
​ Vetting of Visitors Policy LAS037​  

 
 
 

Vetting of Visitors 
Policy  

 
Little Acorns School 

 

 
 
 
 
 

Approved by: The Advisory Board Date:  January 2025 

Last reviewed on: September 2026 

Next review due by: September 2027 

 



​ Vetting of Visitors Policy LAS037​  

 

 

Guidance and Responsibilities  
 
The Headteacher, Alison Neal is responsible for implementing this guidance and managing 
visitors to the school. In he absence, Rachel Simpson, School Business Manager, is 
responsible for implementing this policy.  
 
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, including VIPs. It should be included within the establishment’s whole 
school child protection policy and referenced in the school’s health and safety policy and 
access policy. 
 
Types of visitor  
There are a number of different types of legitimate visitors to a school.  
• Visitors who attend the school in connection with children and who have a professional 
role, i.e social workers, educational psychologists, SEND officers, targeted support workers 
or health-related professionals.  
• Visitors attending to work with children in roles such as sports coaches and therapists. 
• Visitors who attend the school in connection with the building, grounds or equipment i.e. 
builders, contractors, maintenance staff or IT workers  
• Other legitimate visitors, i.e parents, social workers, school governors, 
 
Procedures for ALL visitors  
• Wherever possible, visits to schools should be pre-arranged. 
• All visitors must ring the bell at the reception and wait to be let it. They will then be guided 
to the reception window to sign in.  
 • At sign-in, all visitors should explain the purpose of their visit and who has invited them. 
They should be ready to produce formal identification.  
• All visitors will be asked to sign into the Inventory electronic tablet, and read the 
Safeguarding notification on screen. 
• A visitor’s badge should be worn and displayed prominently on the red visitors lanyard 
work around the neck of each visitor.   
• 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 
DBS check (or the visitor’s employers have confirmed that their staff have appropriate 
checks).  
• If visitors find they are alone with pupils/children they should report to a member of staff 
or reception. This should be explained to visitors. 
• On departing the school, visitors should leave via the reception, sign out of the building, 
return their visitor badge and be seen to leave the premises.  
 
Raising awareness of visitor safety with children  
Pupils should 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. They 
should also be reminded of any other relevant actions identified by a risk assessment 
relating to the visit. 
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Concerns related to a visitor  
Pupils, staff and parents should be made aware of 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 (Rebecca Marshall, Alison Neal, Ruth Palmer, Tegan McGill-McGowan).  Any 
issues regarding the suitability of visitors to the school should be noted by the designated 
person for safeguarding and the necessary action taken. 
 
 
Unknown, uninvited or malicious visitors to the school  
Any visitor to the school site who is not wearing an identity badge should be challenged 
politely by staff and escorted to the office to sign the visitor’s book and be issued with an 
identity badge. Failure to comply should result in them being asked to leave the site and 
the Head teacher informed. In extreme circumstances or if the person refuses to leave, the 
police could be called. Schools’ Emergency Plans should include arrangements for 
responding to ‘intruders’ and ‘lockdown arrangements’ in the event of a ‘malicious visitor.’  
 
Monitoring and Evaluation  
Like all safeguarding policies schools should monitor and evaluate its implementation and 
effectiveness on a regular basis.  
 
Linked policies  
This guidance should be read in conjunction with other related school policies:  
• Whole School Child Protection Policy  
•  Safer Recruitment Guidance  
• staff behaviour policy  
• Healthy and Safety Policy  
• Whistle Blowing Policy 


