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Visitor protocol

The Safeguarding and welfare of children is our key priority at King Edward VI School. We ensure that any adult
visiting the school, regardless to their role, is safe to do so and poses no risk to the school or to the child/children
they are going to be working with. A copy of the school Safeguarding and Child Protection Policy is available in Main
Reception or on the school website.

Visitors are defined as all people other than staff members, governors, or parents/carers involved in the delivering or
collecting of their children. Visitors therefore can be anyone from an adult helper, member of the Local Authority,
Ofsted/DfE Inspector, member of the community, supply teacher, staff members from other schools,
contractor/sub-contractor, guest speaker, member of an outside agency, Educational Psychologist, school nurse etc.

Procedures and Protocol

All visitors must enter school via Kingshill road and immediately report to reception upon arrival. Our reception team
will then carry out the following procedures before the visitor will be allowed to enter the building.

Scenario 1
If the visitor is from
an agency that is
classed as regulated
activity they will have
an existing DBS.
This includes: social
care / health / police
/ Staffordshire
County Council staff /
Ofsted.
They will be asked to
present their Photo
ID. The visitor will
then be issued with a
yellow visitor
lanyard. (This will
indicate to staff that
this visitor can be left
unsupervised on the
school site).
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Scenario 2
If the visitor
regularly attends
school as a
volunteer they will
have received a
DSB check and
should be included
on the Single
Central record.
(Please confirm this
with Vanessa
Jetson). They will
then be issued with
a yellow visitor
lanyard. (This will
indicate to staff
that this visitor can
be left
unsupervised on
the school site).

|

Scenario 3
If this visitor does
not fit into category
1 or 2 reception
staff will confirm
that they have a
relevant DBS check.
Once the check is
completed the
visitor can be
issued with a
yellow visitor
lanyard. (This will
indicate to staff
that this visitor can
be left
unsupervised on
the school site). If
a DBS check is not
complete please
see scenario 4
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Scenario 4
If the visitor does not
work for the recognised
partners outlined in box
1 or does not have an ID
badge, they will be
issued with a red visitor
lanyard. (This
will indicate to staff that
this visitor cannot be left
unsupervised on the
school site). They will be
collected by a member
of KES staff and must be
accompanied by a
named member of staff
for the duration of the
visit during the hours
school is open
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The visitor will then sign into school using the electronic Inventry screen in Reception. By signing in as a
visitor they are agreeing to our safeguarding and visitor protocols. Visitors who do not attend the site
regularly will be issued with the visitor information booklet. The visitor will either be taken to their point of
contact or asked to wait in reception until the point of contact comes to collect them.

On exiting the premises the visitor must sign out using the Inventry screen in Reception and return the
lanyard and identification badge




Please see the following information from KCSIE 2023

e  Where schools and colleges use contractors to provide services, they should set out their safeguarding
requirements in the contract between the organisation and the school or college

e Schools and colleges should ensure that any contractor, or any employee of the contractor, who is to work at
the school or college, has been subject to the appropriate level of DBS check. Contractors engaging in
regulated activity relating to children will require an enhanced DBS check (including children’s barred list
information)

e For all other contractors who are not engaging in regulated activity relating to children, but whose work
provides them with an opportunity for regular contact with children, an enhanced DBS check (not including
children’s barred list information) will be required. In considering whether the contact is regular, it is
irrelevant whether the contractor works on a single site or across several sites. In cases where the contractor
does not have opportunity for regular contact with children, schools and colleges should decide on whether
a basic DBS disclosure would be appropriate.

e Under no circumstances should a contractor on whom no checks have been obtained be allowed to work
unsupervised or engage in regulated activity relating to children. Schools and colleges are responsible for
determining the appropriate level of supervision depending on the circumstances.

e If anindividual working at a school or college is self-employed, the school or college should consider
obtaining the DBS check, as self-employed people are not able to make an application directly to the DBS on
their own account.

e Schools and colleges should always check the identity of contractors on arrival at the school or college.



