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Visitors Policy

1. HIY

Purpose

1.1 HARPTA SR LR B K OE D, IEAH SRR S RE A U5 2ok 05 & & TR AV 2 &
{1 To ensure all visitors to follow procedures of application and registration so that
related staff are informed about the incoming visitors and to identify visitors easily.

1.2 IR USRI T, REERIES To be prepared for the visitors in advance as
to improve school image.

1.3  RE IR E I, ORRE A 24 S A P 2 4
To increase security levels in school as to ensure safety of students and school
property.

2. TN
definition

2.1 BRI H XIS A ARAT IR R L FER TAE R OR BN 5 AN AT AR N L, 3597
% Visitors are all people except present employee of GOS and present security guards who
work at the school. * Cleaners missing

3. Ui Visitor Categories

BAEMAVIE R LERZGIRARLE, HER SEREIMY) . s8] L= S0aHEE ]
B A T A I TR eAsr, R AT DAREAF (8 A OS2 I )] s edr, A5 I S5 AR SCHB 1122 i F 4
[R5 WA A EE N SR ] BURAACER P HEAT FEL IR VA 8 I T .

Security guards will refuse to permit the entry to all visitors who do not have prior
appointments. Security guards will advise visitors to make an appointment with school staff
first. Security guards will phone related departments to see whether school staff is available.
If available, related staff will collect visitors from the guard house. Otherwise an appointment
has to be arranged. If visitors are none Chinese, Principal’s secretary can be reached for
communication and appointments.

AT WANRN ARG F R AL AHE IR LR T 2275 2L
The below procedure should be followed for staff to make an appointment:

3.1 HORUTARRRFARS U (LUK

Visitors come to our school for a visit/tour (herewith Visitors)

3.1.1 WA HFERRGANBI ARSI, FEEHT (UK FIEER) FRGEAHAE T ATHEN,
B A THARE S FEANEIZCE IR T 20
<School Visit Application Form> must be filled in and approved by the principal to permit the
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entry to visit our school. Otherwise no entries will be permitted (under the circumstances
when normal teaching is not affected.)

3.1.2 KU NBIE 21 5 i EAE ] R S0 IR 2, RU7 N b AU U7 2 IE 5 Be EN 57
N RV

Visitors should register themselves at the guard house and then to collect visitor badges. All
visitors must wear badges to enter school campus.

3131 T DR LR R U NS =l FE S Ay, I8 R R [R) S AR R A = 455
Security guards will have visitors to wait in the reception room and inform visiting school staff
(herewith school staff**)to collect visitors from the reception room.

3.1.4 HHRUI R FHEL LB K (SRR FHFIEER) SaTI REFH, JH26 3R YN
N AR A FE

School staff needs to hand in the approved <School Visit Application Form> to guards and
collect visitors to enter our school by themselves.

3.1.5 RUTASMEFK G, WFVIFFHA TR NI FRAHE When the visiting is
finished, school staff** is responsible to walk the visitors out and leave our school.

3.1.6 KRUFZ R EIT AN, WIFEVT RIS SRR U 2 NIV RAEAS [ml ] =
When clients*** leave our school, school staff** is responsible to collect visitor badges from
visitors and to return them back to the guard house.

3.2 SRUTAREKRIF BRI AR R T (KKK & T1%38)
Visitors come to our school for a meeting or to visit a school staff**(Parents belongs to this
category)

3.2.1 WIFVIFFERIRATA =TT DGR NKY;, IR AT HHF A, AR 2% S FE
ViEFEDPAE, HEXEZEIEF NS School staff** should inform guard house and to
prepare the location to meet them in advance. The location is limited to meeting rooms and
office of school staff. Other areas are not allowed to enter or to visit.

3.2.2 KU NBE 5 7 EAE ) B E B0 U 20E,  Ry7 N AU U5 250E 77 BE #EN 2
RN G

Visitors should register themselves at the guard house and then to collect visitor badges. All
visitors must wear badges to enter school campus.

3.2. 31 D= R LZVERYT NAEFE T = WU Ay,  JRIE RN Rl 3 AU AL A = 4
Security guards will have visitors to wait in the reception room and inform visiting school
staff** (herewith school staff)to collect visitors from the reception room.

3.2.4 WFEVIFIHEA SRR BRI AN TAEE L, RAHMEAT LRI ABEEAER K A Z W
School staff** is responsible for working progress of visitors. Visitors are not allowed to walk
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around within our campus without prior permission.

3.2.5 KU NBEIT AR, e FFE V5 A SA SRR 7 2 NIV 2 e A [ml ] B
When the visiting is finished, school staff** is responsible to walk the visitors out and leave
our school.

3.3 HENRTE DT CBARRRO BRI D
Venders and supplies delivery (herewith Suppliers)

3.3 M FEYT A AR AT R 23 1] DA BRIk 5%
School staff should inform the guard house in advance about the delivery.

3.3. 20 P EiEmn v BRAFE A [F) S, M B 3 1] 1 38 0 AU 25 IR 4 K U7 Bt B ol v
Security guards will inform school staff**. Suppliers will register and collect visitors’ badges at
the reception room.

