Document Title

Visitors procedure

Document Type

Policy

Code

Procedure (X | Strategy

Approved by

SLT

F&GP

Date of final approval

Amended July 2026| Date for review

Mar-28

‘4
Audit Corporation Luto n

Owner

Director of finance and operations

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. Visitor management purpose and principles

To ensure all visitors are managed in line with safeguarding, health & safety and statutory
requirements. To safeguard students and staff by ensuring only appropriate and authorised visitors are
allowed access. To set out clear processes for each visitor category and define accountabilities.

All visitors, volunteers and contractors attending the College are managed through the College Sign In
App. The system allocates visitors to an approved visitor category and records acknowledgement of the
College's Safeguarding and Visitor Information before access is granted.

Visitors are issued with colour-coded lanyards to clearly identify the level of supervision required whilst
on site. The colour of the lanyard forms part of the College's safeguarding arrangements and must be
worn visibly at all times whilst on College premises. Safeguarding underpins every aspect of this
procedure. Visitor categories, supervision requirements, documentation, coloured lanyards and access
permissions are all designed to ensure the safety and wellbeing of students, staff and visitors

2. Legal Framework

This procedure follows the requirements set out by:

Health and Safety at Work etc. Act 1974

Management of Health and Safety at Work Regulations 1999
Regulatory Reform (Fire Safety) Order 2005

Provision and Use of Work Equipment Regulations 1998 (PUWER)
Health & Safety (First Aid) Regulations 1981

Keeping Children Safe in Education (latest)

Children Act 1989 and 2004

Counter-Terrorism and Security Act 2015 (Prevent Duty)
Safeguarding Vulnerable Groups Act 2006

Data Protection Act 2018 / UK GDPR

Equality Act 2010



3. Roles and Responsibilities

Responsible persons Responsibilities

Director of finance and operations Policy owner, accountable for ensuring visitors are
managed safely and compliantly.

Health & Safety Coordinator Operational lead; maintains visitor records, advises
on categorisation, oversees implementation,
Confirms DBS checks and maintains safeguarding
evidence for all contractors and volunteers.

Designated Safeguarding Lead (DSL)/Prevent SPOC Escalation point for safeguarding or Prevent
concerns; authorises/rejects speakers.

Hosts Staff inviting a visitor; ensure the correct
categorisation, completion of forms, and provision of
supervision

Reception Operates the Sign In App system, verifies ID, issues

and retrieves visitor passes/lanyards, keeps logs

HR Confirms DBS checks and maintains safeguarding
evidence for agency staff.

Facilities/IT Oversees contractor induction, access control and
technical permissions where authorised

4. General Standards for all visitors

* The following requirements apply to all visitors, volunteers and contractors unless stated within this
procedure. All visitors must sign in/out using the College Sign In App on arrival and departure.

» All visitors must read and acknowledge the College's Safeguarding and Visitor Information and Health &
Safety Induction presented during the sign-in process Visitors must wear the appropriate College-issued
coloured lanyard at all times whilst on College premises.

*  Visitors must follow all instructions given by College staff and comply with College Health & Safety, Fire
Safety and Safeguarding arrangements.

*  Visitors must not use student toilets; designated staff/visitor toilets are available.
*  Visitors must not take photographs, videos or recordings without prior approval.
*  Visitors must respect confidentiality and data protection requirements.

* The College reserves the right to refuse entry or ask a visitor to leave where safeguarding, security or health
and safety concerns arise.

5. Visitor categories & procedures

5.1 Supervised visitors and Contractors

Supervised visitors and contractors are individuals who may have contact with students but are not approved to
work unsupervised.

Examples include:
e Parents/carers
e Delivery personnel
e Visiting contractors



e Ad-hoc visitors
e Visitors attending meetings
e External organisations not approved for unsupervised access

The host is responsible for:
e notifying Reception in advance of the visit
e ensuring the visitor signs in using the Sign In App
e collecting the visitor from Reception
e supervising the visitor throughout their visit
e ensuring the visitor wears a Purple Lanyard at all times
e returning the visitor to Reception (where appropriate)
e ensuring the visitor signs out before departure

Where a visitor will have direct contact with students, the Host must complete Appendix A - Visitor Risk
Assessment and Information Form and submit it to the Health & Safety Coordinator before the visit.

