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In normal circumstances we welcome visitors to our school but due to the Covid-19 pandemic some 

limitations to visits have had to be put in place to minimise the risk of the virus transmitting within 

our community.  

At all times, for safeguarding reasons, the site must be kept secure and certain protocols must be 

followed by visitors and staff receiving visitors to ensure we keep our students safe.  

The procedure for visitors to our school in normal times is set out below. These processes continue 

to be applied however additional guidance has been added as an addendum due to the current 

circumstances. This will remain in place as long as there are general restrictions in society due to 

Covid-19. 

General arrangements for visitors 

• All visitors to school should have prior appointments with members of staff to enable the 

smooth running of the organisation.  

• Anyone without an appointment should expect not to be seen by staff except in the case of 

an emergency where a member of senior staff on duty will attempt to meet the visitor as 

promptly as possible.  

• Unauthorised visitors will be asked to leave site by a member of the Senior Leadership Team. 

Failure to leave as requested may result in the police being called.  

Selston High School has two entrances to the school: the main entrance on Chapel Road and a back 

entrance for student use only on Mansfield Road.  

• All visitors must be directed to the Chapel Road entrance and told to sign in and out at 

reception at the start and end of every visit.  

• Visitors who arrive outside of reception opening hours are directed by signs to wait by the 

reception door to be met by relevant staff.  

The site is secured by gates which are unlocked before the school day starts and at the end of the 

school day. There is also a public footpath which runs alongside the school. Signs are displayed in 

prominent locations to ensure visitors report to reception but it is also important that all staff are 

vigilant in politely challenging any unsupervised visitors or members of the public who are seen on 

the school site and escorting them to reception. 

• All visitors will have to sign in at reception in the Visitors’ Book. For large groups a separate 

register specific to the event may be used. 

• Visitors to the school should also be prepared to produce some form of photographic 

identification on arrival at the site.  

• Anyone who is working with young people will also be asked to bring their DBS certificate 

and other relevant evidence of their suitability to work with young people.  

• Visitors from organisations such as Nottinghamshire County Council, Social Services, Ofsted 

or the NHS will only need to produce their official id badge as safeguarding arrangements 

are in place for staff of these organisations who regularly work in school.  

• On departing the school, visitors should leave via reception, sign out of the building, return 

their visitor badge and be seen to leave the premises. School reception staff should check 

the ‘in – out’ records regularly to monitor compliance with these procedures. 

• Visitors should be prepared to evacuate together with the member of staff they are visiting 

in the event of a fire alarm and will be escorted to the tennis courts to be registered 



• Visitors should follow the guidance of the nearest member of staff should the Lock Down 

Procedure be activated. 

On signing in visitors will be given a visitors badge with one of two coloured lanyards. This must be 

worn at all times and displayed prominently: 

• Red – this is for visitors e.g. parents who no DBS certificate is needed and who must remain 

supervised at all times on school site. 

• Green – this is for visitors who are DBS cleared and who have provided the school with proof 

of this e.g. peripatetic music teachers. These visitors do not need to be supervised. 

• Blue lanyards with id badges are worn by school staff.  

Any visitor without a lanyard or with a red lanyard should expect to be challenged by school staff 

and escorted back to reception to sign in. If visitors find that they are left alone with children they 

should report this to reception or the nearest member of staff. On leaving the school visitors must 

sign out and return their lanyard.  

On arrival at school visitors will be provided with a summary of key Safeguarding Information to 

make them aware of important safeguarding protocols and key members of staff. They will also be 

given information about fire evacuation and a code of conduct for behaviour on site.  

Pre-arranged visits 

Professionals coming in for pre-arranged visits for the school should have their names supplied to 

reception prior to the meeting so their identity can be checked using photographic id. If these 

visitors are from approved organisations for whom general safeguarding checks have already been 

completed they will only need to show id and not the DBS. Other visitors must be asked by the 

member of staff arranging the visit to supply a copy of their up to date DBS on or prior to the visit 

and to come on the with photographic id. 

We welcome visitors to come and work with our young people in assemblies, as guest speakers in 

lessons and for events such as Drop Down Days. On these occasions a member of school staff will 

always remain with the students and the visitors to ensure our behaviour policy is followed and to 

support both students and visitor with the event. 

When outside agencies wish to speak to students in school we will always seek permission from their 

parent/carer prior to the meeting. If needed, a member of school staff will remain with the student 

as an advocate. If, in exceptional circumstances, the meeting is held in private between the student 

and the visitor (who has passed all relevant safeguarding checks) the meeting will take place in the 

vicinity of Selston High School staff so support can be provided if needed.  

