Standard Operating Procedure (SOP)
Visitor Reception, Access Control, and Guest
Logistics Management

1. Purpose

This SOP defines the procedures for visitor reception, access control, and guest logistics management,
including visitor identification and verification, issuance of visitor badges, monitoring access points, escorting guests
within the premises, coordinating visitor appointments and schedules, ensuring compliance with security protocols, and
managing visitor records. The goal is to maintain a secure and organized environment while providing a positive and
efficient experience for all guests.

2. Scope

This SOP applies to all staff responsible for visitor management at [Organization/Facility Name], including but not
limited to receptionists, security personnel, and administrative staff.

3. Responsibilities

* Reception Staff: Initial reception, identification and verification, badge issuance, and visitor guidance.

¢ Security Personnel: Monitoring access points, enforcing security protocols, and escorting as required.

¢ Host Employees: Coordinating visitor appointments, serving as the visitor's point of contact, and ensuring
compliance with internal policies.

4. Procedures

1. Pre-Arrival
o Ensure all visitors are pre-registered in the visitor management system (if possible).
o Visitor appointments must be approved by relevant personnel.
2. Visitor Reception & Identification
o Greet visitors courteously upon arrival.
o Request and verify a government-issued photo ID.
o Confirm visitor identity and purpose of visit against the appointment list.
3. Badge Issuance
o lIssue a visitor badge with name, date, and destination/host.
o Ensure the badge is visible at all times while on premises.
4. Access Control & Escorting
o Ensure visitors are only allowed in authorized/restricted areas as per their appointment.
o Escort visitors to and from meeting locations if required.
o Monitor visitor movements via CCTV or physical verification where applicable.
5. Guest Logistics Support
o Provide necessary amenities (e.g., Wi-Fi, refreshments, restroom access) as suitable.
o Coordinate with hosts for any special needs or accessibility requirements.
6. Departure & Record Management
o Collect visitor badges upon exit.
o Update visitor log with entry and exit times and any incidents.
o File and secure visitor records in accordance with privacy and data retention policies.

5. Compliance & Security Protocols

e Ensure all visitors comply with safety and emergency procedures.
¢ Report any suspicious activity or security incidents immediately to management/security.
¢ Review and update SOP annually or as required by changes in policy, law, or facility layout.

6. Visitor Record Template (Example)



Visitor ID Badge Host Purpose of Entry Exit

Date Name Verified Number Name Visit Time Time  Notes/Iincidents
2024- Jane John Client . _ )
0630  oma Yes V0245 i Moating 09:05  11:15

7. Revision History

Revision Date Description of Change Reviewed By

2024-06-30 Initial SOP Issuance [Name/Title]

Approval: Date:
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