
 
 

 

 

 

 

 

 

Supervision of 

Ancillary, Contract 

and ‘Unchecked’ 

Staff Policy 
 

 

 

 

 

 

 

 

 

 

  



 

Page 2 
 

 

1. Purpose and application  

 
The purpose of this policy is to fulfil the School’s statutory responsibility to respect the rights 

of children and to safeguard and promote their welfare. All pupils have an absolute right 

to be educated in a safe and secure environment and to be protected from others who 

may wish to harm, degrade or abuse them.  

 

 

The Objectives of this Policy 

 

The key objectives of this policy are to have in place a clear protocol and 

procedure: for the admittance of external visitors to the school which is 

understood by all staff, governors, visitors and parents/carers; which conforms to 

child protection guidelines; and prevents unsuitable people from working with or 

accessing children and young persons in the school setting. 

We have responsibility for the safety and well-being of all of our pupils anywhere 

on the school site, during normal school hours, during after school activities and on 

school organised (and supervised) off-site activities. This policy applies to: 

• All teaching and non-teaching staff employed by the school 

• All external visitors entering the school site during the school day or for after school 

activities (including peripatetic tutors, sports coaches etc) 

• Governors 

• Parents/carers 

• Volunteers 

• Children 

• Local Authority staff 

• Building & Maintenance Contractors 
 

This policy has been written in line with the National Minimum Standards for Boarding 

Schools NMS Standard 14: Staff Recruitment and Checks on Other Adults. 

 

14.4  All persons visiting boarding accommodation (eg visitors, outside delivery and 

maintenance personnel) are kept under sufficient staff supervision to prevent them 

gaining substantial unsupervised access to boarders or their accommodation. 

 

 

2. Definitions  

 

An authorised visitor is defined as:  

 

• A person employed by the School;  

• A person who is otherwise on the premises for a lawful purpose (e.g. delivering mail, 

collecting refuse),  
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• A person who is invited to attend an event, a class or a meeting on School 

premises providing that person is on the premises for that particular purpose and 

has signed in at Reception in accordance with the School procedures.  

 

3. Policy  

 

The School will ensure that all ancillary, contract and ‘unchecked staff’ are:  

• Directly supervised by a member of the School staff when on School premises.  

• Directly supervised, full time, by a member of staff employed by any external 

provider of services which:  

o Has in place appropriate safeguarding and child protection policies and 

procedures  

o Has instructed its staff on the Schools policies, procedures, instructions and 

guidance, with regard to the provision of services and conduct on the 

School premises.  

 

4. Procedures and Guidance 

 

The School operates a system of signing in and out for both visitors and contractors.  

Visitors are required to report to Reception and are unable to proceed beyond reception 

unless accompanied by a member of staff.  The identity and reasons for the visit will be 

confirmed and a pass issued, which must be worn throughout the duration of the person’s 

stay on the School’s premises.  A record of all visitors is maintained. 

  

• Entrances to the school are clearly posted with signs for visitors to report to 

reception  

• All visitors enter the school building through the main door and report to reception, 

either Senior or Prep 

• Formal visitors representing Ipswich Education, the Local Authority, businesses, 

contractors, outside agencies etc. are required to present formal, photographic 

identification 

• All visitors must state the purpose of their visit and identify who has invited them or 

who they wish to see 

• All visitors are required to sign the Visitors’ Record Book, which is kept in the Main 

Reception and Prep School Reception, at all times 

• All visitors are required to wear an identification badge and ensure it is visible 

throughout the duration of their visit 

• All visitors are given/shown a copy of the Visitor Information Leaflet detailing 

information about safeguarding, emergency evacuations procedures and 

protocol 

• Visitors are escorted to their point of contact OR their point of contact will be asked 

to come to reception to receive the visitor. They will remain accompanied 

throughout their visit and their contact will be responsible for them while they are 

on site 
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• Authorised visitors to the school will not be permitted to have one to one contact 

