Centre Name

PROCEDURE: VISITORS TO THE CENTRE
This procedure includes all persons at or near the centre including, but not limited to:
· Community Service Advisors

· Suppliers and/or sales representatives

· Volunteers

· Work experience Students
· Work placement Students

· Accreditation Validators

· Contractors

· Parents and Family Members

Regular visitors:

· Must be inducted into the cebtre’s OHS procedures as appropriate including emergency evacuation procedures

All visitors:

· Are only permitted in the centre after identification is seen and approved by a permanent staff member

· Are to be given an identification tag on arrival (if they are without one e.g. badge). Tag to be returned on leaving

· Must sign IN on arrival and OUT on departure in the attendance register ( this register is located in the foyer area)

The Authorised Supervisor will:

· In an event of an emergency, advise all visitors of the evacuation assembly area
· Review this procedure annually

Date reviewed:                                                        Date for review: 






