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INTRODUCTION 

We would like to say a warm welcome to all visitors visiting Fiveways School.  

All visitors are required to report to Reception as soon as they arrive on the schools 

premises and/or park their car. 

 

ARRIVAL AND  SIGNING IN PROCEDURE  

On arrival we require visitors to sign in using our digital signing in system. 

When signing in you will be required to read our safeguarding information and 

fire procedures. In addition, we provide all new visitors with a safeguarding 

leaflet that will tell you about Fiveways’s safeguarding arrangements and how to 

report a concern. A member of the Admin staff will provide you with the leaflet. 

When signing in we will automatically take your photograph, which will be attached 

to a printed ID card.  A member of the Admin staff will issue you with the visitor 

ID card, which will be attached to a lanyard. Visitors will be asked to leave their 

mobile phone in their car or place it in a locker in the reception area. 

We use three colours of lanyards:  

RED – If you are issued with Red lanyard you will be chaperoned at all 

times when working in the school buildings. 

This is for visitors who do not have DBS or who’s enhanced DBS we have not 

seen  . This may include: 

 a parent visiting the school,  

 contractors without relevant checks (e.g. builders, groundsmen)  

 any professionals without relevant checks,  

 external candidates attending interviews etc. Please note that all 

interview candidates will be requested to bring a photo ID, which 

will be checked on your arrival. 
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 With prior agreement from SMT Contractors working solely in the 

school grounds will be issued with a red lanyard but will not 

require supervision   

Yellow –agency staff and work experience placements including nursing 

students who have some restrictions on their working practice. 

For visitors whose DBS and ID we have seen and for whom we have received 

confirmation that safer recruitment/ safeguarding checks have been completed. 

Safeguarding and health and safety inductions have been completed. 

Student placements where the university/college has confirmed in writing that 

they have carried out the relevant enhanced DBS and safer recruitment 

processes and where we have seen a copy of the DBS.  

Supply agency staff where we had confirmation that relevant enhanced DBS 

and safe recruitment processes have been carried out.  

GREEN – Visitors issued with Green lanyards do not require supervision.  

For visitors whose relevant checks are completed and/or we have seen their 

enhanced DBS. This includes Fiveways School Governors and Local Authority 

staff. 

Contractors (not premises related) involved in regular or regulated 

activities with relevant enhanced DBS checks and who are added to the 

school’s Single Central Record (e.g. Music Therapists/IT Technician/OT/Tutor). 

Social Workers from Local Authorities, where we have had written confirmation 

that the relevant enhanced DBS and safer recruitment processes have been 

carried out. 

NHS staff where we have confirmation that they have enhanced and up to date 

DBS and where we have had written confirmation that the relevant safer 

recruitment processes have been carried out. 

Please note that all agency staff and, student placements will be 

requested to bring a copy of their current DBS and a photo ID on the 

first day of arrival in Fiveways School. Without these documents you 

may not be able to enter the school.  

All other professionals should bring their work ID card. If we are unable 

to see/verify your ID card, we will issue you with a Red Lanyard and 

allocate you a member of staff who will be with you for duration of your 

visit. If this is not possible due to staff shortages, we may ask you to 

rearrange the visit.  

A list of checked and verified visitors will be maintained by the Admin 

Team 

We kindly ask all visitors to return their Lanyards with ID cards before 

leaving Fiveways School. Thank you  

Please note that all visitor’s ID cards with photos will be shredded once 

you have left the premises.  

  


