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College Values 
Students:  as the focus for the work of everyone at the College 
Mutual Respect: caring for and valuing students, staff, governors and our community 
Integrity:  honesty, hard work and personal and social responsibility 
Learning:  a passion for learning and its capacity to change lives 
Excellence: high aspirations, high standards and high achievement 

 
 
 
1. Purpose  

 
The purpose of the Code of Conduct for Visitors is to give clear guidance and support to all 
Visitors on the way they should behave and carry out their activities when on the College 
premises or whilst engaging in any activity that is linked to the College and/or with any 
members of the College community.    
 

2. Scope  
 
This Code of Conduct applies to Visitors of the College.  A Visitor is defined as an individual 
who is neither a current student of the College nor a member of staff who is employed by the 
College.   
 

3. Principles  
 

3.1 The College is committed to enriching the educational experience of our students and prides 
itself on being a welcoming and safe environment for all.  The College expects Visitors to share 
this commitment. 
 

3.2 All Visitors will be invited to the College and will be assigned a designated Host (i.e., the 
member of staff organising the visit or the person who will take responsibility for the visit) 
who will ensure that their Visitor is looked after, treated fairly, with respect and in a way that 
demonstrates the College’s commitment to its own values, safeguarding, health & safety and 
to the principles of equality of opportunity.   
 

3.3 The College believes that all Visitors are role models to our students and any interactions, no 
matter how small, can influence the young people in our care.  As such, all Visitors must 
demonstrate the highest standards of conduct and must:   
 
• Be professional at all times; 
• Act honestly, with the utmost integrity and in the best interests of the College, 
• Avoid any action that could breach confidentiality (particularly about staff and/or 

students), avoid engaging in any actions that bring the College into disrepute or weaken 
confidence in it; 
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• Act in accordance with all College rules, particularly in relation to safeguarding and health 
& safety matters. 

 
3.4 The College reserves the right to refuse entry, remove a Visitor from the premises or cease a 

Visitor’s relationship with the College at any time if a Visitor does not behave in an acceptable 
manner or as deemed appropriate by the Senior Leadership Team. 

4 Standards for Visitors  
 

Depending on the nature and duration of their visit to the College, Visitors could be legally 
considered in a ‘position of trust’ with students.  In order to safeguard our students and protect 
Visitors, all Visitors are expected to:  

 
• Wear their ID card or Visitor’s badge visibly.  
• Enact the College’s values and act as representatives of the College. 
• Act as good role models for the students and display appropriate behaviour at all times. 
• Be respectful at all times including in their use of College facilities and property.   
• Communicate with others in a professional and appropriate manner, both within and 

outside the College and by whatever medium, including social media.  Visitors must refrain 
from the use of language, tone or behaviours that could be interpreted as rude, offensive, 
abusive, bullying, harassment or discriminatory. 

• Work harmoniously, collaboratively, respectfully, politely and positively with all personnel 
associated with the College.  

• Resolve any issues in a professional manner. 
• Work in accordance with all rules policies, procedures or externally accepted professional 

practice guidelines. 
• Act in accordance with reasonable instructions. 
• Dress professionally.  Visitors must not wear clothes that display any offensive slogans, 

are distracting, embarrassing, revealing or sexually provocative. 
• Refrain from taking and/or using images of anyone associated with the College without 

expressed consent. 
• Follow all safeguarding and health & safety rules and regulations and refer any 

safeguarding concerns promptly to their Host, Head of Department/Faculty and/or the 
College’s Designated Safeguarding Officer.  

• Show equal favour to all students. 
• Avoid exerting influence on the attitudes, opinions or behaviour of students which are 

unconnected with the College or the students’ academic or personal development.  
• Avoid entering into improper or very close association with students, which includes, but 

is not limited to, the exchange of personal messages by any medium (e.g., telephone, text, 
e-mail, or social media/networking websites).  

• Avoid spending time alone with students and exercise particular care in one-to-one 
situations. Please note that Visitors should not arrange meetings with students off the 
College premises, or when the College is not in session, without the prior approval of the 
Designated Safeguarding Officer or the relevant member of the Senior Leadership Team. 
This includes transporting students in private cars.  

