SOP: Visitor Entry, Identification, and Registration
Protocols

This SOP details the visitor entry, identification, and registration protocols to ensure controlled access, enhance
security, and maintain accurate records. It outlines the procedures for verifying visitor identity, issuing visitor badges,
recording entry and exit times, and monitoring visitor activities within the premises. The goal is to protect the facility, staff,
and sensitive information by establishing a clear and consistent visitor management process.

1. Purpose

To establish uniform procedures for visitor entry, identification, and registration, ensuring the security and safety of
personnel, assets, and confidential information.

2. Scope

This SOP applies to all visitors, contractors, and vendors entering the organization's premises, as well as all employees
responsible for visitor management.

3. Responsibilities

¢ Reception/Security Personnel: Enforce the procedures, verify visitor identity, issue badges, and maintain
records.

¢ Host Employees: Notify security of expected visitors, escort visitors, and ensure their compliance.

¢ Visitors: Comply with outlined procedures.

4. Procedures

1. Pre-Arrival Notification
o Employees must notify reception/security of expected visitors, providing names, organization, and visit
details.
o Unscheduled visitors may be permitted in accordance with organizational policy.
2. Arrival and Identity Verification
o Visitors must report to the main reception/security desk.
o Photo identification (government-issued) must be presented and verified by security/reception
personnel.
3. Registration
o Visitor details to be logged in the visitor management system or physical logbook, including:
Name
Organization
Purpose of visit
Date & time of entry
Host employee
Contact information
s Signature
4. Badge Issuance
o Visitor badges must be issued clearly displaying visitor status.
o Badges must be worn visibly at all times within the facility.
5. Escort and Monitoring
o Host employee or designated personnel must escort visitors at all times.
o Visitors must adhere to all site rules; prohibited areas are to remain off limits.
6. Exit Procedures
o Upon departure, visitors must return badges at the reception/security desk.
o Exit time must be recorded in the visitor log.
7. Incident Reporting
o Any suspicious behavior, security breaches, or incidents involving visitors must be reported immediately
to security management.

5. Record Keeping

¢ Visitor logs (digital or physical) to be retained for a minimum of [X] months/years as per organizational policy
and local laws.
¢ Logs must be stored securely and made available only to authorized personnel.



6. Table: Visitor Registration Log Example

Visitor R Entry Exit Badge .
Date Name Organization = Host  Purpose Time Time No. Signature
5(1’24‘06' Jane Smith  ABC Corp ‘[’)%*g‘ Meeting  09:00 1030 015 J. Smith

7. Compliance

Non-compliance with any part of this SOP may result in denial of entry or other disciplinary actions as per organizational
policy.

8. Revision and Review

¢ This SOP must be reviewed annually or as needed to address emerging security requirements.
¢ Updates will be communicated to all affected personnel.
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