with students. Visitors without a current DBS check will not be left alone with 

students but will be accompanied by a member of staff at all times 

• Access to the school building is controlled through the locking of doors and a 

magnetic door closure system which is accessible with a passcode, which is 

changed regularly. All magnetic doors release in the event of the fire alarm being 

activated. All employed staff are issued with the up to date passcode. All spare 

keys are kept securely by the Estates Manager 

• Regulations regarding school access will be communicated to the school 

community and reviewed annually 

• Authority to be on school premises does not entitle a person to have access to all 

areas of the school premises 

• A person is not allowed to remain on site if that person has failed to report his or her 

presence in the specified manner 

• A person is not allowed to remain on school premises if, in the judgement of the 

Head, Deputy Head or any other senior person, his or her presence is considered 

detrimental to the safety or well-being of a person/persons on the premises or to 

the security of school property 

 

Upon departure, visitors leave via reception and: 

• Enter their departure time in the Visitors’ Record Book, alongside their arrival entry 

• Return the identification badge to reception and leave via the main door 

 

Boarding House Visitors 

All visitors to Dairy House access the boarding house via the main entrance, which is 

secure: access is only gained by permission from the staff.  Visitors then report to the house 

office and sign in with the visitors’ book. 

 

Visitors to Dairy House may only wait in the reception area, and access to 

accommodation is not permitted (access via security fob only). 

 

Unauthorised/Unknown Visitors to the School 

 

Any visitor to the School site who is not wearing an identity badge is challenged politely to 

enquire who they are and their business on the School site.  He/she should then be 

escorted to reception to sign the visitors’ book and be issued with an identity badge, IF 

their visit is expected or planned.  The above procedures then apply. 

In the event that the visitor refuses to comply, he/she will be asked to leave the site 

immediately and an emergency response call is made if necessary. The Head/Deputy 

Head (or member of the Senior Leadership Team if neither is available) will consider the 

situation and decide if it is necessary to inform the police. 
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If an unknown/uninvited visitor becomes abusive or aggressive, they will be asked to leave 

the site immediately and warned that if they fail to leave the school grounds, police 

assistance will be called for. 

Please see ‘Emergency Response Plan’ for unaccounted for intruders on the school site. 

 

Staff Protocol for Approaching Unauthorised Visitors 

 

When unauthorised visitors are discovered on the school premises, staff should approach 

them in the following manner:-  

 

• Identify yourself  

• Be courteous, calm and positive but firm  

• Ask questions such as “May I help you?” Or “Have you registered with reception?”  

• Staff must not use force when dealing with unauthorised visitors; when force is 

deemed necessary, the Police should be called 

 

Pupils will be made aware by form tutors that all staff and visitors to the school should 

wear a visible identity badge at all times. Students will be communicated to annually 

regarding school access arrangements. Students will be encouraged to make staff aware 

of person/s on site who are not wearing an identity badge in line with the School’s 

safeguarding arrangements.  

 

If students under suspension or expulsion are found on school property or attempt to take 

part in school-related activities, they may be dealt with under the laws of trespass 

 

Governors and Volunteers 

All governors and volunteers are required to have an enhanced DBS. 

New governors are made aware of this policy and are expected to become familiar with 

its procedures as part of their induction. This is the responsibility of the Head and the Chair 

of Governors. 

New volunteers will be asked to comply with this policy by staff they first report to when 

coming into school for an activity or class supporting role. 

 

CPD 

As part of their induction, new staff are made conversant with this policy for visitors and 

asked to ensure compliance with its procedures at all times. 

 

Linked Policies 

This policy should be read in conjunction with other related school policies: including: 
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• Safeguarding and Child Protection Policy 

• Preventing Extremism Policy 

• Visiting Speaker Protocol 

• Confidentiality 

• Healthy and Safety 

• Fire Safety 

• Emergency Response Plan 

 

Monitoring and Evaluation 

The suitability of all visitors invited into school to work with our pupils is assessed at the end 

of their visit and a decision made as to whether they may be asked to visit the school in 

future. 
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