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Visitors Policy 
 

Recruitment and Selection Policy Statement 
All Saints’ Catholic Primary School is committed to safeguarding and promoting the 
welfare of children and young people and expects all staff and volunteers to share 

this commitment. 

 
 
 
 



Lanchester All Saints’ Catholic Primary School  

 

Our School Policy for Visitors Procedures 
 

 
All Saints’ Catholic School is committed to safeguarding and promoting the welfare of children and 
young people and expects all staff, volunteers, contractors and visitors to share this commitment. 
 

 Staff should inform the main office or Head Teacher of any visitors due into school, prior to 
the visit, in order for pre-visit checks to be undertaken/confirmed.  

 

 Staff organising a visit must never assume that someone has DBS clearance. 
 

 The Head Teacher will keep a log of all DBS checks which have been carried out for 
visitors; these will be recorded on the Single Central Record.  This will be in hard copy 
format and stored securely within the Headteacher’s Office. 

 

 Once DBS clearance has been confirmed, then a visitors badge can be given, which 
should have the visitors name on.  This visitor can then be left unaccompanied in school. 

 

 If DBS clearance is not required, then the visitor must never be left alone in school and 
the responsibility of this lies with the member of staff who has arranged the visit.    

 

 DBS certificates will not be kept in school. A photocopy may be taken in order to speed up 
the risk assessment process, but the details must be transferred onto the central record 
and then the photocopy destroyed. 

 

Visitors in school 

 

 The entrance to All Saints’ Catholic School is access controlled to prevent 
unauthorised access.  

 All visitors sign the visitors’ book on entering All Saints’ Catholic School and wear a 
visitor’s badge at all times. 

 Staff should report any potentially unauthorised visitors to the Head Teacher or 
Designated Person as soon as possible. Staff should not put themselves at risk 
challenging intruders, but should ensure pupils are moved to a place of safety. 

 
 
This policy was reviewed November 2017. It will be reviewed annually or earlier if necessary. 
 


