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Education and Workforce Development Cabinet

Office of Career and Technical Education

SECTION 18 
INSTRUCTIONAL PROGRAMS
Visitor Policy
Visitors – at Area Technology Centers
A visitor is any person who is not a current employee of the Office of Career and Technical Education or a student at the area technology center.  For the safety of our students, all visitors, including but not limited to, parents, delivery persons and volunteers, shall follow the procedures listed below.  
The following procedures shall be followed in regards to visitors at the area technology center:

(1)        All visitors shall first Sign-In at the office and receive permission from the principal or designee before entering labs/classrooms. See Form, School Visitor Sign-In/Sign-Out Sheet 

(2)        Visitors shall be issued a Visitor’s Pass when permitted to enter labs/classrooms.  

(3)
A visitor refusing to sign-in or to wear a visitor’s tag shall not be allowed to enter the school.  The principal shall be notified immediately of a visitor failing to sign-in.  If appropriate, under the circumstances, school security or law enforcement shall be contacted.
(4)
Employees shall notify the principal or designee immediately if someone is observed in the school (1) not recognized as an Office of Career and Technical Education employee, or (2) does not have an approved Visitors’ Pass.  If appropriate, under the circumstances, school security or law enforcement shall be contacted.
(5)        Visitors shall be required to exit the building through the office and Sign- Out.

(6)        Students shall not be allowed to bring a visitor to the area technology center without prior approval of the area technology center principal.

Form

Visitor Sign-In/Sign-Out Form
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