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This Policy should be read in conjunction with the following Landmarks policies and documents:

Policies Documents

Safeguarding Children Safeguarding Employee Handbook Code of

Young People Health and Safety Conduct

Safely Returning to Work Keeping Children Safe in Education — Part One

Equity, Diversity and Inclusion
Complaints and Concerns
CCTV Policy

All college policies are impact screened by the Safeguarding, Prevent and Equalities Committee
(SPEC) when material changes are proposed to policies. It is for the Policy Author to highlight to
SPEC when material changes are proposed.

The policy has been reviewed using the Equality Impact Screening tool (EIS), positive impact is
explicitly intended and very likely.

This policy was EIS by SPEC on:

Page 1 of 4



Policy 4.9 - Visitors

1. Introduction

Landmarks Specialist College is committed to maintaining a safe, secure, and welcoming
environment for all learners, staff and visitors. This policy outlines the procedures for
managing visitors to ensure the safety and wellbeing of everyone.

2. Purpose
The purpose of this policy is to:

Ensure the safety and security of learners, staff, and visitors.
Monitor and regulate visitor access to the college premises.
Prevent unauthorised access and potential risks.

Promote a professional and respectful environment for all.

3. Definition of Visitors
Visitors include, but are not limited to:

Parents, carers, guardians, and family members.

External professionals (e.g., therapists, social workers).
Contractors and service providers.

Inspectors, local authority representatives, and other officials.

Volunteers and guest speakers.

4. Visitor Procedures

Visitors to the college must ensure that an appointment is made prior to attending
any college site.

All visitors must report to the main reception upon arrival and provide identification
where necessary.

Visitors must sign in and wear a visitor's badge while on the premises.
Remain in areas as instructed by college staff (i.e. meeting rooms, etc.)
A member of staff must accompany visitors at all times unless authorised otherwise.

Under no circumstances should a visitor take photographs, recordings (video or
audio) without the express permission of the senior management team.

Cooperate with the college by observing safety rules and complying with any notices
of instructions given by staff.

Take reasonable care for the health and safety of himself/herself/themselves and the
people in the environments where the visit occurs.

Report an hazards or areas of concern identified.

Visitors must follow all college policies, including safeguarding, health and safety,
and data protection.

Visitors must sign out at the reception before leaving the premises and return their ID
badge to staff on reception.

The college operates a code of conduct that applies to all learners, staff and volunteers. We
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hope that visitors will support our endeavours by following this code. If a visitor wishes to
view the code of conduct, please seek guidance from your host.

The college operates zero tolerance towards any abusive behaviour from any members of
staff, learners, visitors, contractors or volunteers. In the event of this occurring staff and
learners will be dealt with through disciplinary procedures. Visitors, contractors and
volunteers will be asked to leave the college premises immediately and the matter will be
reported to the senior management team who may initiate further action dependent upon the
nature of the incident.

5. Regular Visitors/Volunteers and People on Work Experience

Regular is defined as a frequency equal to or greater than once per week, or planned
contact throughout the year (i.e. external careers advisors, counselling sessions, etc.). these
visitors do not need to be risk assessed. Regular visitors:

Will be DBS checked and have references taken up prior to the visits taking place.

Will receive information as to what to do in case of an evacuation by the member of
staff initiating the visit of the HSE Manager.

Will adhere to normal signing in and out procedures.

Will display either a visitor badge or allocated ID card.

5. Visiting Professionals/External Speakers

There may be occasions where Landmarks Specialist College invites other
professionals into the college to talk to learners, for example when delivering learner
workshops. External speakers are not expected to have a DBS, but will be subject to
an ‘external speakers risk assessment’ (see safeguarding policies) to ensure that
learners will not be subjected to inappropriate material. External speakers must be
chaperoned at all times while on site.

5. Staff Responsibilities

Staff will wear identification badges at all times whilst on college premises.
Staff are to behave in a professional manner and be courteous at all times.
Where visitors require access to areas other than the designated areas (i.e. toilets,

etc.) they are to be accompanied at all times by a chaperone, unless authorised
otherwise.

5. Safeguarding and Security

All visitors working directly with learners (e.g., therapists, counsellors, external
support staff) must provide appropriate safeguarding documentation, including DBS
checks where applicable.

Visitors should not be left alone with students unless specifically authorised by
college management. Where visitors (with a DBS) are left alone with learners they
must be located in a room that is protected by CCTV.

Any suspicious behaviour or concerns about a visitor should be reported immediately
to one of the Designated Safeguarding Officers (DSO). Details of DSOs can be found
on the ‘Safeguarding Information for Visitors’ leaflet provided when signing in.

Page 3 of 4



Policy 4.9 - Visitors

The college reserves the right to refuse entry or remove any visitor who poses a risk
or does not comply with this policy.

CCTV operates across all college sites and is actively monitored for crime
prevention, security and the protection of vulnerable individuals. Access to CCTV
footage is strictly controlled and limited to authorised personnel.

Landmarks Specialist College has a legal duty of care for the health, safety and wellbeing of
all learners and staff. This duty of care incorporates the duty to safeguard all learners from
subjection to any form of harm, abuse or nuisance. It is the responsibility of all staff to ensure
that this duty is uncompromising

6. Special Considerations

Visitors should be mindful of the specific needs of students and act in a way that is
supportive and not disruptive.

Noise levels should be kept to a minimum to avoid causing distress to learners.
Where contractors are attending site to carry our maintenance and power tools are to
be used, the relevant staff will be made aware in advance so that reasonable
adjustments can be made.

Visitors should respect learners' personal space and communication preferences.

7. Emergency and Health & Safety Procedures

In the event of an emergency, visitors must follow staff instructions and evacuation
procedures.

Visitors must familiarise themselves with fire exits and assembly points upon arrival.

The college will promote best practice in infection control, this is especially important
after handling animals. All visitors should wash hands or use hand sanitiser after
visiting the animal areas.

Visitors to the farm must also use the foot dip at the main entrance when arriving and
leaving the farm premises.

Visitors are reminded that Landmarks Specialist College operates a no
smoking/vaping campus where smoking and vaping of any kind is not permitted
under any circumstances.

8. Monitoring and Review
This policy will be reviewed annually to ensure its effectiveness and compliance with legal
and safeguarding requirements. Any amendments will be communicated to all stakeholders.

This policy ensures that visitor management at Landmarks Specialist College prioritises
safety, security, and the wellbeing of all individuals within our college community.
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