
 

 
Version no: 2.1; Date reviewed: Michaelmas term 2023 Date approved: H & S 11.09.23; C & R 10.10.23 Date next review 

due: Michaelmas term 2024 

  | Page 1 

 
 
Woodbridge School Visitors and 

Strangers on site Policy (including 

Supervision of Ancillary, contract and 

“unchecked” Staff) 

(Whole School including Prep, Pre-Prep 

and EYFS) 

 

 

 

 

Version Number: V 2.1 

Applies to: Whole School  

Author (s): Operations Bursar   

Review Frequency: Annual 

Policy category (1, 2, 3, 4): 2 

Last reviewed: Michaelmas 2023 

Next review due by: Michaelmas 2024 

Approved on (date): H & S Comm 11.09.23; C & R  10.10.23 

Committee (s) Responsible: H & S; Compliance and Risk 

References (including legal and others 

eg ISBA). 

ISBA model policy, DfE School Security Guidance 

ISI Reg: NMS19; NMS20 & NMS 2.7 

Other related policies and 

documents: 

Risk Assessment Policy, Recruitment Selection 

and Disclosure Policy, Security Policy, 

Safeguarding (including Child Protection and 

EYFS) Policy, Supervision of Pupils Policy, 

Health & Safety Policy 



  

 
Version no: 2.1; Date reviewed: Michaelmas term 2023 Date approved: H & S 11.09.23; C & R 10.10.23 Date next review 

due: Michaelmas term 2024 

  

 | Page 2 

Contents  

1. Introduction          2 

2. Policy Statement         2 

3. Policy           2 

4. Visitors to School Accommodation       4 

5. Compliance and Monitoring Arrangements      6 

1. Introduction 

This policy applies to the whole School including Prep, Pre-Prep and Early Years Foundation 

Stage (EYFS).  This policy also covers the supervision of ancillary, contract and unchecked 

staff. 

2. Policy statement  

Woodbridge School is committed to safeguarding the welfare of children and young people 

and expects all visitors to the School to share this commitment. 

This policy aims to ensure that all visitors to the School sites are accounted for, managed and 

recorded correctly to ensure the safety of all pupils, staff and visitors at all times. 

3. Policy 

Site Specific 

3.1 The Prep School maintains a broadly closed site policy during the school day.  Visitors 

are to report to Reception where they will sign in and be given the appropriately coloured 

lanyard to wear at all times. 

Apart from arrival and departure times, the School gates should be locked for the security 

of the School site. On occasions when sports fixtures are being played, the Cumberland 

Street gates will be opened to allow access for visiting teams and visiting parents. If 

members of staff see gates open and unlocked at inappropriate times, they should then 

remedy the situation immediately. At the start of breaks duty members of staff must check 

the gates are locked and the site is secure. 

Parents and visitors are to sign in on the signing in sheet at formal events within the school 

building which take place before 3.50pm. 

3.2 Woodbridge School senior site maintains an open site policy.  Signage directs all 

visitors during the working School day to report to Reception where they will be signed in 

via the InVentry system and have a printed visitor badge to always keep visible on their 

person.  Visitors will also be required to wear the appropriately coloured lanyard. 

A key priority of the current school strategy is to continuously look to improve the security 

of the senior site.   

3.3 School House (Boarding).  Boarders must never let anyone into School House who 

is not either a pupil of the School, staff, or someone for whom they have been given explicit 

prior permission from the Head of Boarding or Duty Staff.  For example: delivery personnel 
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must be met at the door and told to wait outside for the duty member of staff; likewise 

guests who say they are there to meet another pupil must also be told to wait outside. 

Boarders who come across adults on the site whom they do not recognise as members of 

the School community, and about whom they are concerned are not attending a 

performance or event on the School grounds, should return as soon as possible to School 

House and report the details to the Duty member of staff.  They should not challenge the 

individual themselves.   

Only those staff employed and fully vetted by the School and known to the Head of 

Boarding to be a part of the House team (such as tutors, cleaners, matrons etc) are 

permitted entry into School House under conditions where they may for any time be 

unsupervised by the Head of Boarding or their representative. 

Any ancillary, contract or unchecked staff will have had to have signed into the main School 

reception in compliance with visitor policies and will therefore have a visitor badge and 

lanyard on arrival at School House.  Such a visitor will have been announced in advance and 

will remain in the company of a member of the School House staff or a member of the 
School maintenance or operations team throughout their visit. The only exception to the 

principle of continuous supervision would be for visitors who both:  

• have been issued with a Green Lanyard where HR have confirmed all vetting checks 

have been completed.  

• and are working only in open areas of School House.   

General 

3.4 Visitors for whom HR confirm all the required vetting checks have been completed 
(including an enhanced DBS check), by them or the individual’s employer, may be issued 

with a Green Lanyard once their identity has been checked, and need not be accompanied 

3.5 All other visitors must be issued with a Red Lanyard and be accompanied at all times 

during the School day throughout the School site.  Visitors with a Red Lanyard who are not 

accompanied should be challenged by staff and to be taken back to Reception to await the 

relevant staff member they are visiting to accompany them. 

3.6 It is accepted that it is unrealistic to require visitors to lunchtime or evening concerts, 

games fixtures, and theatre performances to sign in.  Such visitors will be expected to 

restrict their presence to the performance venue and outdoor public areas such as the 

paths, playing fields and car parks and can expect to be challenged elsewhere on the sites.  

Staff responsible for such events should oversee the management of such visitors to ensure 

the safeguarding of pupils. 

3.7 In the case of a visitor refusing to sign in, the member of staff receiving the rebuttal 

should inform Reception immediately and make every effort to keep the visitor under 

surveillance until such time as a senior employee arrives.  Reception must immediately 

contact a member of the Senior Leadership Team (SLT) to investigate. 

