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Human Service Center Visitor Log-in Procedure
Below is the Visitor Sign-in Log. 
The HSC is to use this Visitor Sign-in Log for persons visiting the center for business purposes. Visitors are required to check in with the front desk.
·         Examples: Dacotah Foundation staff, County, Public Health Personnel, Job Interview, Pest Control, Fire Inspection, etc. 
·         This does not include HSC staff, clients, walk-ins for Open Access, food or mail delivery, Emergency Personnel. 
All fields must be filled out by Front desk support staff for each visitor; this includes a requirement that identification be checked. If the employee has personal knowledge of the visitor, identification does not need to be checked; however, something must still be noted in this field on the log (e.g., “known” or “personal knowledge” or something along those lines).
Visitor badges should be given to those applicable. Visitors should return the badge to front desk staff upon check out.
Site Risk Manager will be responsible for the collecting of the logs and record retention. 
In the event of an emergency, you are required to follow established procedures and directions provided to you by Department staff.
Date
Visitor Name and Organization (print)
Type of ID/Badge #
Person Visited
Purpose of Visit
Time In
Time Out
Signature
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