5.2 Approved (Unsupervised) Visitors and Volunteers

Approved visitors and volunteers are authorised to work without direct staff supervision following satisfactory
safeguarding and compliance checks.

Prior to approval the following must be completed:

e Enhanced DBS Certificate including Children's Barred List check (Child Workforce)
e Identity Verification

e Health & Safety Induction

e Online Safeguarding Module (Smartlog)

e College Code of Conduct read and understood

All documentation must be verified and approved by the Health & Safety Coordinator before unsupervised

access is granted.
Approved visitors and volunteers must:

e signin using the Sign In App
e wear a Yellow Lanyard at all times
e sign out before leaving the College.

5.3 Official Visitors

Official visitors are professionals from Approved Organisations such as the Police, NHS, or Local Authority. Their
safeguarding status is confirmed by their employer, and they may meet named students without supervision in
agreed areas.

* Reception verifies ID and ensures the Official Visitor signs in using the ‘Official visitors’ selection on the sign
in app.

*  Visitors wear blue lanyards at all times.

* Hosts escort visitors to and from their meeting location and retain oversight.



5.4 Visiting Speakers & Organisations

Visiting speakers and organisations enhance the curriculum but present safeguarding and Prevent risks. They
must be appropriately authorised and supervised.

* A \Visiting Speaker Checklist (Appendix B) must be completed and authorised by the Line Manager; escalate
to DSL/Prevent SPOC if concerns exist.

*  Visitors sign in using the sign in app.

*  Visitors must wear a Purple Lanyard throughout their visit

* Asuitably trained member of staff must be present throughout the event.
Any safeguarding or Prevent concerns must be escalated immediately.

5.5 Approved Contractors (Unsupervised)

Approved Contractors are contractors who have been authorised to work on College premises without direct
supervision.

Prior to approval the following documentation must be received and verified by the Health & Safety
Coordinator:

e Enhanced DBS Certificate including Children's Barred List check (Child Workforce)
e Identity Verification

e Contractors Details Form

e Contractors Health & Safety Induction

e Online Safeguarding Module

e College Code of Conduct read and understood

e Where applicable, contractors must also provide:

e Risk Assessments and Method Statements (RAMS)

e Permits to Work, where required, which must be submitted to the Site Team

e before work commences.
Approved Contractors must:

e signin using the Sign In App
e wear a Yellow Lanyard at all times
e sign out before leaving.

Regular approved contractors (including Aegis, Kindred and Aramark) may be issued with a College SALTO access
card and are authorised to retain their Yellow Lanyard between visits.

All other contractors must return their lanyard and any issued access card before leaving the College.

5.6 Visitors Providing Information/Promotional Services

Organisations attending the College to provide information, promotional services or exhibition stands remain
supervised visitors.

Visitors must:
e signin using the Sign In App
e wear a Purple Lanyard



e remain under the supervision of the Host throughout their visit.

For large organised College events (for example Careers Fair, Choices Fair or Personal Development Fair), visitors
may instead be issued with an alternative event-specific lanyard for easy identification. This lanyard must not be
Red, Yellow or Blue.

All event visitors must comply with the requirements of Section 5.1.
All event hosts must complete and tailor to the event a Task risk assessment (Appendix C).

Prior to the event, organisers must ensure each attendee has confirmed they have read and understood:

o Health & Safety Induction
e Safeguarding Information
e College Code of Conduct.

Evidence of compliance must be submitted to the Health & Safety Coordinator following the event using either:

e the approved Microsoft Forms template (College Visitor Compliance Declaration — Fill out form

e ) or
e the College Visitor Compliance Register (Appendix D).

5.7 Finance Auditors/Inspectors

Finance auditors and inspectors requiring unsupervised access must have their DBS status confirmed before
attending.
Confirmation must be provided to the Health & Safety Coordinator for compliance records.

Visitors must:

e signin using the Sign In App
e wear a Yellow Lanyard
e sign out before departure.

All issued lanyards and access cards must be returned before leaving the College.

5.8 Career Mentors
Career mentors are College-approved individuals who work one-to-one with identified students. They

must be approved by the College following completion of the required safeguarding and compliance
checks.

*  Mentor Coordinator maintains a list of cleared mentors.
*  On-site mentors follow supervised sign-in unless otherwise authorised.
* Mentors may meet students in designated locations only and must report any concerns immediately.

