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Mission Statement: 
 

We are a distinctive, inclusive, Christian school, where everyone is welcomed and 

valued. We aim to nurture and develop opportunities for lifelong learning through 

a caring and inclusive ethos. We seek to help children to know God and find ways 

of relating to Him. We come together in a friendly, creative community to 

develop our cultural lives, spirituality and abilities through the core values of 

Love, Trust, Care, Respect and Joy all given and received in Jesus’ name. 
 

“..love one another. As I have loved you, so you must love one another, then 

everyone will know that you are my disciples”. 
 

John 13:34-35 
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THE OBJECTIVE 

 

To ensure, the health, safety and welfare of people not in the employment 

of the St. Cleopas, who may be affected by the activities of the St. 

Cleopas undertakings, and to ensure a duty of care to visitors i.e. 

volunteers, salespeople, delivery drivers, customers, contractors, 

maintenance personnel, guests, members of the emergency services or 

enforcement authority and, in certain circumstances, unauthorised 

visitors such as trespassers. 
 
 

 

GENERAL STATEMENT 

 

St. Cleopas accepts its responsibility to ensure the health and safety of 

all personnel who come directly or indirectly into contact with this 

organisation or the consequences of our activities. St. Cleopas has devised 

the following arrangements to enable this responsibility to be effectively 

discharged. 

 

Arrangements for Ensuring the Health and Safety of Workers 

 

Information and communication 

 

Covid-19 considerations take priority: questions will be asked by Admin 

Staff to ascertain risk and entry will be refused if the answers are 

inconsistent or pose a risk to visitors, staff and children, or if PPE is not 

being adhered to.  

Any special arrangements required by the visitor(s) must be ascertained, 

where practicable, before arrival. This may include bringing vehicles or 

other machinery or substances onto site, or providing facilities for 

disabled persons or those with language difficulties. Upon arrival the 

visitor(s) must complete required details in the register/visitors' book. 

Visitors must be informed of the risks to which they may be exposed 

whilst on site and of the emergency arrangements, including the location 

of assembly points. Visitors must sign out before leaving the premises and 



property must be returned. They should be made aware of our child 

protection policy and the fact that we regard ourselves as a Safeguarding. 

 

Visitors must wear an I.D. badge, especially when coming into contact with 

children. This will enable all St. Cleopas’ staff and pupils to feel safe and 

be able to challenge those not wearing the badge. 

 

Any problems encountered by visitors, or by employees with regard to 

visitors, should be reported to a responsible person so that corrective 

action can be taken. 

 

a) Any visitor to the school site who is not wearing an identity badge 

should be challenged politely to enquire who they are and their 

business within the premises.  
b) They should then be escorted to reception to sign the visitors’ 

book and be issued with an identity badge.  
c) If an unknown/uninvited visitor becomes abusive or aggressive, they 

will be asked to leave the site immediately and warned that if they fail to 

leave the school grounds, police assistance will be called for. 

 

Supervision 

 

Adequate supervision must be maintained while the visitor is on site. This 

includes ensuring the safe handling, transport and use of any articles and 

substances. Supervision must also be adequate to prevent the visitor from 

straying into hazardous areas and exposing him or herself to danger. 

Details regarding arrangements for these, where applicable, must be 

ascertained and approved before entry is permitted. 

 

A Permit to Work must be completed by any person undertaking work on 

the site. This advises them of all hazards and relevant procedures – it also 

reminds them of their responsibilities and the necessity to leave the site 

in a clean and tidy state. 

 

Children must be, accompanied by a responsible person at all times. 

Permission to bring children onto site must be granted by a responsible 

person before they enter the premises. A child is someone who is under 

the age of 16 years. 



 

Security arrangements and high risk areas 

 

Security arrangements must be adhered to when visitors enter the 

building. Particular care must be taken of visitors entering areas of higher 

risk and all systems of work which are in operation must be fully complied 

with. Where a visitor is required to enter an area where limitation of 

access arrangements apply, access must be authorised and monitored by a 

responsible person. 

 

All hazardous areas, must be suitably controlled, by locking or guarding at 

all times, so as to prevent unauthorised personnel from gaining access. 