3.8 The SLT member should call the police if there is any concern for the safety of the 

pupils, employees, visitors or fabric of the School.  A written record, including a description 
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of the intruder, should be passed to the Head/Head of The Prep and Pre-Prep in all cases 

where a visitor fails to comply with the policies of the School or any reasonable instructions 

given by its employees. 

3.9 Pupils are encouraged to report visitors in the School without a badge to their teacher. 

4. Visitors to School Accommodation 

The School recognises that staff who reside in the School’s accommodation (and any person 

authorised to occupy the accommodation with them) may, from time to time, invite visitors 

to their accommodation as guests. The School has a duty to ensure the safety, and promote 

the welfare of, its pupils at all times. The Employee and Occupiers (as defined below) will be 

responsible for their guests and must make them aware of the fact that they will be subject 

to the restrictions set out in this policy because they are visiting a school.   All visitors must 

be given a copy of this Policy on their first visit and on an annual basis if they are a repeat 

visitor. 

4.1 Definitions 

The following definitions shall apply to this policy: 

• Employee - a person employed or engaged by the School who resides in either on-

site accommodation or off-site accommodation.  

 

• Occupier - individuals over the age of 16, not on the School roll, who live with an 

Employee that is residing in the School’s accommodation.  

 

• Guest - a visitor to the Employee’s accommodation.  

 

• On-site accommodation -  accommodation that is owned or leased by the School 

which is within the School’s grounds at The Senior School (including boarding 

houses).  

 

• Off-site accommodation - accommodation that is owned or leased by the School 

which is not within the School’s grounds at The Senior School or Prep 

4.2 Purpose 

To set out the School’s expectations of all Guests entering the School’s on-site and off-site 

accommodation, and to ensure all Employees and Occupiers see that their Guests adhere to 

its provisions at all times.   

It is designed to comply with standards of child protection and safeguarding and the 

Department for Education National Minimum Standards for Boarding Schools. It aims to 

ensure that everyone understands what is expected of them and the restrictions and 

constraints on Guests visiting the School’s accommodation. 

The School will assess the risk that is associated with Guests visiting the School’s 

accommodation.  There may be circumstances where visitors to the School’s 

accommodation fall outside the scope of this policy, for example where visitors are invited 
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to stay in School accommodation by the School rather than by an Employee.  These 

situations will be managed on a case-by-case basis, with risk assessed as appropriate. 

4.3 Guests to on-site accommodation (including boarding houses) 

All guests visiting on-site accommodation must give their full name and car registration to 

the Head (or member of the SLT in their absence). They will then communicate this to 

relevant parties. 

The School reserves the right to request a DBS check if it is deemed necessary. 

In the case of boarding houses, Employees or Occupiers must ensure that Guests: 

• May only access the area of the boarding house in which the Employee or Occupier 

resides and are not authorised to be in any other part of the accommodation 

unsupervised which is designated for pupils (such as in common rooms and 

dormitories, etc). 

 

• Are escorted by a member of school staff or an Occupier from the entrance of the 

boarding house to the Employee or Occupier’s accommodation and back again. 

In the case of all school property, Employees or Occupiers must ensure that Guests: 

• Are asked to wear a visitor’s badge and are escorted by a member of School staff if 

they visit anywhere in the School apart from the Employee or Occupier’s 

accommodation. 

 

• Are not left alone in the Employee or Occupier’s accommodation. 

 

• Are kept under sufficient supervision by the Employee or Occupier to prevent them 

gaining substantial unsupervised access to pupils or the accommodation of boarders. 

4.4 Regular Guests 

Employees and Occupiers should inform the Head in advance of any regular Guests to the 

School’s accommodation (and get their prior written consent).  

The School may at its discretion require evidence of a satisfactory DBS check (and barred 

list where appropriate to do so) and for the Guest to enter into a written agreement with 

the School which provides guidance on contact with boarders, the standards expected of 

them and their responsibilities.  

Regular Guests should still ensure that that they observe the restrictions that apply to all 

Guests as set out above (including signing the visitors’ book each time that they visit the 

boarding house/property / enter school site). 

4.5 Overnight Guests 

Employees and Occupiers should notify The Head and get the prior written consent if they 

intend to have a Guest staying in the School’s on-site accommodation overnight.  
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The School reserves the right to request a DBS check, and where such overnight stays are 

regular (as determined by the School), the requirement above regarding a written 

agreement, and barred list check, may apply.  

Overnight Guests should sign the visitors’ book for the relevant boarding house/property 

4.6 Refusal to allow Guests 

The School reserves the right to refuse to allow any Guest to enter the School grounds 

including on-site and/or off-site accommodation where he/she is deemed to be unsuitable by 

the Head /senior leadership team. 

4.7 Failure to comply 

Employees  

A failure to comply with the terms of this policy by an Employee or by a Guest for whom 

the Employee is responsible may result in the Employee being required to vacate the 

School’s accommodation on a temporary or permanent basis. It may also be treated as a 

disciplinary matter in accordance with the School’s Disciplinary Procedure.   

Occupiers  

A failure to comply with the terms of this policy by an Occupier may result in them being 

required to vacate the School’s accommodation on a temporary or permanent basis. 

Guests  

The School reserves the right to require any Guest to leave the School’s on-site or off-site 

accommodation at any time. 

4.8 Any queries in relation to this policy should be raised with The Operations Bursar 

5. Compliance and Monitoring arrangements  

This policy will be subject to a thorough review process including consideration at the 

health and Safety Committee and the Compliance and Risk Committee on an annual basis. 

This will ensure that practice across the whole school is in line with this policy, the 

Complaints procedure and with current guidance and legislation.   


