SOP Template: Guest Access and Visitor Entry
Protocols

This SOP defines guest access and visitor entry protocols, detailing the procedures for authorized entry, visitor
registration, identification verification, escort requirements, restricted area access, and safety briefing. The goalis to
maintain secure and efficient management of visitors while ensuring the safety and confidentiality of the premises.

1. Purpose

Establish standardized procedures for managing guest and visitor access to safeguard the facility, its assets, personnel,
and information.

2. Scope

This procedure applies to all non-employee individuals seeking temporary access to facility premises including clients,
contractors, government officials, maintenance personnel, and other guests.

3. Definitions

¢ Guest/Visitor: Any non-employee requesting entry to the facility.

¢ Host: An employee responsible for requesting and escorting the visitor.

¢ Restricted Areas: Designated locations with controlled access due to sensitive or confidential information or
activities.

4. Responsibilities

o Security Personnel: Oversee visitor entry, verification, badging, and enforcement of protocols.
¢ Host Employee: Request visitor access in advance, receive, and escort visitors as required.
o Visitors: Comply with all security and safety requirements.

5. Procedures

1. Authorized Entry
o All visitors must have prior approval through the host employee.
2. Visitor Registration
o Visitors must sign in at the reception/security desk.
o Complete visitor log with name, company, contact, host, purpose of visit, entry/exit times.
3. Identification Verification
o Visitors must provide a government-issued photo ID.
o Security staff to verify identity before granting access.
4. Issuance of Visitor Badge
o Assign and display visitor badge at all times while on premises.
o Badge must be returned upon exit.
5. Escort Requirements
o All visitors must be accompanied by their host unless otherwise authorized.
6. Restricted Area Access
o Visits to restricted areas require prior written approval and enhanced supervision.
o Restricted access must be logged with entry and exit times.
7. Safety Briefing
o Provide basic safety briefing including emergency evacuation and conduct guidelines during
registration, or before entering sensitive areas.
8. Departure Procedures
o Host to accompany visitor to the exit.
o Visitor badge to be surrendered at the security desk.
o Sign outin visitor log with exit time recorded.

6. Records



e Visitor logbooks and electronic records must be maintained for a minimum of [specify retention period].
e Records must be secured and only accessible to authorized personnel.

7. Non-Compliance and Incident Reporting

e Non-compliance with visitor protocols should be reported to Security Management.
e Security to investigate and document any breaches or incidents involving visitors.

8. Review and Revision

e This SOP must be reviewed annually or following a security incident or regulatory change.
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