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STAFF & VISITOR
GUIDANCE

• Guests visiting NCL campuses

• Staff visiting external premises
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BACKGROUND

As a country we are currently experiencing a public 
health emergency as a result of the COVID-19 
pandemic. As an educational establishment, it 
is critical that we take appropriate steps and set 
out clear guidance to help minimise the risk of 
transmission of COVID-19. This will help ensure that 
the health and wellbeing of our visitors, partners, 
learners and employees is not compromised, and 
that we do not contribute to the spread of the virus.
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Consultation 
This document was created 
by the NCL Public and External 
Business Scenario Planning Group, 
as a consequence of an agreed 
outcome/action from the scenario 
planning sessions that took place 
in May and June 2020.

A draft document was produced 
by the scenario planning 
workgroup and presented to the 
following groups for consultation 
and input:

• NCL Staff including: Work Base 
Assessors, Business Development 
Staff, H&S & Estates Managers, and the 
Executive Board.

• Local Employers & Businesses 
including: Speedy Services (Tool Hire 
Co), Argent Energy (Biodiesel Co) and 
the Federation of Small Businesses.

• External Stakeholders including:  
North Lanarkshire Council and Routes 
to Work Representatives.

• NCL Trades Union Representatives 
including: EIS, Unison and Unite 
Representatives.

Each of these groups were given a copy of the original draft and provided us with 
their comments. Where appropriate, changes and amendments were included in 
the document.

The document provides guidance to all college external visitors, commercial learners (those 
learners visiting a campus to attend commercial courses e.g. FWDF courses and courses 
organised via the commercial development team etc. ) and college staff members on how 
to safely visit the college or other external premises during this pandemic, ensuring everyone 
complies with current guidelines. This guidance comes into effect immediately and will be 
updated and renewed as circumstances change, in line with the latest government advice. 

The guidance does not supersede any legal obligations relating to health and safety, 
employment or equalities and it is important that you as a visitor continue to comply with your 
existing obligations, including those relating to individuals with protected characteristics. 

Managing Risk Objective
To reduce risk for the college with regards visitors, commercial learners and partners to the 
lowest level that is reasonably practicable.



Objectives of the NCL Staff and Visitor Guidance
• To minimise risk of COVID-19 infection by taking preventative 

measures, in order of priority. 

• Commercial learners will have access to the college from 21st 
September 2020 to attend any agreed training. 

• Until January 2021, all other external visitors will only have access 
to the college with prior consent. Visits will only take place upon 
agreement with the appropriate Head of Service or Faculty and 
final approval by a member of the Executive Board.

IMPORTANT NOTE:
To ensure that the correct guidance is followed, this guidance document is divided 
into 4 sections, with individual guidance tailored to suit the type of visit taking place. 
 
Depending on the nature of your visit, please go directly to the appropriate section 
of this document and ensure that you follow the guidance detailed within that 
section as follows:

Go to:
Section 1 – For external visitors requesting access to NCL premises for audits,  
meetings, etc.

Section 2 – For commercial learners requiring access to NCL campuses to 
participate in commercial courses e.g. FWDF courses and courses organised via the 
commercial development team etc.

Section 3 – For staff organising campus visits by external visitors for meetings, 
events etc. 

Section 4 – For staff visiting external premises to carry out NCL business, work based 
assessments etc.

IT MUST BE NOTED THAT PRIOR TO ARRANGING ANY VISIT, THE STAFF MEMBER MUST 
REFLECT AND REVIEW IF THE VISIT IS URGENT, CONTRACTUAL OR CAN BE COMPLETED 
BY VIA ELECTRONIC MEANS. SECTION 1
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Guidance for External Visitors Requesting Access to NCL Premises

Pre-Visit Measures

• Where a face-to-face meeting is considered necessary, the relevant college staff member 
will initially seek internal Executive Board approval.  They will notify you of the outcome and 
if approved, will seek confirmation of your contact details, which will only be used for the 
purposes of NHS Scotland’s Test and Protect service.  In order to assist in the containment of 
the virus, we will only share your data when it is requested directly by NHS Scotland. 

• The college staff member will provide you with the confirmed visit information. It is 
important that you are comfortable and fully understand the external visitor guidance prior 
to visiting the campus on the agreed date and time.

College Campus Visit

• Please do not travel to or visit the college if you are feeling unwell on the lead up to your 
agreed visit.  You must stay at home and inform your college staff member contact or call 

college reception on 0300 555 8080 to advise you will not be attending the meeting.

 
• Prior to entering the college campus, please ensure you are wearing a face covering and 

this should continue to be worn within campus open space areas or wherever it’s difficult to 
stay 2 metres away from other people.

• On entry to the college, please use one of the sanitising stations available to thoroughly 
sanitise your hands.  Thereafter make your way directly to the Reception to record your 

attendance. 

• Please ensure you adhere to the timeslot allocated and report to Reception at that time.  
Reception staff will check that you understand and agree to follow our safety guidelines.  
You will be issued with a single-use visitor lanyard and the college staff member you are 
meeting with will be there to welcome you. 

• Visits by external visitors will be staggered.

• The college staff member will direct you to a designated meeting room, which will be 
located near to Reception.

• On entry and exit of the room, both the college staff member and external visitor should use 
the hand sanitising station available to sanitise their hands.

• The meeting room will be sanitised, with surfaces cleaned prior to your arrival. This will be 
repeated after your meeting.

• The meeting room will be set up to support two-metre social distancing measures. Where 
social distancing measures can be maintained during the meeting, face coverings will not 
be necessary but can continue to be worn if preferred. 

• The college staff member will accompany you should you require to move within the 
campus. We would request you wear your face covering at this time and follow signage in 
respect of flow of traffic. 

• Should you wish to use toilet facilities during your visit, the college staff member will provide 
clear directions as to the nearest toilet facilities.  Please ensure you wear your face covering 
and sanitise your hands prior to re-entry to the meeting room.

• The college staff member will monitor the time of the meeting, to ensure that the duration 

does not exceed the agreed end time.

• On leaving the meeting, the college staff member will direct you to leave via Reception to 
record you leaving the college campus and to dispose of your lanyard.

Fire/Emergency
• In the event of an emergency, all visitors must leave the premises immediately via 

the nearest safe exit and report to the designated assembly point.  Do not re-enter the 
premises until you are advised it is safe to do so.

 We thank you for your patience and understanding in following these guidelines to ensure 
your safety and that of our staff and learners.
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SECTION 2

Guidance for Commercial Learners Accessing NCL Campuses

Pre-Visit Measures

• Prior to your training course, you will be provided with an Employee Information Sheet 
direct from the college confirming the dates, times and location of your training course.  
This will include a copy of this guidance.  It is important that you are comfortable and fully 
understand the commercial learner guidance prior to visiting the campus. 

• Where possible, you will complete an online college enrolment form prior to 

commencement of the course.

• The college staff member arranging the visit must book all external visitors through ‘The 
Clan’ using the homepage ‘Book a Visit’ button.  Visitors will not be permitted to enter the 
building unless this has been done and the college has the relevant information needed.

• Please do not visit the college unless you have confirmation of your training course dates 
and times.

• If you are uncertain as to any arrangements made, please get in touch with the person 
within your organisation who organises your training, who can then liaise with the college if 
required.

College Campus Visit

• Please do not travel to or visit the college if you are feeling unwell on the lead up to your 
agreed visit. You must stay at home and inform your employer to advise you will not be 

attending the training course. 

• Prior to entering the college campus, please ensure you are wearing a face covering. This 

should continue to be worn within campus open space areas or wherever it’s difficult to 

stay 2 metres away from other people.

• On entry to the college, please use one of the sanitising stations available to thoroughly 

sanitise your hands. Then make your way direct to the Reception. 

• Please ensure you adhere to the timeslot allocated within the Employee Information 

Sheet provided and report to Reception at that time. Reception staff will direct you to the 

appropriate training room. 