Particular consideration to security must be made when the premises are 

unoccupied. Warning Signs, which comply with the Health and Safety 

(Safety Signs and Signals) Regulations 1996 must be clearly displayed 

where hazards are present – especially Asbestos: see asbestos logbook. 

 

Personal protective equipment 

 

Visitors will be required to use personal protective equipment that is 

necessary to safeguard their health and safety, including those 

highlighted in the school’s Covid-19 Risk assessment. 

 

Emergency procedures 

 

Full details of emergency procedures must be clearly indicated to visitors 

before entering the premises. Where an emergency arises, measures must 

be taken by a responsible person to ensure that visitors are accompanied 

to a place of safety and that they comply with St Cleopas’ procedures. 

Visitors must be accounted for during emergencies and evacuation drills. 
 
 

 

Accidents to visitors 

 

Accidents and near-miss incidents, which occur to visitors must be 

reported and followed up, in accordance with St Cleopas’ and Liverpool 

Authority’s accident reporting procedures. Whilst the employer of a 

visitor (where applicable) is responsible for first-aid provision, the 

school’s policy is to allow visitors the same access to first aid as our own 

staff and children. 



Where an incident results in a visitor's admittance to hospital, they 

should be accompanied by a responsible person. Records of follow-up 

action and any subsequent communication between the visitor, school and 

Liverpool Authority must be kept. 
 
 

 

Duties of managers 

 

Managers have overall responsibility for visitors who enter their area of 

authority. Is a management responsibility to ensure that this practice 

note is fully complied with and that any problems have been adequately 

resolved at the earliest opportunity and before visitors are permitted to 

proceed with their intended activity. 

 

Duties of Staff 

 

Staff must seek approval from a responsible person before arranging for 

visitors to come on site. Staff must take responsibility for visitors in 

there care and should ensure that the requirements of this policy are 

adhered to at all times. Additional care and attention must be taken 

where children or disabled visitors enter the premises. Staff are 

responsible for making safe any area and equipment with which they have 

been working. 
 
 

 

SAFE SYSTEM OF WORK 

 

1. Ascertain any special arrangements required by visitors before their 

arrival. This may include bringing vehicles, machinery or substances 

onto site or making arrangements to deal with personal needs. 

 

2. Upon arrival visitors must enter the relevant details into the register 

or visitors' book. 

 

3. All visitors must wear an I.D. badge and return it to the office 

before leaving. 

 

4. All visitors must be advised of the risks to which they may be 

exposed whilst on site and the emergency arrangements, including the 

location of assembly points. 



5. All security arrangements must be adhered to when visitors enter the 

building. 

 

6. The responsible person must ascertain from visitors any risks to 

themselves or others arising from their activities whilst on site. 

 

7. Visitors will be required to make full use of any personal protective 

equipment that is necessary to secure their health and safety. 
 
 
 
8. Where entry into areas of limited access is required, this must be 

authorised and monitored by a responsible person. 

 

9. All visitors must be supervised whilst on St. Cleopas School premises. 

 

10. Visitors must be accounted for during emergencies and evacuation 

drills. 

 

11. No children may enter the premises without prior knowledge and 

approval from an authorised person and must then be accompanied by 

a responsible person at all times. 

 

12. Visitors must sign out before leaving the premises. 

 

13. All hazardous areas must be suitably locked, guarded and signed as 

necessary to prevent unauthorised personnel from exposure to risk. 

Particular consideration must be given to security when the premises 

are unoccupied. 
 
 

 

SUMMARY STATEMENT 

 

St. Cleopas School recognises its responsibility to ensure the health and 

safety of all persons who visit our premises. The three most important 

steps to take are listed below: 

 

1. Make sure that a responsible person knows the whereabouts of each 

visitor at all times. 

 

2. Make sure that all visitors are made fully aware of all the 

arrangements for health and safety that apply to them. 



 

3. Take all reasonable steps to prevent visitors, including trespassers, 

from becoming exposed to hazards. 
 
 

 

SAFEGUARDING ADVICE FOR VISITORS AND VOLUNTEERS 

 

Our school is committed to safeguarding children and promoting 

children’s welfare and expects all staff, governors, volunteers and 

visitors to share this commitment and maintain a vigilant and safe 

environment. It is our willingness to work in a safe manner and 

challenge inappropriate behaviour that underpins this commitment. 

