C2C INDUSTRY TOUR CHECKLIST – (Please follow protocol each time.) 
	ACTION
	WHERE
	WHEN
	CHECKED

	1. Notify NAMIG Team of possible tour dates
	School
	At least three weeks before requested tour date.
	

	2. Confirm in writing tour dates and times
	School
	Two weeks before tour.
	

	3. Permission slips to students
	School
	One week before tour. 
	

	4. OHS&W and Appropriate Clothing Information to students
	School
	With permission slips.
	

	5. Reconfirm start times, meeting locations and any other details. 
	School
	Day before tour.
	

	6. Students ready to board

Bus 10 minutes before departure time.. 
	School or other location
	At least10 minutes before departure time.
	

	7. Student attendance list must be checked and confirmed.
	Before getting on bus.
	Before departure.
	

	8. No mobile phones, electronic devices allowed on industry premises.
	Before getting on bus.
	Before departure.
	

	9. Check for appropriate footwear and clothing.
	Before getting on bus.
	Before departure.
	

	10. Follow all instructions on tours.
	On Bus and at Industry Facility
	On arrival at industry facility and when inside.
	

	11. Students ready to board bus 5 minutes before departure time. 
	Industry Facility
	As leaving industry facility.
	

	12. Student List checked and confirmed before bus departs.
	Before boarding bus
	Before leaving industry facility.
	

	13. Thank you and Comments to Industry Partner via agreed protocol. 
	School
	Within two days of tour.
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