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Accident and Near Miss Reporting: 

Visitors and Contractors must report any accidents or near misses to Reception and advise their meeting or visit organiser
All visitors / contractors arriving on site must sign in before any meetings / work commences.
All visitors must be briefed on emergency arrangements on signing-in
Note: Any contractor needing to do Hot Works on site must compete a “Hot Works Control Form” prior to commencing
Visitor Log

	In the event of fire, you should use this visitors’ log as a roll call to account for people

	Date
	Name
	Purpose of Visit
	Host
 (meeting with)
	Time In
	Time Out
	Emergency procedures explained (Y/N)
	Signature
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