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Visitor Management Policy

The European School is committed to fostering a safe, welcoming, and well-organized environment for
students, staff, and visitors. This policy establishes the rules and procedures for managing visitors, ensuring
high standards of safety, security, and the efficient operation of the school’s daily activities. It applies to all
individuals visiting The European School premises, including parents and guardians, contractors, delivery
personnel, educational officials and inspectors, and other guests.

1. Staff Identification
All staff members of the European School are required to wear identification cards with blue ribbons for easy
recognition (Appendix 1). These cards must remain visible at all times while on campus to ensure security and
facilitate streamlined identification.

2. Visitor Eligibility and Pre-Approval

Only individuals with a pre-approved purpose, such as parents, volunteers, vendors, or invited guests,
are permitted to visit the European School.

3. Check-In and Identification Procedures
All visitors must check in at the Security office upon arrival and present a government-issued ID to
verify their identity. Visitors will receive a VISITOR card, which must be worn visibly throughout
their visit.

a. Sign-In and Sign-Out: Visitors, including special guests, must sign in upon arrival and sign out
upon departure. Security records each visitor's name, contact information, purpose of visit,
destination, and entry/exit times.

b. Card Issuance: Visitor cards are issued at check-in and are color-coded for easy identification
(Appendix 1):

e ES Parents and guardians: Yellow (card, ribbon)
e Other visitors: Red (card, ribbon)

c. Card Visibility: All cards must remain visible at all times on campus.

4. Access Restrictions
e Visitors are permitted only in designated areas and are restricted from accessing sensitive locations
(e.g., locker rooms, staff lounges, classrooms, health centers) unless prior authorization is granted.
e Visitors must use the main entrance for both entry and exit to maintain controlled campus access.


https://www.behance.net/gallery/147502993/ID-Card-Ribbon?tracking_source=search_projects%7Cid%2Bcard%2Bribbon

e School Hours and After-Hours Policy: Visits are limited to regular school hours unless specifically
authorized by school administration for after-hours access.

5. Parents and guardians Visits
Parents can arrange a visit with the school administration in advance. Information about the visit must
be provided to the security service to ensure proper coordination and adherence to safety protocols.

6. Tours
School tours must be registered in advance through the OpenApply portal. Upon registration, the
reception desk coordinates with security to provide details such as the time of visit and names of
attendees, ensuring a smooth check-in process.

7. Special Guests
Preparation for the arrival of special guests must be completed in advance. Information about the guests
should be provided to the director’s assistant to expedite their registration process. The reception and
security teams will be notified ahead of time about the guests’ arrival schedule and purpose of visit to
ensure all necessary arrangements are in place.

8. Unplanned Visits:
If a visit is not pre-arranged or reserved, the security service must provide the reception with the
visitor’s name and purpose of the visit. To gain admission, the reception assistant must contact the
school administration. Only after receiving permission will the security service register the guest, issue
a visitor card, and escort the guest to their destination.

9. Delivery Services
Access to the school premises for vehicles delivering food, household supplies, stationery, and other
goods is permitted exclusively through the rear entrance, unless otherwise prearranged with the
Security Department and the School Administration. Suppliers are required to present a valid
authorization card (Appendix 2). The Security Department ensures the recording of their entry and exit
times. Suppliers are permitted to remain only in areas that have been pre-approved.

10.Postal Deliveries and Correspondence Management.
The following guidelines must be followed when handling postal deliveries and correspondence addressed to the
school:
e All postal packages and letters must be verified by the security or reception team upon arrival.
e Restricted Access:
o Delivery personnel are permitted to access only the reception area to hand over packages or letters,
subject toprior approval by security personnel. They are strictly prohibited from moving freely within
the school premises unless special authorization has been granted.



e Safety Screening:
o Any suspicious or unregistered package must be reported immediately to the school

administration forfurther investigation and necessary actions.
e Recipient Notification:
o The recipient will be notified promptly, and the package securely stored pending collection

11.Reporting Suspicious Activity
Any staff member who notices suspicious activity should report it immediately to the main office or
security personnel. Students aged 12 and above are also encouraged to report any unusual behavior to a
trusted staff member.