• On entry and exit of the training room please use the hand sanitising station available to 
clean your hands.

• The training room will be sanitised, with surfaces cleaned prior to your arrival. This will be 

repeated after the training session.

• The training room will be set up to support two-metre social distancing measures. Where 

social distancing measures can be maintained during the training session, face coverings 

will not be necessary but can continue to be worn if preferred. 

• For those learners who have not been able to complete an online college enrolment 

form prior to starting of the course, this will be completed at the start of the course under 

guidance from your Lecturer, including confirmation you understand and agree to follow 

our safety guidelines when attending college. 

• When moving within college corridors, open space areas and where it’s difficult to stay 2 

metres away from others, we would request that you wear your face covering and follow 

signage in respect of flow of traffic.

• A learner pack will be provided, where appropriate, that will include pen, paper and any 

study notes within a folder pocket for your use during the training course and for you to 

retain. 

Fire/Emergency
• In the event of an emergency, all visitors must leave the premises immediately via 

the nearest safe exit and report to the designated assembly point.  Do not re-enter the 
premises until you are advised it is safe to do so.

 We thank you for your patience and understanding in following these guidelines to ensure 

your safety and that of our staff and learners.

SECTION 3
13
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Guidance for College Staff Organising Campus Visits by 
External Visitors

Pre-Visit Measures

No college staff member should have more than one external visitor meeting per day and 
there should be no more than one college member and external visitor in attendance at a 
meeting. 

Where a College staff member considers a face-to-face meeting necessary:

• The college staff member must first complete Section 1 of the External Visitor Request Form 
(see Appendix 1) and submit to their Head of Service or Faculty, where possible, a minimum 
of two days prior to the visit.  

• If approved, the Head of Service or Faculty will complete Section 2 within the form and 
thereafter submit to a member of the Executive Board.  If they do not approve the request, 
the form should be updated and returned to the college staff member.

• The Executive Board member will update Section 3 of the form with their decision and return 
to the Head of Service or Faculty.

• The Head of Service or Faculty will notify the college staff member of the final decision.

• If approved, the college staff member will complete Section 4 and submit to the 
appropriate Campus Health & Safety Adviser, together with a completed Risk Assessment 
Form in respect of the visit for approval.  Contact information for the external visitor is 
essential for contact tracing purposes. 

• The Campus Health & Safety Adviser will complete Section 5 and return to the college staff 
member.  

• The college staff member arranging the visit must book all external visitors through ‘The 
Clan’ using the homepage ‘Book a Visit’ button.  Visitors will not be permitted to enter the 
building unless this has been done and the college has the relevant information needed.

• The college staff member will provide the external visitor with the confirmed visit information 
together with together with a copy of this guidance.

• The Campus Health and Safety Adviser will arrange for the External Visitor Timetable to be 
updated and made available to the appropriate Reception staff and Estates team.

College Campus Visit

• Prior to welcoming your external visitor at Reception, please ensure you are wearing your 
face covering and you have sanitised your hands by thoroughly washing your hands or 
using one of the sanitising stations available.

• Please ensure you adhere to the timeslot allocated and report to Reception at the 
appropriate time to welcome your external visitor.  

• Visits by external visitors will be staggered to minimise risk of infection.

• Once Reception staff confirm the external visitor’s understanding and acceptance of 
our safety guidelines, you will direct them to the designated meeting room, which will be 
located near to Reception to reduce the risk of infection.

• On entry and exit of the room, both the college staff member and external visitor should use 
the hand sanitising station available to sanitise their hands.

• The meeting room will be sanitised, with surfaces cleaned prior to your arrival and repeated 
afterwards.

• The meeting room will be set up to support two-metre social distancing measures. Where 
social distancing measures can be maintained during the meeting, face coverings will not 
be necessary but can continue to be worn if preferred. 

• Should you require to move within the campus during the period of the visit, please 
accompany your external visitor with face coverings being worn and follow signage in 
respect of flow of traffic.

• Should the external visitor wish to use toilet facilities during their visit, please provide clear 
directions as to the nearest toilet facilities, request that they wear their face covering and 
sanitise their hands prior to re-entry to the meeting room.

