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TIKOKINO



NAG 5

TIKOKINO SCHOOL

HEALTH AND SAFETY

PROCEDURE:   Visitors to the School

GUIDELINES:

1) All visitors to the school are to report, firstly, to the Administration Area / Office. 

2) All visitors are expected to sign the Visitor’s Book noting their name, date, time arrived, time departed and purpose of visit.

3) If they do not sign, and it is noted by a member of the staff that they have been at the school, their record (name, position / company, date, and time) will be recorded in the Visitor’s Book.

4) If no staff member is in attendance in the Administration Area, and visitors wish to speak with a teacher, they may proceed to the classroom area.

5) Visitors must put on a visitors badge to show that they have signed in.

