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Headlands School
Visitors Policy
This local policy conforms to the Independent School Standards Wales Regulations 2003:

Section 4(d)
· Staff to inform reception of expected visitors.
· All visitors to report to reception.

· No smoking whilst on site.

· All contractors to sign the asbestos register.

· Make visitors aware of emergency/fire escape procedures and meeting points.

· All visitors to sign in at reception using the electronic system. This produces a printed badge with a photograph, all visitors must wear.

· Any people who are on site who are not wearing a badge, should be challenged by staff, and asked to report to reception.

· Visitors to wait in the reception waiting room within the admin building until collected by appropriate staff.

· When leaving the premises visitors to scan their badge electronically to sign out.
· In the event of the electronic register not working use a hard copy book to record visitors.
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