7.Health & Safety Provisions

The College has a duty to ensure that visitors are not exposed to unnecessary risks while on site.


https://forms.cloud.microsoft/e/RkHbY8L9CX

* Portable equipment brought on site must be safe for use and suitably maintained (PAT tested where
required).

»  Visitors must not obstruct fire exits, circulation routes or emergency equipment.

* Any accidents, incidents or near misses involving visitors must be reported immediately in accordance with
the College Health & Safety Policy.

*  Hosts remain responsible for ensuring visitors comply with Health & Safety requirements.

8.Fire Safety

Visitors must be able to evacuate safely and promptly in the event of a fire.

* Hosts must brief visitors on fire alarm signals, evacuation routes, and assembly points.

«  Personal Emergency Evacuation Plans (PEEPs) must be arranged in advance if required.

*  Lifts must not be used during evacuations.

*  Visitors must follow the instructions of Fire Wardens and College staff at all times.

*  During sign in, visitors must indicate whether they require assistance during an emergency evacuation.
Where assistance is required, the Host must ensure appropriate evacuation arrangements are in place
before access is granted

10. Emergency Arrangements
In the event of an emergency, the College will take all reasonable steps to ensure the safety of students, staff,
visitors and contractors. .

»  Visitors must follow College emergency procedures and staff instructions.

* Hosts must remain contactable and take responsibility for their visitors during incidents.

*  Contractors and high-risk visitors may be issued radios for communication in emergencies.
»  Security or Reception should be contacted immediately in the event of an incident.

11. Record Keeping

Visitor, volunteer and contractor records are maintained using the College Sign In App and supporting
compliance documentation.

The Health & Safety Coordinator is responsible for maintaining central records of:

e DBS confirmations

e |dentity verification

e Health & Safety Inductions

e Safeguarding training

e Code of Conduct acknowledgements Contractor documentation
e Visitor compliance records

Documentation is stored securely within the Health & Safety SharePoint site in accordance with the College

Records Retention Schedule

12. Review

This procedure will be reviewed annually, or sooner if required due to changes in legislation, incidents, or
operational needs. The review may be brought forward following incidents, audits, inspections, or changes in
legislation.



Appendix A: Visitors’ Risk Assessment Form

Risk Assessment and Information Sheet for

Visitors working with students

Luton

Visitor’s Name

Department being visited

Luton SFC Host

Start date & time of arrival

Leaving date

Activity to be engaged in

Frequency of visits
(e.g. 1-2 days only/once or twice per
week)

Supervised Visitor?

Yes

No

Name of person supervising

Unsupervised Visitor?
(Only possible after DBS clearance has
been obtained)

Yes

No

Visitor accompanying students
on a residential trip?

(Only possible after DBS clearance has
been obtained)

Yes

No

Will email and internet access

be required?
(if yes note reason)

Yes

No

A. For Supervised Visitors:

| confirm that | will ensure appropriate levels of supervision and monitoring will always be maintained and the

visitor will not be permitted to work alone with students.

Y724 g =T U PR

This form should be returned to the Health & Safety Administrator, in advance of the Visitor commencing work with students.

Appendix B: Visiting Speakers, Organisations and Events Checklist 1. About the event



Date/time of event Organiser

Location Audience (e.g.
group/course/staff)

Speakers(s) Topic of Presentation or
Promotion

Organisation Address of organisation and

contact details (email and
telephone number)

2. Checklist

Consideration Yes/No Details

| have researched the speaker/ organisation Background:
and/or know them from previously (or from a

recommendation).

| have considered the benefits that the Benefits:
speaker/organisation will bring to students and

the College.

| have thought about potential risks (e.g. Risks:

controversial views, disruption, inappropriate
subject matter).

A member of staff will accompany them at all Safeguarding: If NO you MUST speak to the Health & Safety
times. Coordinator before confirming your event.
Additional measures put into place following Additional measures recommended by manager

discussion with Line Manager.

3. Declaration and Authorisation
a. | confirm that | have read and understood the relevant College Policies and Procedures relating to Visiting Speakers,
Organisations and Events and Safeguarding (including Health & Safety). | also understand that | am responsible for the event
and any issues that may arise as a result of the event.

