Indiana School for the Blind and Visually Impaired 

Signing Out and In When Leaving and/or Returning to Campus 

During Assigned Work Hours










ISBVI Policy SS-12

Policy:  To fulfill the school’s responsibility to provide for the safety of Indiana School for the Blind and Visually Impaired (ISBVI) staff and to ensure staff whereabouts in the event of an emergency or disaster it is the policy of the Indiana School for the Blind and Visually Impaired that all ISBVI employees will sign out and in or clock out and in, as appropriate, when they find it necessary to leave campus during regularly scheduled working hours. 


Procedure: It is the responsibility of all employees who find it necessary to leave the campus doing regularly scheduled working hours to: notify their immediate supervisor of the need to leave; identify the type of leave that will be used as appropriate; and to sign out at the switchboard or clock out at their designated areas. Upon returning, the employee will sign in at the switchboard or clock in at their assigned designated area and notify their supervisor of their return.  If the employee is leaving campus for the remainder of the day, they will indicate “No Return” on the sign out/sign in sheet.  Employees must also sign out and in or clock out and in when leaving campus during their lunch time.  
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