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1.0

2.0

3.0

4.0

5.0

Introduction

Burton and South Derbyshire College (BSDC) enforce a visible identification policy for all individuals on
campus, including but not limited to staff, learners, apprentices, governors, contractors, and external visitors
or volunteers. This policy is designed to ensure that only authorised persons have access to college facilities,
thereby maintaining a safe and secure environment. College ID must be worn at all times for quick
verification as a registered member. Visible ID helps maintain the College’s professional image and follows
standard business practices.

Scope
This policy applies to everyone on Burton and South Derbyshire College campuses. It covers all buildings,
facilities, offices, shared spaces, and outdoor areas at BSDC locations. The policy details requirements for
visible identification, approved ID types, and the procedures for displaying, challenging, and managing
lanyards and passes. Compliance is required to help maintain a safe, secure, and welcoming environment.
ID Types and Lanyard Colours
Campus User Type Lanyard Colour
BSDC Staff Blue
Further Education Learners Pink P
Apprentices Navy N
Higher Education Learners Red R
Learner Temporary Lanyard Brown B
Student Union Representative Purple P
Visitors Yellow
Contractors Orange 0
Governors Dark Green G
Inspectors White W
Associate Members Black B
Wearing and Display Expectations

Principles of Identification Display

BSDC issued Lanyards must be worn securely around the neck, positioned on top of all clothing items, and
remain clearly visible at all times.

ID cards, must be attached to approved BSDC lanyards, clearly showing the photo at chest level.

ID Reasonable Adjustments

The College recognises that some individuals may be unable to wear ID due to disability, medical needs,
religious practices, sensory sensitivities and trauma informed considerations. In such cases, reasonable
adjustments will be offered to ensure both comfort and security. These adjustments may include alternative
attachment options such as soft clips, pocket clips, or the use of a clear armband to allow ID to be worn
discreetly.

Reasonable adjustments to ID requirements, must be approved in advance by the Director of Learner
Services or their delegates, and cannot be self-elected by campus users. Any approved reasonable
adjustments must be fully compliant with the principal purpose and set out. For reasons of safeguarding and
security we are unable to approve the use of passive form of identification as part of reasonable adjustments.




6.0

7.0

8.0

9.0

This policy is designhed to be inclusive and non-discriminatory. Reasonable adjustments will be provided
without undue delay to ensure fair access for all individuals. Any decisions that restrict access will be
proportionate, based on a clearly assessed level of risk, and with fully documented rationale.

Identification (ID) Exemptions

There may also be specific circumstances in which visitor identification badges will not be issued or
required. These include:

Public Events:

When the College hosts planned events that are open to the public (e.g., Open Events). Visitors will still be
required to register on arrival.

External Service Providers:
Individuals delivering brief services, such as postal workers or supply drivers accessing areas like the
kitchens, where long-term access or movement within the campus is not necessary.

Pre-Planned Group Events:
Events organised by the College Marketing Team for which delegate badges have already been produced
and verified in advance.

Visitor and Contractor Management

All visitors must be pre-booked in advance, with hosts responsible for registering their details prior to arrival.

On arrival, reception staff will validate their booking and issue the appropriate visitor pass. As part of the
sign-in process, all visitors receive a short briefing outlining key safety and compliance information.

Visitors and contractors are required to sign in and out for each visit and must wear their issued passes at
all times while on site to ensure they are identifiable and accounted for.

All visitors will be accompanied while on campus unless a risk assessment deems unescorted access
appropriate.

Contractors are required to follow procedures for managing tools and equipment, and they will receive
supervised access to any restricted or high-risk zones. These measures help ensure that all on-site work is
performed safely, responsibly, and in accordance with college standards.

Policy Non-compliance
Staff should politely address anyone not wearing visible ID, as required. Those who do not comply will be
denied entry to college campuses and facilities.