Organiser’s Name ......ccccoecveeiiieenieeescieeesnnen SIBNALUIE «oovvveiieiee e DAt
b. | authorise for the above event to take place having considered all the advantages and risks of hosting the event. | also
understand that | am responsible for the event, along with the organiser, for any issues that may arise because of the event.
OR

I have concerns about this event and/or would like to discuss this further with the Principal (as the Designated
Safeguarding Lead) for guidance and/or authorisation. Line
Manager of organiser:

Line Manager’s Name ......cccccocveevevveeecnveecnnen. SIgNAtUIE covvvviiieeeccieeee e DAt iiieieierirtisriste e
c. lapprove /do not approve the event and have communicated my decision to the event organiser and their Line Manager.
NAME coeeiiiceeeeceree e SIZNATUIE weveeeiciiee e DAt

Completed form to be retained by the Faculty/Department. Copy to the Health & Safety Coordinator in advance of the
event.



Appendix C: Task/Area Risk Assessment

Summary title of activity/task being risk assessed: Visitor
Information and/or Promotional Stands

Risk Assessment No:

Areals where activity takes place:
Reception, westside (if lunch required), Sports hall, Corridors around the central building

Date of Risk Assessment: 03/10/2025

Monitor actual work practice against this Risk Assessment on the day

Assessed by: Sherrie Buchanan
Please print name & Company
Signature:

Print name:

Company:

Head of Department signature confirms that all control
measures are in place:

Head of Department:
Please print name

Signature:

Date:




Method Statement - Description of the activity - WHO?, HOW? WITH WHAT?

Various outside agencies with information for students/staff Date:
Specific Work Equipment to be used: First Aid equipment and risk assessment for placements (Procedures in place and followed)

Equipment PAT tested as per Risk Assessment - N/A

Level of Skill/Training Required:

Familiarisation
COMPLIANCE
Applicable Legislation Chemicals/Materials involved COSHH Location of sheet
Sheet No. for reference
Health & Safety at Work Act/Management regulations Yes
N/A
Electricity at Work Regulations Yes
N/A
Workplace (Health, Safety & Welfare) Regulations Yes N/A
Provision and Use of Work Equipment Regulations PUWER No N/A
Manual Handling Operations Regulations Yes N/A
Health & Safety (Display Screen Equipment) Regulations No Permits obtainable from Site Supervisor- File in reception
Control of Substances Hazardous to Health Regulations No Permit to Work
COSHH ) o N/A
If yes, please go to Chemicals/Materials involved box and
complete.
Working At Height Regulations 2005 No Hot Works N/A
Confined Spaces N/A
Please add any others below
Excavation N/A




Service Isolation

N/A

Hazard Classification X where applicable

Physical Injury Hazards

Mobile Plant

Moving parts of machine

Moving materials X

Falls from height

Access Equipment

Slips, Trips, Falls | X

Excavations

Pressurised Systems

Electrical

Hot Work / Fire

Explosion

Other (please specify)Eye
injury

Physical Agents

lonising Radiation

Lasers

Ultraviolet Light

Cold Objects

Hot Objects

Temperature

Noise / Vibration

Other (please specify)

Hazardous Substances

Micro-organisms

Hazardous Substances

Vermin / Weil's Disease

Manual Handling

Manual Handling Injury

x | Load blocking vision

Bulky/Heavy/Unbalanced
load

Other

Weather X

Lone Working

Confined Spaces

Safeguarding




Hazards created | Hazard Persons Existing Control Measures mitigating Further Control By Whom By When Current
and potential Classification | at Risk risk Measures Required (maximum | Risk
injury (see previous 3 months) | Rating —
page) Red
Green

Accessing the| Health and Students Email sent out prior to event regarding Other staff Available | Person Ongoing Green
college car park | safety and staff access and arrival. on Radio for any | development

A member of staff team will be situated assistance Team

near the entrance of the college to

signpost visitors.
Moving items | Manual Exhibitors | Trolleys will be provided by the Site Site team/PDF | Ongoing Green
(display stands, | handling department and situated in the car park. Team
etc.) from the The member of staff manning the car park
college car park will inform exhibitors of access to the
to the college trolley. _

