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PERSONAL VISITORS

I.
PURPOSE:

To provide Departmental employees and supervisors with guidelines regarding personal visitors in the office.

II.
SCOPE:

Departmentwide.

III.
POLICY:

Personal visitors should be treated courteously, but should not be permitted to extend their visits beyond the fifteen (15) minute break limit. Employees are encouraged to meet with visitors in the break area to avoid distraction to other employees.  Personal visitors are prohibited in areas restricted to employees only.

Visits by children and other family members should be limited to brief visits.  Employees are responsible for making child care arrangements to prevent children in the office for extended periods of time.
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