not have unsupervised activity with students. 

It is the responsibility of ALL employees to verbally and respectfully challenge 
any individual on the school premises who is not wearing a Visitors’ Pass. 

5. Unknown, Univited or Malicious Visitors

Any visitor to the school site who is not wearing an identity badge should be challenged politely by staff and escorted to reception to sign the visitor’s electronic system and be issued with an identity badge.
Failure to comply should result in them being asked to leave the site and the Head teacher or other senior person informed. In extreme circumstances or if the person refuses to leave the Lockdown procedure should be enacted and the Police called. Further details of JSTC Lockdown procedure and Critical Incident Management are available as separate policies.




6. Staff from other agencies (eg, Supply Teachers)

Prior to appointment, we will request ‘written notification’ from an agency that they have carried out the same checks as the school would otherwise perform on an individual that will be working at the school and that the certificate has been obtained by either the employment business or another such business.  If the DBS certificate has disclosed any information, the school must receive a copy of the certificate from the agency.  

Additionally, where the position requires a children’s barred list check, this must be obtained by the agency by obtaining an enhanced DBS certificate with children’s barred list information.  

 On arrival, the agency staff will be asked to produce photo ID which will be checked against the information provided. The school will record the required checks in accordance with Single Central Record requirements.

 7. Contractors

For building or maintenance contractors JSTC will set out safeguarding requirements in the contract.
JSTC to request that any contractor, or any employee of the contractor, who is to work at the school, has been subject to the appropriate level of DBS check.  Contractors engaged in regulated activity relating to children will require an enhanced DBS check (including children’s barred list information). For contractors not engaged in regulated activity relating to children, but whose work provides them with an opportunity for regular activity with children, an enhanced DBS check (not including children’s barred list information) will be required. 
JSTC will check the identity of contractors on arrival.
JSTC will also 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.
JSTC will expect the contractor/company to complete any DBS checks before the contractor works at JSTC and supply evidence of this to the school 
Contractors should sign in and be issued with a visitors’ badge. If the contractor is working in an area of the school where students are present, they will be accompanied by the Site Manager, or another member of staff. Further information on Contractor management is available in the Contractor Code of Conduct Policy.
(KCSIE 2026 Contractor Section – page 96/97)


8. Trainee Teachers

As with other visitors who have been checked by an external organisation, the school will receive written notification that appropriate checks have been made. 


9. Governors

Governors should follow the same procedures as other visitors when coming in to school. If they are to have unsupervised contact with children, they will require the appropriate DBS checks.


10. Parents and Relatives

Keeping Children Safe in Education (2026) says that schools do not have the power to request DBS checks and barred list checks, or ask to see DBS certificates, for visitors such as children’s relatives or other visitors attending, for example, a sports day. In these circumstances Headteachers should use their professional judgment about the need to escort or supervise visitors.


11. Ofsted

Our policy is to ask Ofsted staff for photographic ID on arrival and they will follow the usual signing  in procedures. However, we do acknowledge that Ofsted staff who would visit a school have been through a DBS ‘Enhanced with barred list information’ check. 

12. Raising awareness of Visitor safety with children

Staff and students will be reminded on a regular basis that they should remain with a staff member and not wander off/leave an area which is not supervised by a member of staff.


13. 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 concerns about a visitor. This would be any teacher in the first  instance, who should then report the concerns to the designated person for safeguarding.

Any issues regarding the suitability of visitors to the school should be noted by the designated person for safeguarding and promptly brought to the attention of the Headteacher. If the behavior of    a visitor causes safeguarding concerns the designated person for safeguarding should contact the designated local authority safeguarding point of contact.













POLICY DOCUMENTS

The following policy document was presented to the Governing Body of John Spendluffe Technology College and approved and adopted by them on the date stated.
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