Exhibitors who require extra support

unloading prospectuses etc, helpers will

be available to support them.
Entering the Safeguarding Student All expected guests are known in The dedicated PDF Team Ongoing Green
college and staff advance. reception area will be

manned by a

staff/student team




On the premises | Safeguarding Student PDF Team Ongoing Green
and staff Visitors will receive a visitor’s pass. Visitors will receive
an information sheet
Visitors on entry will be shown to their identifying the
display area, once settled they will be safeguarding
signposted visitors toilets and hospitality | designate &
area, they will be informed of evacuation evacuation
procedure in case of emergency and
visitors information sheet.
Visitors will be remotely supervised by
staff helpers around the building
Visitors will be informed that
photographing students is not allowed.
Exiting the Safeguarding Students On exit, visitors will be signed out. Emily Parkes Ongoing Green
college and staff
and
visitors
Slips and falls Health and Students, Site team Green
safety Slips staff, Furniture will be provided and be in place Ongoing
and fall exhibitors | prior to visitors arrival. Visitors will handle
their own equipment as they are used to
doing.
Overcrowding Health and Students, Stalls are spread out around the building PDF Green
safety staff, in wider areas of the corridors. Security Team/Security Ongoing
Slips and falls | exhibitors | and PDF team will be walking around to
Weather move on big groups

All Sports events are in the sports hall
and/or outside weather and timetable
permitting




Physical injury Health and Students, Display stands will be situated close to PDF team Ongoing Green
safety staff, walls, fire exits must be kept clear Any
exhibitors | leaflets and items will be kept on a table
and picked up should any fall on to the
floor.
Physical activities will be supervised by
trained staff from agencies and our Sports
Development staff
Physical Electrical Students, Supplied by college if necessary and Site team Before Green
Equipment staff, agreed in advance event
exhibitors
Hot drinks Health and Students, Drinks served at Reception only. Tables PDF Ongoing Green
(tea/coffee stand | safety staff, positioned away from main walkways. Team/Kindred
at Reception) exhibitors, | Spillages cleared immediately by cleaning
visitors st_aff. . .
Visitors advised to bring own lunch to
reduce westside use.
Medical Health and Students, First aiders on site at all times. Rostered first Ongoing Green
emergencies safety staff, First aid kits available. aiders
Health and visitors Incidents logged on Smartlog after the
safety event.
Crowded areas Health and Students, Clear signage if required and supervised PDF team Ongoing Green
safety staff, visitor flow.
exhibitors, | Staff guide visitors to stalls.
visitors Fire exits kept clear.
Security and PD team monitor and
disperse groups.
Pre-event Safeguarding / | Visitors, All guests provided with Visitor Emily Ongoing Green
compliance (H&S | compliance students Procedure, H&S Policy, Safeguarding & Parkes/Sherrie
policy and Visitor Information, and event Risk Buchanan
safeguarding assessment prior to arrival. Guests
information) must complete Supervised Visitors

Form before attending.




Personal Protective Equipment Required

Description of what is required

Flat soled shoes, Safety shoes with hard N
caps, Boots, chemical resistant

Gloves - type specific to task —Kevlar anti N
cut, chemical resistant etc

Protective clothing, i.e. overalls, helmet, N
etc.
Mask, type specific to task. N

Training required?

Safety glasses, goggles, visor N

Other: please specify.

Please save with descriptive title for RA & date




Luton
Appendix D- College Visitor Compliance Register SIXTH FORM

This register is to be completed for organised events where multiple visitors attend. By signing below, each
visitor confirms they have read and understood the required College documentation prior to entering
College premises.

Event Title:
Event Date:
H&S Safeguarding & Code of
No. Visitor Name Organisation / Company Induction info Conduct Signature

Read & Read & Read &
Understood | Understood Understood

1 o m) o

2 a m) o

3 a m) [m]

4 [} [m] [m]

5 a m) [m]

6 [} [m] [m]

7 a m) o

8 o m) o

9 a m) o

10 o m) o

11 [} [m] [m]

12 a m) [m]

13 [} [m] [m]

14 a m) o

15 o m) o

16 a m) o

17 o m) o

18 [} [m] [m]

19 a m) [m]

20 o m) o

21 a m) [m]

22 o m) o

23 a m) o

24 o m) o

25 a m) o

26 a m) [m]

27 [} [m] [m]




28
29 o o
30 o o

Event Organiser:

Host Declaration:

| confirm that the above visitors attended the event and that each individual confirmed they had read and
understood the College Health & Safety Induction, Safeguarding & Visitor Information and Code of Conduct

prior to entering College premises.

Host Name: Signature:

Please send completed register to Health & Safety Coordinator upon completion.

Date:
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