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Introduction   
Visitors are welcome to Dolphin School Trust and make an important contribution to the life 
and work of the school in many different ways. It is the school’s responsibility, however, to 
ensure that the security and wellbeing of its pupils are not compromised.   
 
Aim   
To safeguard all pupils and staff under our responsibility when on the school site, during 
normal school hours, during after-school activities and on school organised (and supervised) 
off-site activities. The aim is to ensure Dolphin School Trust pupils are able to learn and 
enjoy extracurricular experiences in an environment where they are safe from harm. 

All visitors are reminded that safeguarding and child protection is the school’s highest 
priority. Visitors must immediately report any safeguarding concerns or disclosures to the 
Designated Safeguarding Lead (DSL) or a Deputy DSL. 
 
Objectives   
To have in place a clear protocol and procedure for the admittance of external visitors to the 
school which is understood by all staff, visitors and parents and conforms to safeguarding 
children guidelines as set by the DfE.  
  
Staff are required to be familiar with DfE statutory guidance on Keeping Children Safe in 
Education. 
  
Protocol and Procedures for External Visitors  
  
Visiting Speakers  
Before confirming an external speaker or organisation, the member of staff arranging the 
visit must ensure that appropriate consideration has been given to the speaker's suitability, 
the educational purpose and age-appropriateness of the proposed content, and any 
safeguarding or Prevent-related risks. 

The Senior Team must approve the visit and agree any necessary supervision 
arrangements. External speakers must not use their visit to promote extremist views, 
discriminatory messages or material inconsistent with the Trust's safeguarding 
responsibilities and legal obligations, including the duty to respect freedom of expression. 

Any concerns arising during a visit must be reported promptly to the DSL. 

When inviting external visitors to the school they should be asked to bring formal 
photographic identification with them at the time of their visit and be informed of the 
following procedures: -  
  

•​ External visitors must be asked to report to the School Office - visitors must 
not enter the school via any other entrance.  

•​ Visitors must be accompanied at all times by a member of staff. 
 

If visitors arrive before 08h00 or after 17h00 – they must still be directed to the 
School Office and the Senior Team PA be informed of their arrival, in order to follow 
the procedures below. If no staff from the office are available, the member of staff 
with the visitor should sign them in. 
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•​ At the School Office, external visitors will be asked to produce formal 
photographic identification and to sign in. 

  
•​ External visitors will be required to wear a RED lanyard and Visitor’s Badge.  

  
•​ Please remember it is everyone’s responsibility to challenge unknown and 

unsupervised personnel or visitors around the school.  
  

•​ The School Office will notify staff when their guest has arrived.  
  

•​ Visitors will then be met and escorted by their point of contact. The contact 
will then be responsible for them while they are on site, ensuring the 
appropriate level of supervision.   

  
•​ In case of a fire/emergency evacuation, the point of contact must ensure the 

visitor leaves the buildings and assembles at the designated point.  
  
On departing the school, visitors should leave via the School Office and sign out  

Visitors will be provided with safeguarding and emergency information appropriate to the 
nature and duration of their visit. This may include the identity of the DSL, how to report 
concerns, evacuation arrangements, supervision requirements and restrictions on 
photography, recording and personal devices. 

Visitors must not photograph or record pupils without express authorisation. 

Visitor access and supervision arrangements will be proportionate to the purpose of the visit 
and any safeguarding checks undertaken. 

General Guests 
Guests may be invited into the school, including Governors, teachers from other schools or 
anyone being shown around the school.  
 
Their appointment should be pre-booked with the member of staff inviting them into school. 
The member of staff will chaperone the guests during their entire visit and the guest will not 
be left with pupils unattended.  
 
Guests should sign in, be given a visitors badge, and sign out on exit.  
 
Should the fire alarm be raised during their visit, the member of staff is responsible for 
helping them to the assembly point and checking they are accounted for.  
 
Visitor records will be kept securely for safeguarding and health and safety purposes. 
 
External Visitors attending formal Open Days / weekly tours:  
For these planned events, all visits have been pre-booked via Admissions.  
  
Prospective parents on tours are directed to the School Office where they are marked off 
against a register and badged by the School Office.  
 