 

By signing in and out of the visitors’ book you are agreeing to follow 

the advice within this leaflet. All visitors must wear the visitor’s badge 

provided by reception. An adult without a badge will be accompanied to 

the school’s reception to confirm they have signed in. 

 

Visitors must be accompanied at all times by a member of the 

school staff.  

Unsupervised visitors: If your visit involves unsupervised contact with 

young people you will be asked to show the photographic ID badge 

provided by your employer and written confirmation that appropriate DBS 

checks have been made. Depending on your role and the organisation you 

are from you may be required to show your Enhanced DBS Certificate. 

We will note down the DBS number and date issued but will not make a  

copy of it. You will also need to read the school’s Code of Conduct for 

Adults and Part 1 of the DFE’s Guidance, ‘Keeping Children Safe in 

Education’. The school’s Child Protection Policy is available on the school’s 

website. 

 

If you have ANY concerns about a child’s welfare or well-being 

or have a concern about the behaviour of any adult within the 

school towards a child:  

• Discuss your concerns without delay with the Designated 

Safeguarding Lead or the Headteacher or a member of the 

safeguarding team.  
• Remember it is important to share your concerns even if you 

are unsure. 

• Anyone can make a referral to Liverpool Children’s Services (tel: 

0151 233 3700) 



• The Local Authority Designated Officer (L.A.D.O.) for Managing 

Allegations Against Staff can be contacted on 0151 225 8101. The 

school office can provide you with a copy of the school’s 

procedures for Managing Allegations Against Staff. 

 

If a child makes a disclosure to you: 

• Avoid being shocked or embarrassed. 

• Listen to the child without interrupting them. 

• Do not promise to keep a secret. 

• Do not ask the child any leading questions.  
• Reassure them that ‘it is not their fault and they have done 

the right thing to tell you’.  
• Immediately following the disclosure report your concerns to the 

Designated Safeguarding Lead (see above) and write down what 

the child said using the child’s own words and phrases.  
• Sign and date this document and hand it to the Designated 

Safeguarding Lead.  
• Consider how best to manage your own feelings  
• Following reporting your concerns remember that the 

disclosure and the child’s 

• identity should remain confidential 



The school has a full code of conduct to encourage safer working 

practices for all  

adults working with young people, including advice regarding ‘e-safety’. 

Remember  

• provide a positive role model to young people  
• dress appropriately ensuring your clothing is not likely to be 

viewed as offensive or revealing  
• treat all members of the school’s community with respect 

and tolerance  
• work with children so that you are visible by a member of 

the school staff 

• respect a child’s privacy and dignity  
• always be able to justify any physical contact you have with a 

young person  
• always report any situations that arise that you may feel may give 

rise to a complaint or misunderstanding in respect of your own 

actions 

Never: 

• Photograph a child without the school’s permission  
• Never use your personal mobile phone in areas used by young people  
• Ignore inappropriate behaviours towards children either by 

other children or adults 

• Share personal details with a child  
• Meet or contact the child out of school including by text, 

email, Facebook or other social media or give a child a lift home  
• Discuss the school, children or adults working within the school 

on social media  
• Make inappropriate comments to a child including 

racist, homophobic, sexist or sexualised comments  
• Give gifts to a young person (unless part of the school’s agreed 

rewards policy or with the agreement of your line manager) or 

show them preferential treatment 

 

Key Safeguarding Staff: 

 

Headteacher: Mrs L. Gannon  

Designated Safeguarding Lead: Mr I. Fitzgerald  

Safeguarding Team: Mrs L Gannon, Ms M. Rufus, Mrs A. Berry, Mrs G. 

Farrell 

Chair of Governors: Mrs A. Mills 

Safeguarding Governor: Mrs A Mills 



 

Other Safeguarding Guidance: 

In the case of a fire follow the following procedures:  

• There should be no delay in ringing 999 and requesting fire 

and police….  
• If a child or member of staff needs emergency treatment or 

first aid:  
• There should be no delay in ringing 999 and requesting 

an ambulance…. 
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