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POLICY FOR VISITORS TO THE SCHOOL 
Including the supervision of ancillary, contract and “unchecked” staff 

 
Policy Statement  
Heathside School provides a safe and secure environment in which students can live and 

learn. External visitors and unchecked staff will not be left unsupervised within the school 

buildings or grounds and will be made fully aware of all relevant policies and procedures in 

force at the time. All reasonable measures will be taken to ensure that the grounds and 

buildings are secure and that access by unauthorised personnel is prevented and deterred.  

 

Procedure for all visitors 
 

1. All visitors are required to enter Heathside Lower, Middle and High School sites 

through the Main entrances, regardless of time of arrival. The Reception is manned 

between the hours of 8.30am – 4.00pm Monday - Friday, except during the school 

holidays. Visitors should only be let on to the school campus if Reception staff are 

comfortable that the visitor is here for legitimate purposes. Staff should be 

completely satisfied before letting visitors in to school.  

2. Visitors to Heathside School should make prior arrangements to visit, so that staff 

are aware of the purpose and details of the visit.  Visitors should sign in on arrival at 

Reception and be issued with a Visitor lanyard.  The receiving party (as appropriate) 

should be informed of visitors’ arrival.  Visitors should be accompanied at all times 

when moving around school.  

3. Staff should be aware of all visitors to the school and to the possibility that young 

people are vulnerable to abuse by visitors or that inappropriate items could be 

handed over to them.  
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4. Staff are therefore required to establish the name and purpose of all visitors to the 

School.  Proof of identity will be requested where visitors are unknown to staff.  

Official I.D. cards must always be checked for visitors from Agencies or Authorities.  

5. All visitors are required to be ‘signed in’ at reception using the Visitors Book/Fire 

Register system. Visitors should complete the register, stating their name, their 

organisation, who they are visiting, their vehicle registration and the date/time. When 

the visit has ended the visitor should sign out in the Visitors Book/Fire Register and 

put in the time of leaving.  Visitor badges and lanyards should be worn at all times 

during the visit and handed back in to the reception when signing out.  

6. Visitors are given a copy of the safeguarding leaflet to read upon entry to the school.  

This contains information about the procedures, code of conduct, e-safety (including 

use of mobile phones) and what to do if visitors have concerns about a child or a 

child makes a disclosure.  It also includes information about fire procedures, 

accidents and illness and background checks. 

7. Regular contractors at the school who fall under the definition of regulated activity 

may have already have relevant safeguarding checks in place and are able to walk 

around the campus unsupervised. These visitors are clearly identified in the schools 

approved visitors record and may be issued with a green visitors lanyard once 

signed in. These visitors must sign into and out of the school as normal. 

8. Any ‘unchecked’ staff, for example repair or maintenance contractors and ancillary 

staff will be supervised and not left alone with children.  They should be given clear 

instruction as what to do if an unsupervised child or children enters the area where 

they are working.  They must also be told about the importance of ensuring the 

security of any tools, equipment or substances they are using.  They must also be 

informed what to do in the event of a fire alarm. (See Appendix A)  

9. Occasionally the school will require supply staff who will cover in the main part of 

school or residential provision. Staff will only be selected based on their references 

and full DBS check. Any new supply staff will be provided with a briefing session by 

our Deputy Head, Headteacher, Head of Boarding or Principal. 

10. The Headteacher may refuse entry to, or instruct to leave, any visitor who does not 

have a statutory right to be on the premises and whose presence is considered 

unreasonable, unnecessary and/or disruptive. 

 
 
Inappropriate Conduct 
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If a person arrives at the School apparently under the influence of alcohol or substances, or 

displaying threatening or potentially disruptive behavior, staff should deny admission.  The 

Deputy Head, Headteacher, Head of Boarding or Principal should be contacted as soon as 

practicable.  The Police should be informed if the situation becomes threatening. In these 

circumstances the matter must be referred to a member of the Senior Leadership Team. 

 

If any inappropriate behaviour is reported this should be given to the Headteacher or 

member of SLT, this will be dealt with using the appropriate measures to ensure that all 

pupils are kept safe. 

 

If a young person is affected, their parent/carer (and Social Worker if appropriate) should 

also be informed at the earliest opportunity. The same principles apply if a visitor becomes 

abusive, disruptive or threatening whilst on the premises. 

 

Site Security 
All external entrances to the buildings are secured with electronic locks. The residential 

accommodation is also secured with electronic locks. CCTV is in operation externally and in 

some internal corridors of the school. The caretaker is responsible for checking the condition 

of the site boundaries and buildings daily, reporting any concerns to the Facilities Manager 

immediately and taking remedial action where possible.  It is the responsibility of the Head of 

Boarding or designated boarding member of staff on duty to ensure that the site and 

buildings are secure during boarding hours and out of school time, paying particular attention 

to security at “lights out”. Any intruders must be reported to the police and all breaches of 

security must be reported to the Principal immediately on her emergency contact number.  
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Appendix A – Contractors and ancillary staff safety rules (to be read by all)  
Heathside School operates the highest standards of behaviour in school, therefore when you are 
working at the School it is important that you follow our procedures and guidelines.  

 

● After signing in at the School Office please wait for whomever you are scheduled to meet, to 

come and pick you up, and take you to where you will be working.  

● Please ensure that your Visitor’s Badge is clearly displayed at all times. 

● Please do not take offence if you are challenged by a member of staff who does not know 

you. You should always be accompanied by a member of staff when you are on the premises.  

● The Fire Alarm is a long, continuous siren.  In the event of a fire alarm, please evacuate the 
building as quickly and quietly as you can, by following the green fire exit signs and go to the 

Assembly Area in front of the school’s main entrance.  

● Please do not attempt to cap or otherwise disable any part of our fire detection system. If it is 

unavoidable, please discuss the matter with the School Caretaker so that any such 

arrangement can be removed once works that could set off the detector have been 

completed.  

● If a child/young person approaches you whilst you are working in the school, please do not 

get in to a long conversation.  
● It is important that the tools, equipment or substances you may be using are supervised by 

you during their use and are kept safe and locked away when you no longer need them.  Also 

ensure all vehicles are locked securely.  

● Smoking, consuming alcohol, drugs, intoxicants or other illegal substances on the premises is 

expressly forbidden.  

● Heathside School has an Asbestos Survey which has been provided to you with this form.  

You must refer to this prior to commencing work and satisfy yourself that you are working in a 
clear area.  

 

I have read, understood and will comply with these instructions. 
 

Company Name: ....................................................................................................  

Signature: ....................................................................................................  

Print: .................................................................................................... 

Designated Person from Heathside School: .......................................................  
Date:  ...................................................  

 

HEATHSIDE SCHOOL IS A NON-SMOKING SITE. 


