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NOTES ON RULES FOR VISITORS
The Rules for Visitors are set out on the next page.

The safeguarding of young people at Concord College is of utmost importance and every member of staff
responsibility. These rules set out the arrangements for managing visitors and contractors to the College
campus to protect the safety of students and staff.

The Principal and the Bursar have the right to prohibit the access or presence of any visitor to the campus
when there are legitimate safeguarding, security or health and safety concerns about the individual.

In the event of a fire or other emergency it is imperative that it is known who is on campus and their
location. We do this by maintaining a record of the name, time of arrival and departure and whereabouts
of all visitors.

Our procedures for the control of visitors are outlined below.
Any member of staff receiving a visitor must ensure that:
e the visitor signs into the electronic visitor system in the reception on arrival and signs out on

departure. These signing in points are located at Main Reception and in the Estates Office.

e the visitor remains in the reception area until they are collected by their host or directed to meet
their host.

e all visitors must visibly wear a visitor lanyard and badge at all times they are on campus.
e the host must accompany the visitor at all times whilst on College premises.

e any incident involving a visitor is reported to the Concord Senior Team without delay. Injuries
should be recorded on an official Accident Report Form and this should be passed to the Health,
Safety & Fire Officer.

e visitors must comply with the College’s policies and procedures.
Any person receiving a contractor must ensure that:
e contractors report to the Estates Office on arrival where they are asked to sign in and out on

leaving the premises.

e contractors complete the appropriate ‘Authorisation for Contractors to Work at Concord College’
form and provide the Estates Office with the appropriate health and safety documentation before
commencing work on the premises.

e all contractors must visibly wear a visitor lanyard and badge at all times they are on campus.

e any incidentinvolving a contractor is reported to the Estates Manager without delay. Injuries
should be recorded on an official Accident Report Form which can be found HERE and this
should be passed to the Health, Safety & Fire Officer.

e contractors must comply with the College’s policies and procedures.
An enhanced DBS check (with children’s barred list check) is required for any contractor or temporary
worker carrying out work on College premises regularly (once a week or more, or on four days or more, in
a single month or overnight), and whose work involves the opportunity for contact with students. Prior to

the relevant checks, the contractor or temporary worker must be supervised at all times.

All staff are reminded that they should challenge any unknown person on site, if not wearing the
appropriate lanyard and/or supervised accordingly.

These Visitor Rules should be read in conjunction with Policy 13.5 ‘Identity Cards and Lanyards'.
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https://concorduk.sharepoint.com/sites/ccc-healthandsafety/SitePages/Incident-Report-Form.aspx

VISITORS TO CONCORD COLLEGE

Concord College extends a warm welcome to
visitors.

All visitors must sign in using the electronic visitor
system. By entering their details in the visitor
system the visitor is indicating that they
understand their obligations. Visitors must sign
out on departure and return their visitor badge
and lanyard.

Visitors must remain in the reception area until
they are collected by their host or directed to
meet their host.

Visitors will be accompanied at all times while
they are on campus, unless they have been pre-
authorised as an unaccompanied visitor.

Safeguarding the welfare and safety of our
students is our highest priority at Concord
College. We ask that all visitors remain vigilant
during their visit and report any concerns
immediately to a member of Concord staff, or
before leaving the campus.

To help safeguard students, visitors are expected
to:

¢ Not take photographs of any students,
other than their own children

e Not enter boarding areas unless
accompanied by a member of Concord
staff

e Wear the visitor lanyard and badge visibly
at all times while on campus

e Not use student toilet facilities

e Observe the College’s no-smoking policy
across the campus

e Drive carefully and responsibly when on
College grounds.

If you have any concerns about a student’s
welfare or safety, then actimmediately. Please
speak to any member of Concord staff and
consider asking to speak to a member of the
College’s safeguarding team:

Mr Jeremy Kerslake (Designated Safeguard Lead)
Jeremy.kerslake@concordcollege.org.uk

Ms Susan Correll (Deputy Designated Safeguard
Lead) S.Correll@concordcollege.org.uk

Mr Daniel Wilson (Deputy Designated Safeguard
Lead) Daniel.Wilson@concordcollege.org.uk

In the event of discovering a fire (or hearing a
fire alarm): operate the nearest red call point,
leave the building by the nearest safe exit, go to
the nearest fire assembly point (or ask a member
of staff to direct you to it).

ACCESS TO AND MOVEMENT AROUND THE
CAMPUS

All visitors must follow the route designated
by their host while on campus.

Visitors must wear the visitor lanyard and badge
visibly at all times while on campus.

There is no access to boarding accommodation
unless accompanied by a member of staff.

Users of the College car park do so at their own
risk. The College accepts no responsibility for any
damage, accidents or losses to visitor's property.

Visitors must ensure that their vehicle is left in an
approved parking area. Vehicles must not
obstruct fire escape routes, private or public
access and other vehicles.

CCTV is in operation across our campus.

The College is a non-smoking campus, and
visitors are not permitted to smoke or use
electronic cigarettes (e-cigarettes).

When accessing certain controlled areas visitors
must use protective clothing and equipment.

Visitors must report any accident, injury or
dangerous occurrence to their host immediately,
who will then report this to the College’s Health,
Safety and Fire Officer.
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