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COVID 19 Pre-Visit Guide 
 

If reception has not been informed of your visit you will not be permitted on site. 
All visitors must put on their mask (unless medically exempt) and sanitise before entering 

reception, please go directly to the reception desk and sign in on the inventry screen and a 
member of staff will give you a Visitor Questionnaire to complete. Please ensure you are 

always following social distancing guidance.  
 
Please inform your school contact the day prior to your visit if the answer is yes to any of the 
below, if it is you must not attend site 

- You have been in contact with someone who has tested positive in the last 14 days      

- You have returned from abroad in the last 14 days  

- You are unwell with COVID symptoms (fever/temp, new continuous cough or loss of 

taste and/or smell)  

Meetings with staff  
- You must remain at a 2-metre distance during the meeting  

- Your movement around the school will be limited  

- Parent/Carer meetings – please only bring necessary people to the meeting   

Meetings with students  
- Wear a visor or a mask (unless medically exempt)  

- Remain at a 2-metre distance  

- Use the year group bubble assigned areas or other-directed areas directed by your 

contact  

- Windows and doors must remain open at all times  

- Wash your hands and sanitise if you are meeting with more than one student   

- Wipes are provided to ensure chairs and tables are sanitised before the next 

student/staff member enters  

- The member of staff overseeing your visit will brief you on your visit  

- Your school contact will keep a record of students who have had meetings   

- If you are attending site on a regular basis your school contact must arrange a 

meeting with the Operations Manager  

Contractors  
- Sign in with the Operations Manager or the Facilities Manager  

- Please ensure you have sent your COVID policy to info@arkacton.org FAO Tara 

Moran 

- Remain at a 2-metre distance  

- Movement around the school will be limited to need to go areas only  

If you have any further queries relating to our COVID Risk Assessment or the above please 
contact your school contact or email Tara Moran info@arkacton.org   
 
To ensure we are keeping our staff and students safe any visitors who are not following the 
above guidance will be asked to leave site.  
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