SOP Template: Visitor Registration and Access
Management

This SOP details the procedures for visitor registration and access management, encompassing visitor identification,
authorization processes, access control protocols, visitor escorting guidelines, and record-keeping requirements. The aim
is to ensure secure and efficient management of visitor entry, protect sensitive areas, and maintain a safe environment for
all personnel and premises.

1. Purpose

To establish standardized procedures for registering visitors, granting access, escorting within facilities, and maintaining
records to ensure the security of premises and personnel.

2. Scope

This SOP applies to all visitors entering company premises, including contractors, vendors, business guests, and any non-
employees.

3. Responsibilities

Security Personnel: Enforce visitor registration and access control processes.
Front Desk Staff: Greet visitors and handle registration.

Host Employees: Authorize and escort visitors as required.

Visitors: Comply with all registration and access protocols.

4. Procedures

1. Visitor Pre-Authorization (if applicable)
o Host employee submits visitor details (hame, company, purpose, date/time) for review and approval,
preferably 24 hours in advance.

2. Arrival and Registration
o All visitors report to the reception/front desk upon arrival.

o Provide acceptable identification (government-issued photo ID or as defined by organization policy).

o Complete the visitor sign-in log (manual or digital), including:
= Name

= QOrganization
® Purpose of visit
= Host contact
= Time of entry

3. Authorization and Badge Issuance
o Reception/security confirms authorization with the host employee.

o [f authorized, issue a visitor badge, clearly displayed at all times.
o If unauthorized or unannounced, deny entry and notify security/management.

4. Access Control and Escorting
o Visitor access is limited to authorized areas only.

o Host employee or designated escort accompanies visitor at all times in restricted zones.
o Visitors are prohibited from unattended access to sensitive areas.

5. Departure and Sign-Out
o Upon leaving, visitor returns badge and signs out (record exit time).

o Reception/security confirms badge return and logs departure.

5. Record-Keeping

¢ Maintain all visitor logs and authorization records for a minimum of [define retention period, e.g., 12 months].
¢ Logs must be stored securely and made available for security audits or incident investigations as required.



6. Access Management Flowchart

Step Action Responsible
1 Visitor pre-registered (if required) Host Employee
2 Visitor arrives and presents ID Visitor
3 Registration and authorization Reception/Security
4 Issue badge, assign escort Reception/Security
5 Visitor escorted to/from destination Host/Escort
6 Visitor signs out, returns badge Visitor/Reception

7. Compliance and Violations

¢ Any breach or deviation from this SOP should be reported immediately to management/security.
¢ Violations may result in denial of future access and disciplinary actions where applicable.

8. Revision History

Date Version Description Author

[dd/mm/yyyy] 1.0 Initial Release [Name]
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