
 

                                                     
8b / 8c​​ ACCESS TO PREMISES / SUPERVISION OF ANCILLARY STAFF 
         
Queen Mary’s School is committed to safeguarding and promoting the welfare of every child. 
All staff, ancillary personnel, contractors, and visitors must adhere to strict security and access 
procedures to maintain a safe, secure, and inclusive environment. This policy reflects statutory 
obligations under Keeping Children Safe in Education (KCSIE 2026) and Working Together to 
Safeguard Children (2026).Incorporating the unified Family Help framework and updated 
statutory requirements regarding regulated activity, safer recruitment, and digital safety.  
This policy outlines the necessary access and supervision procedures required to maintain a 
secure environment for pupils and staff. All visitors, without exception, must complete the 
mandatory sign-in procedure to ensure site security and emergency/fire compliance. All staff 
members must wear a school pass and lanyard at all times while on site, and all staff share the 
mandatory duty to challenge any unbadged or unescorted individuals on school grounds. 

 
There are many people who visit the school for various reasons and whilst we recognise that 
we cannot monitor everyone all the time e.g. parents from other schools coming to watch 
matches, by being aware of the guidelines set out below we will endeavour to make our school 
as safe as we can.  
 
VISITORS and GOVERNORS 
 
All members of the Board of Governors are recruited in accordance with the School’s Safer 
Recruitment Policy and KCSIE 2026 guidelines, having completed all required statutory 
background checks (including Enhanced DBS and Section 128 checks). Governors must sign in 
at the main office upon arrival, sign out when departing, and wear official school lanyards at all 
times. 

Boarding Areas Access  

All visitors are strictly prohibited from entering boarding accommodation areas unless 
explicitly authorised by a member of the Boarding Team and chaperoned at all times by a 
member of boarding staff. Contractor access to boarding areas must be authorized by the 
Head of Boarding and continuously escorted. Staff are required to challenge any unrecognised 
person in or near boarding areas immediately. 



 

 

 
 
 
VISITORS/PARENTS - BOARDING AREAS  
 
Out-of-Hours Visitors (18:00 – 08:00) When the main reception is unmanned, entrance via the 
office intercom is restricted. All expected visitors during out-of-hours periods must be met by a 
designated staff member, signed in, and issued a visitor lanyard. Pupils are strictly prohibited 
from letting unexpected visitors into the premises. Unexpected visitors must be identified by a 
staff member before gaining entry and must remain chaperoned at all times.  
 
ALL visitors are prohibited from going upstairs in the boarding areas unless authorised by a 
member of the Boarding team and chaperoned by a member of the boarding staff. In the 
instance of a contractor this must be authorised by the Head of Boarding and chaperoned by a 
member of staff.  Staff are expected to challenge any unknown persons attempting to access 
the boarding areas. All visitors must wear the Visitor’s pass / lanyard issued to them on arrival 
at the School. 
 
 
 CONTRACTORS & ANCILLARY STAFF 

All contractors operating on site must comply with the School’s Safer Recruitment, 
Safeguarding, and Health and Safety policies. All contractors must wear an assigned Visitor 
Pass and lanyard while on school premises. 

●​ Regular / Embedded Contractors (e.g., Catering, Cleaning, Estates): Must complete full 
Safer Recruitment checks—including Enhanced DBS with Barred List checks—and be 
recorded on the Single Central Register (SCR) prior to commencing work. 

●​ Temporary / New Contractor Personnel: Must be treated as unvetted visitors and 
remain continuously chaperoned by an SCR-checked member of staff until all 
mandatory statutory checks are fully verified and recorded. 

●​ Part One Mandatory Reading: In compliance with KCSIE 2026, all ancillary, support, 
catering, and estates staff must read and understand Part One: Safeguarding Information 
for All Staff in full. 

 



 

VOLUNTEERS & REGULATED ACTIVITY 

The School values voluntary contributions to its operations. In accordance with updated KCSIE 
2026 statutory provisions, no volunteer may have contact with pupils until the Head and the 
Head’s PA have verified that all necessary enquiries, references, and Single Central Register 
entries are complete. 

Classification of Volunteers & DBS Requirements 

●​ Occasional Volunteers: People who volunteer infrequently (e.g., accompanying 
occasional school trips). They must be supervised at all times by a member of staff in 
regulated activity. They are subject to identity checks, risk assessments, and informal 
supervision. 

●​ Regular Volunteers: Individuals undertaking ongoing duties (e.g., reading support, 
coaching, weekly club assistance) meeting the frequency threshold. Under KCSIE 2026, 
the supervision exemption has been removed; regular teaching, training, instruction, or 
care constitutes Regulated Activity regardless of supervision. They require a full Safer 
Recruitment application, Enhanced DBS with Children’s Barred List check, two 
references, an SCR entry, and completed safeguarding training. 

●​ Committee Members: Parent association or fundraising committee members with 
potential access to pupils/school grounds. They are assessed based on pupil access and 
frequency, undergoing identity checks, risk assessments, and Enhanced DBS checks 
where applicable. 

Statutory Definition of Regulated Activity (KCSIE 2026): 

Any position undertaken at or on behalf of the School amounts to Regulated Activity if it 
involves teaching, training, instructing, caring for, or supervising children and is carried out: 

●​ Frequently (once a week or more); 
●​ Overnight (between 22:00 and 06:00); or 
●​ Satisfies the period condition (4 or more days in any 30-day period). 

Day-to-day supervision by another staff member no longer exempts a regular volunteer from 
being in Regulated Activity or from requiring a Children's Barred List check. 

 



 

 
 
 
 
 
 
LETTINGS 
Limited letting opportunities are available during exeats and school holidays.  All other Lettings 
on the School site are arranged by the Operations Administrator and must be conducted with 
regard to the School’s Safeguarding Policy and Health and Safety procedures. The DSL must be 
informed of any safeguarding incidents that occur on the school premises during lettings,in 
coordination with local Family Help services where necessary. 
 
 
DELIVERIES 
All general deliveries to the School must be directed to the main School Office at the front of 
the building.  A member of the School Office receives the delivery and will organise internal 
distribution with the appropriate members of staff. This includes catering deliveries and a 
member of the catering team must be on site to receive and chaperone.  Fuel deliveries and 
waste disposal visitors are supervised by a member of the Estates Team.   
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Assistant Head Safeguarding & Wellbeing  
Designated Safeguarding Lead 
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