• Exercise extreme caution over any form of physical contact, including but not limited to 
offering comfort, using force to avert an incident, participating in demonstration 
activities, interactions during performing arts activities.  
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• Observe the College and statutory requirements not to smoke (including e-cigarettes) on 
the College premises, except in designated smoking areas.  

• Ensure that alcohol or any prohibited substance (e.g., drugs) are not consumed while they 
are on the College premises or are in the presence of students. Visitors must not smell of 
alcohol or any prohibited substance and/or be impaired in any way, while on the College 
premises or in the presence of students, through the consumption of alcohol or any 
prohibited substance at any other times. 

• Ensure that alcohol or prohibited substances are not brought onto the College premises 
or to any authorised College event.  

• Avoid discussions about the conduct, competency or efficiency of all personnel and/or 
students associated with the College except in the pursuance of their responsibilities as a 
Visitor.  

• Maintain confidentiality and avoid disclosure of any confidential or sensitive information 
about the College, any personnel and/or any student associated with the College to 
anyone (either inside or outside the College) who does not have a proper or legitimate 
purpose in receiving it or unless the College and the individual have given express consent 
to such a disclosure.  

• Refrain from communicating with the media (e.g., mainstream or social) about any matter 
related to the College. All media enquiries should be referred to the relevant Head of 
Department/Faculty or the senior member of staff on duty. 

• Treat with caution any offer, gift or hospitality which could suggest a favour is expected 
in return. 

• Adhere to all applicable College rules policies, procedures and risk assessments which can 
be obtained from the Host or the Human Resources Department. 

• Refer to the Policy, Guidelines and Procedures for Educational Visits if applicable (e.g., the 
Visitor is involved in educational visits, especially residential visits).  

• Undertake any required training and/or checks (including the DBS check) to determine 
suitability for the role. 

• Inform the College of any matters that arise which may have a bearing on their current or 
future suitability to work with children and young adults, or the duties they are able to 
undertake. Such instances may include, receiving penalties on your driving licence which 
would affect your eligibility to drive College vehicles and or offences where prosecution is 
pending, or a conviction has been received which may impact a future DBS clearance.  

• Have a DBS clearance, as appropriate and applicable. Where a DBS clearance has not been 
obtained, Visitors will not be able to come into the College to work in regulated activity 
and/or in an unsupervised capacity until confirmation of a satisfactory DBS clearance has 
been received.  

• Ensure that their general conduct outside the College does not negatively impact the 
College (or any member of it), weaken confidence in it or bring it into disrepute.  This 
includes any personal activity on social media.   

• Give notice to the Principal of any current or potential conflicts of interest or any contract 
that may be connected with the College. 

• Seek assistance from their Host or the relevant Head of Department/Faculty on all matters 
that require support, clarification and/or any situations that maybe causing concern.  

 
Note: The above examples are not exhaustive or exclusive. Conduct of a similar nature or within the 
spirit of the Code will be deemed part of the Code of Conduct for Visitors 
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5 Clarification and Discretion 
 

5.1 If clarification or guidance is required on any aspect of this Code or any College policy or 
procedure, Visitors should speak to their Host or the relevant Head of Faculty/Department.   

 
5.2 If a Visitor believes that there has been a breach of this Code or any College policy or 

procedure, they should immediately speak to their Host and/or the relevant Head of 
Department/Faculty.   
 

5.3 The College reserves the right to refuse entry, remove a Visitor from the premises or cease a 
Visitor’s relationship with the College at any time, as deemed appropriate by the Senior 
Leadership Team.   
 

5.4 Please note that the application of the Code of Conduct for Visitors may vary from time to 
time and all related decisions are at the discretion of the Principal.   

 
-------------------------------------------------------------------------------------------------------------------------------------- 

 
Please Detach and Return this Slip  
 
I confirm that I have read and understood this Code of Conduct for Visitors.  In addition, I confirm that 
I understand that as a Visitor, I could be in a position of trust with students.  I am fully aware that any 
abuse of this trust, or action inconsistent with this general Code of Conduct, will result in an 
investigation which may result in being barred from acting as a Visitor for the College and/or legal 
proceedings being taken against me. 
 
 

Visitor Name: 
 
Visitor Signature: 
 
Date: 
 
Host Name: 
 
Host Department:  
 

 
 
 
 
 
 
 
 
 

 
  
 