3.3.3iA T LT e At Vi B E, RIRBEANFRE A= aE, BFFUT A T RIR LA TR
Suppliers must wear visitor badges and only designated office areas are permitted for entry.
School staff** and guards are responsible for supervision.

3.3 AT N BT 2T, WK RUEAZ [FI [T % When Suppliers leave our school,
visitors badge are to be returned to the guard house.

3.4 (BRI YN WS INA YN

Visitors come to school for an interview (herewith Interview Candidates)

3.4.1 NFHATHAK R FE PRI SWE (11628
HR is responsible to book the meeting room #116 in advance.

3428 N BIR 2 Ja 5 BEAE ] L3 B il U U 290, NI N 06 AU s U7 25 1E 7 BEHEN A%
PN T Ve

Interview Candidates should register themselves at the guard house and then to collect visitor
badges. All visitors must wear badges to enter school campus.

3.4.3]" T =i N A D PR A N SR R S s L N B 116 W SR A, T AE RIS N HEN
FREETEH

Security guards will inform visiting school staff in HR department and ask Interview
Candidates to go to meeting room #116 for an interview. It is strictly forbidden for Interview
Candidates to enter other areas in School.

3.4.4 NS NEITAEINS, NFHEEEA TR RIS 5 ZAEAZ Bl ]
When Interview Candidates leave our school, school staff in HR department is responsible to
return visitors badge to the guard house.
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Visitors come to school for repairing purpose

3.5.1 4 N it os Mz A w2 Tk, 1] R R A TR AR U 4E1E 2w A\ 5
# 53 T4F visitors coming for repair purposes must wear the employee ID from their own
company. Security guards in the guard house are responsible for checking

3.5.2 VRN TR AT A S B0 ) s ety JRR4EE AN R BT S 50 S U7 %%
k{77 The guard house will inform school staff** to the guard house and have visitors for
repair purpose to register and to wear visitor badges.

353 HYE AT N R H R N RS R T A AT NG, HAER N B N eSS
E LAEH ST 415 T4E Al visitors must be accompanied by security guards to enter our
campus and to process with repair job at the designated location under supervision from the
guards.

3.5.4 B AT NREITFERI, PR b AU Ok C IS U7 20E
When visitors for repair purpose leave our school, security guards are responsible to visitors
badge returned.

3.5.5 A AF N A BEITAIRN, MR A R g A, ST ERBE A AT R S S ()
17960 FAFIBIT 5T N5 BB AT AR J5 U7 AT T 224

When visitors for repair purpose have to carry school facilities and equipments out of our
school, school staff** must have <Release Note> filled out and approved by department head
and support service head to leave.

3.6 BURFERT] CAnsS@&er] . #riEspgat) o Lgae®E (LR FONRRA
Government department (traffic department, local offices), Media (Herewith Special People)

3.6.1 BV R FHUWCBIBUR R T 8L Bl il A E AR AR AR S U, AR KA 5
a3 N2 VE El Upon notification from government departments or media to school staff**,
Special People are only permitted to enter our school when approvals from principals are
received.

3.6.21 1 &R 2N A RRE IR o, Fpnl R BEIC Ry, BESRX 7 —RE R, I
JRA4 JJWHE R 7 #EN R

Security guards should be alerted especially to media. Guard should ask them to make an
appointment first and should at their best prevent media from entering school campus.

B.6.3RAKKIFR, HEERK] Nxemr it Np il FEZ AT RV EA I Without prior
approval from Principal, Special People/Visitors***** are not allowed in school campus, nor
should there any interview proceeded or pictures taken.

3.6.4 WIBUMMI TN B ERENERE, # R E ] RS B0 RO ik il . (@]

I

1
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SEBUR N A T IRERAL), JFAE S EhHR A SR [F) R AT e ARG ] VG55 B N e D 23 e i 55
HIE 2 R[] Government departments must register and collect visitors badge at the guard
house to wear. (excluding government staff wearing uniforms such as police officers from
trafic departments). These visitors should be accompanied by support service department to
enter school. \Financial staff must be then be accompanied by Finance department.

4. FeVFAR YT ]

Visiting hours

8:20—12:00 ; 13:20-16:30, HEM A —AZRs, THWUA=T2EAREAE . FRIER
N CRARIRERTE S ER A

8:20—12:00 ; 13:20-16:30. No visit permitted at other time. No students and parents should
remain in our campus after 16:30 (students at ECA excluded)

5. #tREF

procedures of approval

J&TAHIEE 3.1 Fnlvize, HAHERF . HTE NG - AT Tt - B - B AR
pEiR

Visitors in categories 3.1: Applicant submit the application ->Heads of department approval->
Principal’s approval->Applicant to follow up

HHEA A Cleaners missing
** G A T IE NI X NS FAI# /T visiting school staff (herewith school staff)- not sure whether | use
the correct wording. It means school staff that visitors are to see.
w2747 clients - A A KA does it mean visitors?
wkx IOR T PLETRTIN - X EARAEZETT 77 typo ?
wokxk AT FEN FAL AL R T 1917 % Does it mean Special People or Visitors in general?



