SOP: Visitor Policies and Access Control in High-Risk
Areas

This SOP defines visitor policies and access control in high-risk areas to ensure safety and security. It includes
procedures for visitor identification, authorization, escorting, and compliance with safety regulations. The goal is to prevent
unauthorized access, reduce risks, and protect personnel, assets, and sensitive information in restricted zones.

1. Purpose

To establish standardized visitor management and access control protocols for all high-risk areas, ensuring only
authorized individuals can enter, and that all visitors are properly monitored and briefed on relevant safety and
confidentiality policies.

2. Scope

This SOP applies to all staff, contractors, third-party vendors, and external visitors accessing designated high-risk zones
within the facility.

3. Definitions

Term Definition
High-Risk ANV si . . f ) f iali
Area ny site, room, or area designated as restricted due to safety, security, or confidentiality concerns.
. Any individual who is neither an employee nor a permanent staff member, seeking temporary access to
Visitor -
the facility.
Escort An authorized employee assigned to accompany and supervise visitors within high-risk areas at all

times.

4. Responsibilities

¢ Security Personnel: Enforce access control, verify identification, and maintain visitor logs.
¢ Area Managers: Approve visitor access and assign escorts.
¢ Visitors: Comply with all facility rules, sign infout, wear identification badges, and follow escort instructions.

5. Procedure

1. Pre-authorization
o All visitors must have prior approval from the area manager or designated authority.
o Visitor details (name, agency/company, purpose, time/date, duration) must be submitted at least 24 hours in
advance.
2. Identification and Registration
o Visitors must present a valid government-issued photo ID at the security checkpoint.
o All visitors are required to complete a registration form and sign the visitor log on entry and exit.
3. Authorization and Badging
o Authorized visitors are issued a temporary visitor badge, which must be prominently displayed at all times.
o Visitor badges must be returned at the end of the visit.
4. Escort and Supervision
o Visitors must be escorted by authorized personnel at all times within high-risk areas.
o Escorts are responsible for visitor safety, security, and compliance with site rules.
5. Safety and Confidentiality Briefing
o Before entry, visitors must receive a briefing on safety protocols, emergency procedures, and confidentiality
requirements (as applicable).
6. Restricted Activities
o No photography, recording, or use of electronic devices unless explicitly authorized.
o Visitors may not access IT systems, confidential files, or sensitive materials without specific written
permission.
7. Sign-out and Departure
o Atthe end of the visit, escorts ensure visitors sign out and return badges.
o Report any incidents or violations to security immediately.



6. Records

e Visitor logs (retained for at least 12 months)
¢ Authorization forms and approvals
¢ Incident/violation reports

7. Compliance & Enforcement

e Access violations may result in denial of entry, removal from premises, and notification of appropriate authorities.
¢ Staff failing to comply with escorting duties or visitor management procedures may be subject to disciplinary action.

8. Review and Update

This SOP shall be reviewed annually, or following any incident or regulatory change affecting access control policies.

9. Appendix

e Sample Visitor Registration Form
e Sample Visitor Badge
o Safety and Confidentiality Briefing Checklist
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