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SECTION 1 – AIM 

This policy aims to ensure that students are safe whilst on the school site. 

The policy is in two parts: 

 Part 1 – Entry to the school site by staff and visitors 

 Part 2 – Student safety when entering the school sire and when moving around the 
building 

SECTION 2 – OBJECTIVES 

To ensure the safeguarding of all students on the school site at Cansfield 

To ensure that all adults on site display identification and have CRB clearance 

To ensure that all visitors to the site report directly to reception, wear appropriate identification and 
are chaperoned around the school site (unless CRB clearance documents are held at school 
reception). 

To ensure that students move around the school in a safe and orderly fashion 

SECTION 3 - RATIONALE 

Cansfield High School recognises that the safeguarding of our students is integral to our work.  We 
have made a number of recent alterations to the school site in order to maximise the safeguarding 
of our students. 

SECTION 4 - MECHANICS 

PART 1 – ENTRY TO THE SCHOOL SITE BY STAFF AND VISITORS 

All members of staff at Cansfield wear identity cards on lanyards at all times.  The cards contain a 
picture of the member of staff.  These cards also contain a magnetic strip which allows members 
of staff to access areas of the school site.  This ensures only members of staff will be able to enter 
the school site once school is in session, as all access gates will be locked.  Visitors will then be 
required to wait at the gate and ring through to reception to gain access to the site.  Prior to the 
start of the school day, duty staff will monitor the entry of students and visitors to the school site. 

All visitors coming to the main entrance (Cansfield Grove) will be monitored by CCTV cameras with 
a direct feed through to visitor reception.  Receptionists will monitor this entrance.  Upon arrival 
visitors will be required to ring through to reception, and receptionists will release the gate to enable 
them to gain entry.  They will then be monitored by CCTV as they make their way down the main 
corridor to reception.  Visitors will then sign in and be issued with an identity card.  Visitors who 
arrive via the Leisure Centre side of school will report directly to visitor reception and be issued with 
an identity card. 

There will be different coloured lanyards for different groups of people as follows: 

 White of Black Logo Lanyard – School Staff 

 Blue Lanyard – Occasional visitors 

 Red Lanyard – Contractors 

 Green Lanyard – Regular visitors e.g. Peripatetic Staff, ITT Trainees, LA Staff 
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Cansfield welcomes visitors to the school, but expects all visitors to comply with the school policies 
and procedures, in particular CRB checks and Health and Safety requirements. 

All visitors should report directly to reception. 

 All visitors to the school should report to the main reception and be signed in by the office staff 
and issued with a visitor pass and lanyard. 

 Staff should inform reception of expected visitors so that they can be recorded in the diary. 

 Contractors need to be signed in before being introduced to the caretaker who will proved 
relevant access to the site as required. 

 Contractors will be expected to adhere to Health and Safety regulations and ensure that safe 
working practices are followed. 

 Any visitor should not be left with pupils unaccompanied by a member of staff, they must be 
chaperoned at all times.  This is to comply with child protection issues. 

 If any visitor is to be regularly working with pupils in school (e.g. ITT Trainees, Work Experience 
students, pre PGCE placements etc) then they must go through the same CRB procedures as 
staff and governors and a record of their CRB clearance kept on file in reception.  This is valid 
for 3 years. 

 Ex-pupils must comply with visitor to school procedures. 

 Any visitors on site who are not recognised, or who are not appropriately badged should be 
politely asked their business. 

 All visitors must return the visitor’s badge before leaving the site, staff with visitors should 
encourage visitors to do this. 

On the occasion of the unexpected visitor, the first point of contact should be with reception, who 
will then contact the appropriate member of staff which will usually be a member of SMT or a Head 
of Year/Head of Studies. 

PART 2 – STUDENT SAFETY WHEN ENTERING THE SCHOOL SITE AND WHEN MOVING 
AROUND THE BUILDING 

There are two entries to school via Cansfield Grove.  Paths have been specifically designed to 
proved pedestrian routes which avoid the car park.  Parents have designated ‘drop off’ bays, so as 
to avoid coming into contact with students.  CCTV is in operation throughout the school and on the 
back field and can be monitored in the office behind Drama.  Our School Based Police Officer and 
Mr Dawber, Pastoral Support Manager, are also based in this office. 

The school site is constantly monitored by SMT who carry walkie talkies.  Additional support is 
provided by our School Based Police Officer and Pastoral Support Manager.  There is a 
considerable presence of staff on duty at both break and lunchtimes. 

A one way system has been introduced to avoid any congestion on the corridors.  The stairs in the 
two storey block are also one way and are monitored at lesson changeover by SMT.  However in 
the case of fire the one way system will be suspended on both sets of stairs so that they can be 
used to exit the building. 
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SECTION 5 - EXPECTATIONS 

RESPONSIBILITIES OF ALL STAFF AT CANSFIELD 

 All staff must wear their lanyards at all times 

 All staff to ensure that any known visitors to site are recorded in the reception diary 

 All staff to chaperone visitors who do not have CRB clearance 

 All staff to ensure that visitors wear their identification and lanyards at all times and return them 
to the reception at the end of their visit. 

 All staff to politely ask visitors without lanyards to report directly to reception 

In addition to the above certain members of staff have additional responsibilities. 

RESPONSIBILITIES OF THE FORM TUTOR 

 Form Tutors should remind students of the one way system in school 

 Form Tutors should explain the importance of safeguarding in school and ensure that students 
understand that a number of strategies have been put into place to ensure that they are as safe 
as possible 

 

RESPONSIBILITIES OF THE CLASSROOM TEACHER 

 Classroom teachers should remind students of one protocols as students leave the room 

 Classroom teachers should use the sheet provided in each room to log all student exits from 
class 

 Classroom teachers should ensure that they are on duty at the appropriate times at break and 
lunchtime.  They should inform their duty leader of any known absence in advance. 

 

RESPONSIBILITIES OF THE HEAD OF YEAR/PASTORAL MANAGERS/PASTORAL LEADER 

 Post holders should raise student awareness of safeguarding procedures through assemblies 

 Post holders should ensure that all known visitors to school are recorded in the reception 
diary 

 

RESPONSIBILITIES OF THE HEAD OF SUBJECT 

 Heads of Subject should ensure that regular visitors to their department have the relevant 
CRB clearance or are chaperoned at all times 

 

RESPONSIBILITIES OF MEMBERS OF SMT 

 Members of SMT should ensure the smooth operation of all safeguarding procedures within 
school, particularly when on duty. 
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