Contractors and Operational Visitors 
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All contractors must report to the School Office, provide appropriate identification and sign in 
and out of the premises. 

The Trust will determine the necessary safeguarding checks and supervision arrangements 
according to the nature of the work, its frequency, the contractor's access to children and 
whether the activities constitute regulated activity. 

Where a contractor undertakes regulated activity, the appropriate enhanced DBS check, 
including children's barred list information, must be obtained or verified in accordance with 
KCSIE. 

Where work does not constitute regulated activity, the Trust will determine whether other 
checks are appropriate and what supervision or access restrictions are required. 

Contractors who have not undergone appropriate checks must not be permitted 
unsupervised access to children. 

Where contractors are supplied by another organisation, the Trust will obtain appropriate 
confirmation of relevant safeguarding checks and verify the individual's identity on arrival. 

Contractors must comply with the Trust's safeguarding, site security, mobile device and 
photography requirements. 

Parents Coming into School:  
Any parents who need to come into school during the day must go to the School Office and 
sign in on arrival and sign out when leaving.  
  
Parents attending functions and events do not need to sign in, unless requested to do so by 
the Senior Team greeting on arrival. Although parents attending large events (e.g., concerts, 
sports fixtures) are not individually signed in, staff supervision and safeguarding 
arrangements remain in place throughout. 
  
These procedures exclude parents coming to watch sports fixtures.  
  
Unknown/Uninvited Visitors to the School:  
Any visitor to the school site who is not wearing a Visitor’s Badge should be challenged 
politely to enquire who they are and their business on the school sites.   
  
They should then be escorted to the School Office to sign in and be issued with a Visitor’s 
Badge.  
  
In the event that the visitor refuses to comply, the Headteacher or Deputy Heads should be 
informed promptly and the visitor will then be asked to leave the site immediately.   
  
The Headteacher/Deputy Heads will decide if it is necessary to inform the police.   
  
If an unknown/uninvited visitor becomes abusive or aggressive, he/she will be asked to 
leave the site immediately, and the visitor warned that if he/she fails to leave the school 
grounds, police assistance will be called for. The Headteacher/Deputy Heads will decide 
what further action to take that may include seeking legal advice or police contact.   
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Volunteer Helpers 

Dolphin School Trust welcomes volunteers who contribute to the life of Dolphin School and 
Noah's Ark Nurseries. All volunteering arrangements will be managed in accordance with 
Keeping Children Safe in Education 2026 and current legislation relating to regulated activity 
with children. 

Before a volunteer begins their role, the Trust will consider the nature of their duties, 
frequency of attendance, contact with children, level of supervision and any safeguarding 
risks. 

Volunteers undertaking regulated activity must have an enhanced DBS check including 
children's barred list information. In accordance with legislative changes effective from 1 
September 2026, regular teaching, training, instructing, caring for or supervising children 
may constitute regulated activity even where the volunteer is supervised. 

Occasional volunteers who do not undertake regulated activity, including parents assisting 
with one-off events or occasional day trips, will be subject to proportionate safeguarding 
arrangements determined by the Trust. 

All volunteers must sign in and out, wear appropriate identification, follow the Trust's 
safeguarding and professional conduct expectations, and comply with the arrangements 
established for their role. 

Volunteers must report safeguarding concerns promptly to the DSL or Deputy DSL. 

The Trust will review existing volunteering arrangements where necessary to ensure that the 
appropriate checks have been completed. 

Linked policies   
This policy should be read in conjunction with our Safeguarding and Child Protection Policy.  

All visitors must be made aware of the school’s safeguarding procedures and understand 
that any concerns about a child’s welfare must be reported immediately to the Designated 
Safeguarding Lead or Deputy DSL. The school maintains visitor logs and risk assessments 
in line with DfE requirements, and regular volunteers/contractors engaged in regulated 
activity will be subject to enhanced DBS checks. These procedures are designed to comply 
fully with Keeping Children Safe in Education 2026, Prevent Duty guidance, and ISI 
regulatory requirements. 

5​ ​ ​ ​ ​ ​ ​ Dolphin School Trust Visitors Policy B16 


	Visiting Speakers  
	Volunteer Helpers 


