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CIS Hangzhou Visitor Policy

All members of the public visiting CIS Hangzhou must follow these procedures and sign and follow the Visitor Code of
Conduct, as below.

e On arrival, report immediately on arrival to the Guard Station at the main entrance to the Residential Building, where
they will be asked to sign in.

e When signing in, all visitors will be issued a visitor badge, which must be worn for their entire visit. All visitors will also
be asked to read and sign the Visitor Code of Conduct, as below.

e A shorter “Visitor Do’s & Don’t's” is prominently displayed at all entrances and on visitor badges.
e Before leaving, visitors must return their visitor badges and sign out at the Guard Station.

VISITOR ACCESS TO RESIDENTIAL AND ACADEMIC BUILDINGS

Visitors are not permitted access to the Residential and Academic Buildings unless chaperoned by a member of the CIS

Hangzhou staff. This rule also applies to Parents/Guardians, students’ extended family and other guests of students. Such
persons may request access to the Residential Building up to 9pm, but permission must be requested in advance from the
Director of CIS Hangzhou, Sally Zhang.

CONTRACTORS

Contractors must make advance arrangements to visit the school and must be met by a member of staff before access
is allowed. Contractors must wear their visitor badges at all times and sign and uphold the Visitor Code of Conduct like
any other visitor.

MEMBERS OF THE GREENTOWN SCHOOL COMMUNITY

Students and staff are encouraged to be hospitable to our friends and neighbours in the Greentown school community.
However, visitors must be accompanied at all times and must never be given independent access to the Residential and
Academic Buildings. They must wear their visitor badges at all times.

OPEN DAYS AND SCHOOL FUNCTIONS

On special occasions, the CIS Hangzhou premises will be open to all visitors. Visitors should note that during these
occasions, members of staff and students will be assigned duties to monitor the premises and may ask visitors to identify
themselves. Access to dormitories, the entire Residential Building, or other areas may be restricted at the discretion of
the Director.

EMPLOYEES OR RESIDENT ADULT FAMILY MEMBERS OF CIS STAFF

Caregivers, private cleaners, or anyone regularly visiting campus or living on campus for an extended period of more than
48 hours must undergo formal Child Protection training and read, sign and uphold the Staff & Volunteer Code of Conduct.
After such training, they will be given residential swipe cards, which give access to the lift and front door of their residence
only. Non-lift access should only be used in exceptional circumstances, and, like any other visitor, they

should not enter other areas of the Residential and Academic Buildings without a staff chaperone. General access to the
corridors and rubbish bins is only permissible for those of the appropriate gender. Such persons must wear their visitor
badges at all times.

INSTRUCTIONS ISSUED TO STUDENTS

Do not allow access to anyone not of the CIS community into the Residential or Academic Buildings. Direct all enquiries
to the Deputy Director or Director. This also applies to Parents/Guardians, students’ extended family and other guests of
students. Report immediately to a member of staff if you suspect a problem or notice a stranger unaccompanied by a
member of our staff.
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