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                           JAIDEEP PLASTICS, SATARA
Milton Group
VISITORS POLICY
We are at Jaideep Plastics have defined visitors policy as under:

· Visitor Entering the Factory premises should report to security person.

· Visitor should inform Security person to whom he want to meet & purpose of meeting.

· Security person will contact concern person & check his availability & permission to allow him / her.

· Security person will issue a visitor’s gate pass to him & ask him to get it signed form the officer he meets.

· Security will note down the articles and belonging’s of the visitors in register & allow only required things sample etc. with him & other things will be retained at gate.

· Visitor will have wear to cap, aprons, shoes / slippers & visitor Badge etc. before entering the premises.

· In case concern officer is not available or in the meeting, in that case visitor will have to wait in visitor room.

·  Security will ensure that no visitor is waiting more than ½ hrs at visitor room

·  Visitor will have to follow safety & Hygiene rules of the company.

·  Visitor will meet & comeback at gate after meeting concern officer & will not mengal & mix up with working people.

·  Since Factory premises is prohibited area for smoking & chewing tobacco – Gutakha, the visitors will follow this strictly.

·  Visitors are not allowed in prohibited & danger zone areas.

·  Visitors are not permitted to operate any machine equipment, computer, telephone etc without appropriate work permit.

·  Visitors are not allowed to take photograph without permission of plant head / HR manager.

·  If visitor wants to carry samples or any articles equipments of company the same should have gate pass duty signed by authorized signatory.

·  This policy is subject to changes as per changing need.

·  This should be implemented with immediate effect.
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