Temporary ID Process for Registered Campus Users (Learner, Apprentices)
It is recognised that campus users may occasionally forget or misplace their ID. In these situations, the
process allows them to obtain a temporary ID quickly and efficiently.

All temporary IDs must be returned to Learner Services or placed in the designated return box at any
reception site by day’s end. These date-stamped IDs are valid only on the day issued and must be returned
before leaving. Temporary IDs will not activate automated barriers or grant access to restricted areas like
the College Bistro and Biome. When issued, learners’ and apprentices’ temporary ID numbers are recorded
in their ProMonitor accounts. Failure to return temporary lanyard after use may result in college disciplinary
processes being initiated.



If a campus user continues to request temporary lanyards without finding their permanent ID or declines to
buy a replacement, they will be sent home and the disciplinary process will be initiated at this point, no
additional temporary lanyards will be provided.

10.0 Replacement ID Procedure

Termly Escalation Replacement Stages

Temporary ID issued (Free)

1st Temporary ID ) .
P y Recorded on ProMonitor (Learner & Apprentice Record)

Temporary ID issued (£1 Admin Charge)
2nd Temporary 1D Recorded on ProMonitor (Learner & Apprentice Record)
Verbal Warning Issued by the Learner Experience Team

Temporary ID issued (£2 Admin Charge)

Escalation of Disciplinary Process

3rd Temporary ID (sent through to Curriculum Admin)

(Formal Warning + Mitigation)

Recorded on ProMonitor (Learner & Apprentice Record)

Learner/apprentice ID is de-activated and access to campus is suspended
(no entry permitted).

The incident is recorded on ProMonitor within the Learner/Apprentice
Record.

The matter is escalated to the Director of Curriculum/Apprenticeships via
Curriculum Admin for review, including consideration of any mitigating
circumstances.

A Final Formal Warning is issued as part of the disciplinary process, where
appropriate.

A £5 administration charge is applied for the purchase of a replacement ID
card after disciplinary.

The outcome and disciplinary action are recorded on ProMonitor within the
Learner/Apprentice Record.

4t and Final Temporary ID

At the end of term, the escalation process is reset.



11.0 Equality Impact Assessment (EIA)

Please ensure that you have read the Equality Impact Assessment guidance document before completing this
form.

Name of policy, procedure or practice Visible Identification (ID) Policy
Owner of policy, procedure or practice Learner Services

Status of policy, procedure or practice Final

Accessibility of policy, procedure or practice | All staff and students

What are the main aims of the policy, procedure or practice?

To support our expectation that lanyards and ID must be visible at all times, to enhance security,
support safeguarding and operations of the college, including giving clear exemptions.

Who does the policy, procedure or

practice cover? Learners, Staff and Visitors

How often is this policy, procedure Every 3 years unless changes to legislation and guidance
or practice reviewed? happens before planned review date

Is there a potential implication or barrier for a protected characteristic group?

YES/NO | What is the implication / Barrier?
Age No
Disability No
Ethnicity No
Gender No
Gender Re-Assignment No
Marriage / Civil Partnership No
Pregnancy / Maternity No
Religion / Belief No
Sexual Orientation No

Tick




No potential implications or barriers exist for a protected characteristic
group associated with this policy, procedure, or practice.

What evidence do you have for the conclusion of a potential implication or barrier for a protected
characteristic group? (none or comment)

What impact does this evidence show? Tick

Positive Impact

Negative Impact

No Impact

Please provide brief details of involvements and consultations undertaken
to address negative impacts (none or comment)

Outline any changes made to the policy, procedure, or practice as a result
of consultations with stakeholders (none or comment)

Once completed, this policy, procedure or practice and EIA and any relevant supporting information should
be submitted to CMT for approval and inclusion on CollegeiP. Please list all supporting documents submitted
with this assessment here:

No additional supporting documents

Name of Staff Completing E.I.A Katy Broomfield
Signature Katy Broomfield
Date Completed 25.05.2025
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