VIP Visits 

An invitation to a VIP should be made in advance with sufficient time to enable appropriate planning 

for a safe and successful visit recognising how the visit will be hosted and importantly who will be 

escorting and supervising the visitor at all times. In general terms VIPs should be treated in a very 

similar way to any other visitor but a degree of common sense should prevail eg it is unlikely that the 

Queen or another senior member of the Royal Family would be expected to show or wear ID. 

Members of their entourage though should be expected to follow normal procedures. 

Regular Visitors or volunteers 



Any person regularly visiting the school to work with students in regulated work must have a DBS 

check and a barred list check where relevant. This can be supplied by them as a private individual or 

arranged by the school. Contractors should have a DBS or an enhanced DBS check depending on 

their contact with young people. Advice should be sought from the DSL on a case by case basis. 

Trainee Teachers will either be covered by the organisation they are training with who will provide a 

letter evidencing their enhanced DBS status or will organise this through the school. 

Visitors from organisations such as Nottinghamshire County Council or the NHS will be covered by an 

agreement with the school provided a letter is held on file meeting the requirements below: 

‘Schools and colleges must obtain written notification from any agency, or third party organisation 

they use that the organisation has carried out the checks (in respect of the enhanced DBS certificate 

that written notification has been received that confirms the certificate has been obtained by either 

the employment business or another such business), on an individual who will be working at the 

school or college that the school or college would otherwise perform. Where the position requires a 

barred list check this must be obtained, by the agency or third-party prior to appointing that 

individual. The school must also check that the person presenting themselves for work is the same 

person on whom the checks have been made.’ 

The list for those covered by enough is held by the Headteacher’s PA alongside the Single Central 

Record. 

Parents and members of the community at School Events 

The school does not have the power to request a DBS check for visitors attending events such as 

concerts etc therefore visitors will be supervised through SLT presence and high staff visibility. 

Opportunities for visitors to come into direct contact with students in these circumstances will be 

kept to an absolute minimum and the DSL will consider the safeguarding implications of each event 

on a case by case basis. 

Visitor Expectations 

• All visitors should conduct themselves in a manner appropriate to a school site and 

therefore we will not tolerate inappropriate language, people who are under the influence 

of drugs or alcohol or any aggressive or otherwise unsuitable behaviour. 

• Visitors who do not comply with the school’s expectations may have their right to visit the 

school withdrawn by the Headteacher formally for a fixed period of time. This information 

will be communicated in written form.  

• Unwanted visitors or those conducting themselves in an inappropriate manner will be asked 

politely to leave and if necessary the police called. 

• Selston High School is a no smoking site. No smoking or vaping is permitted on premises by 

staff, students or visitors. 

Governors will be treated in the same way as other visitors to the school. 

Students will be educated about visitor safety and who they should report any concerns to as part of 

their wider safeguarding education. 

The school has separate procedures in place for malicious intruders e.g. through the Lockdown 

Procedure. 

Concerns about visitors 



Any concern about a visitor should be raised with any member of school staff in the first instance. 

Concerns will be dealt with by the Headteacher together with the DSL. 

Visitors during the Covid-19 Pandemic 

As a result of the pandemic we need to minimise the number of visitors to the school and will only 

allow essential visits to take place. Parents/carers and professionals who wish to meet with school 

staff will be invited to use technology e.g. Microsoft Teams to replace face to face meetings. 

Where it is deemed that a face to face meeting is essential visitors must follow the following 

protocols: 

• To park off school site and come to the Visitor’s Pedestrian entrance opposite the dining hall 

and ring the receptionist 

• Visitors may have to wait outside until reception is clear for them to sign in for their meeting 

• On arrival onto site visitors must wash or sanitise their hands using the sanitiser provided for 

30 seconds 

• Visitors will sign in themselves under supervision of the receptionist and be provided with 

safeguarding information and a lanyard, these lanyards will not be re-used for 72 hours 

•  Visitors will either be asked to scan the NHS track and trace QR code or provide us with 

their details for contact tracing purposes. This information will be kept for 21 days and then 

destroyed 

• Visitors will be met in reception by the relevant member of staff and escorted to the room 

where they will meet. Visitors should expect to follow the one way system and to wait for 

groups of students to move about the building so as not to come into contact with any of 

the bubbles 

• Meetings will be held in well-ventilated rooms with windows and doors kept open. The 

people in the meeting must ensure they maintain social distancing and sit with a two metre 

distance between those not from the same household bubble 

• The length of the meeting should be kept to a minimum and no refreshments will be offered 

• Visitors will be escorted back to reception to sign out and escorted off site 

• Visitors who engage in behaviour likely to lead to transmission of the virus e.g. shouting, 

making physical contact will be asked to leave 

• Handshakes will not be offered or accepted during visits 

• If there is a local lockdown or should the Senior Leadership Team of the school decide it is 

appropriate to wear masks in communal areas then visitors will also be expected to wear 

face masks whilst moving around the school 

• Visitors must only use the visitor toilet in the school reception 