• Please continue to monitor the time of the meeting during the visit, to ensure that the 
duration does not exceed the agreed end time.

• On exit of the meeting room, please sanitise your hands using the sanitisation station 
available and direct your external visitor to leave via Reception where you should record 
that they have left the campus.

Fire/Emergency
• In the event of an emergency, all visitors must leave the premises immediately via 

the nearest safe exit and report to the designated assembly point.  Do not re-enter the 
premises until you are advised it is safe to do so.
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SECTION 4

Guidance for College Staff Visiting External Premises

Pre-Visit Measures

During this period of COVID-19, all staff visiting external premises must, in the first instance, 
reflect and review if their communication is urgent or contractual and if it can be done 
through electronic means.

Where electronic means is not possible, staff must seek approval from their line manager for 
an external visit.

Where a visit must take place, staff will:

• Agree an appropriate date and time for the visit in advance with a responsible officer of the 

external organisation (e.g. the Line Manager of an apprentice), and confirm acceptance of 

the visit with the external officer. 

• The purpose of the visit must be explained to the organisation (progress review, 

observations of work activities, etc.) with an indication of how long the visit will take.

• Request sight of the organisation’s relevant safety policies and/or guidance in respect of 

external visitors to their premises for review prior to your visit. If you don’t understand any 

aspect of the guidance, ask the organisation for clarification.

• Understand and follow any policies the workplace has in place regarding guidance for 

external visitors.  Should college guidance be more stringent, it is important that these 

additional measures are also followed to ensure the highest level of safety for you and 

those you visit.

• Complete a Risk Assessment Form for the visit and send to your Campus Health & Safety 

Adviser for approval.  

• Upon approval, confirm visit arrangements with your Line Manager and the external 

organisation contact.

 N.B. Once a Risk Assessment has been approved for a visit to a designated external 

premises, it can be used for on-going multiple visits to the same premises, providing that 

the risk has not materially changed.
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Day of External Visit

• Sanitise your hands on exit from your current location and prior to entry to the 
external organisation.

• Follow the guidance set out by the organisation regarding social distancing, 
one-way systems, hygiene and hand sanitising.

• If you receive documentation while on a visit to an external organisation, 
place the information in a sealed document envelope, note the date and time 
of sealing the envelope on the front and then sanitise your hands.

• On entry to the college, please use one of the sanitising stations available to 
thoroughly sanitise your hands.  

• Where required, store the sealed document envelope in the agreed storage 
area for your Faculty/Department in accordance with storage guidance for a 
period of 72 hours.  You can then safely retrieve the documentation for use on 
or after this time.

• Maintain high standards of health and wellbeing hygiene before, during and 
after visits to workplaces.

APPENDIX 1:

External Visitor Request

Section 1. Details of Request

College Staff Member: 

Date of Request:

Preferred Campus:

Visitor Name/Organisation:

Visit duration:
(include 15 mins. for visitor to report to 
reception before and after meeting)

Reason for Visit:

Head of Faculty or Service:

Request Approved: (insert X as appropriate) YES NO

Reason for Visit:

Executive Board Member:

Request Approved: (insert X as appropriate) YES NO

Reason for Visit:

Section 2. Stage 1 Approval

Section 3. Stage 2 Approval



Section 4. Proposed Visit and Visitor Tracing Information

For completion by college staff member raising request for submission to appropriate 
Campus Health & Safety Adviser.

Proposed Suitable Dates/Times for Visit: 

Name:

Organisation:

Telephone Number:

Email Address:

External Visitor Contact Information

Risk Assessment Form

Completed & attached for approval YES

Section 5. Confirmed Visit Information

For completion by Campus Health & Safety Adviser and return to college staff member raising 
request.

Request Approved: (insert X as appropriate) YES NO

Date & Time of Visit:

Duration: 

Campus:

Meeting Room:

The college staff member should provide the external visitor with the confirmed visit 
information together with a copy of this guidance.
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