
Is the person a 
member of staff 

(including 
volunteers)?

Have they 
completed all 
relevant HR 

checks?

Have they 
been added to 

the SCR?

This person is GREEN and 
can acces the site without 

supervision

Contact their line 
manager for 

induction 
purposes.  

Complete 
normal signing 
in procedures

Is the person agency or third party staff, 
contractor, trainee or student teachers 

(employed by another company but 
contracted to do work at the school for 

more than 1 visit)?

Have they been added 
to the SCR?

Do you have a letter of assurance from 
their employer (eg Local Authority) 

indicating that the recruitment checks 
completed on their staff are in line with 

the KCSIE guidance 
AND 

Are they able to provide photo ID to 
verify their identity?

Have they been added to the SCR?
DBS numbers should be recorded from 

the employer or from the DBS at the first 
visit.

Are they able to 
provide a copy of 
their current DBS 

certificate with the  
employer listed?  

Adhere to the risk 
assessment concerning 
access around school.
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YES

NO

NO

NO

NO

NO

NO

NO

This person 
MUST be 

added to the 
SCR.

Has a risk assessment 
been completed by the 

Headteacher/CEO?

NO

This person 
MUST be 

added to the 
SCR.

Is this person on a 
planned visit?

This person 
MUST be 

added to the 
SCR.

Is there capacity to escort 
this person throughout the 

visit AND is the Headteacher 
in agreement with them 

accessing the school site?

This person is 
AMBER and 

must be 
escorted on 

site.
This person is RED and will 
not be able to be on site at 

the same time as pupils.

This person is GREEN and 
can acces the site without 

supervision

NO

NO

NO

Is there capacity to escort 
this person throughout the 

visit AND is the Headteacher 
in agreement with them 

accessing the school site?

YES

Complete normal 
signing in 

procedures

This person is AMBER and 
must be escorted on site.

This person is RED and will not 
be able to be on site at the 

same time as pupils.
YES

YES

Are they there in a 
professional capacity?

Are they returning to the 
school at a later date?

Complete normal 
signing in 

procedures

This person is AMBER and 
must be escorted on site.

Safeguarding for Visitors

START

NO
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