12.Staff Awareness

All staff are made aware of the visitor policy. It is essential that every staff member understands the
importance of enforcing and adhering to the policy. Awareness ensures consistency in applying the
visitor management protocols across the school.

This policy is available on the school’s website and is also shared with visitors in advance to allow them to familiarize
themselves with the safety protocols and ensure their proper adherence.
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European School LLC
www.europeanschool.ge ; info@europeanschool.ge; Tel: (+995 32) 214 42 44; (+995 32) 214 15 16; (+995 32) 2399 64

005939000l 356500 339005 s MT>M3agd0L Imfiragdologols/ Admit Card for Food and
Supply Deliveries

dobsdommo / Address: G9bmds A 0.boMEHWsdol #2; 99bmds B 3.dmosmgarsdol #10s; 896mds C oen.goBdgaol godb. #47;
Building A I.Skhirtladze #2; Building B 10a, K.Kutateladze str; Building C Al.Kazbegi Ave. #47;

B9bmds/Building [ A O B [O C

dmffmgdoL FoMm3mdsagberol 0bgm®dogos / Delivery Representative Information

Lobgero / Name:

30035605/mG560Bs30s / Company/Organization:

356g560L Lobmdg 608sbo / Vehicle License Plate:

Lo3mbESIE™ bmdgmMo / Contact Number:

dmfimgdoL gBsegdo / Delivery Details

99130l MsGoeo / Date of Entry:

5393900 9930l ®m / Planned Time of Entry

5392900 35830l O™ / Expected Time of Exit:

05039000l 69ds6Mmg3s / Access Authorization

L3Ol 3565 gloligergaro / Rear Entry Area



http://www.europeanschool.ge/

MbogOombmgdols 990m(jdgds / Security Verification

30D0@MmM9d0LS s F0fMYdgd0L LOXYEYMBOEO JMBEHMmMEWOL MHBOHYDb3gEYMmasl S MLsRMMbMGdOL bm®MmTgdol 330l
dobboon:
For the purpose of ensuring complete control over visitors and deliveries and maintaining compliance with safety standards:

o 5330l M3653IOMIYds MBS 8959mfacml 30BoEHMMOL 56 dofimgdol Fo®dmdsyqberol 3oMomdols
©5350L GO0 ™ITG6E0 (85Y., 3005Mds, 530l MM 56 3MI35600L LodMo).
o 5330l 165dMMIYeds MBS BFIMML 30BoEMEMOL Fglizeols s golizeols M. gl G90dergds gobbmMEogmmogl

9099 GHOMbM 59MHbsdo 56 893 BmEDsdo.
o 5330 0565986MMIgends MBS BsfgMml 6gdoldogmo sds@gdomo 0bxm®To3os 96 goblis3Mm®mgdmo gsMgdmgdgdo,

09003 939300609305 30HBOGHMOMB 96 FofmEgdsLlmsb (35, 3056905, 5GBLOEO EM3IMTIDE309, M0TY
23999035¢00L{0bgdg0 0630Y6EH0, T>EJIOMNO VYEHIIOO0 MBsBOHMHMGIOL JoBbom, 56 bbgs Lozombgdo).

e The Security Guard must verify the visitor's or delivery representative's identification document (e.g., ID card, driver's
license, or company document).

e The Security Guard must record the visitor's entry and exit times. This can be done in an electronic logbook or a physical
form.

e The Security Guard should record any additional information or specific circumstances related to the visitor or delivery (e.g.,
delays, incomplete documentation, any unexpected incident, additional details for security purposes.or other issues).

(o603mBo09bemols 9gmsbbdgds / Representative’s Agreement

3505LG M990, MM 306356 FbMEMmE Fobolfo® goblisBraMme Jofimgdols Bmbgdl s 56 dgzow
593303999 H9MH0GHMM09dDY. 39005663900 13Ol MLIROMbMGIOL S o330l Y3z9ems Habl.

I acknowledge that I am restricted to pre-arranged delivery areas specified above and will not enter unauthorized
areas. I agree to comply with all school security and safety policies.

o605 9beols bgedmfg®s / Representative’s Signature:

msMoo / Date:

MLOROHOBMYdOL MBoEMHOL OOLEHMYDdS / Security Officer’s Confirmation

Lobgero, 3560 / Name, Last Name

bgwdmfjges / Signature:






