Standard Operating Procedure (SOP): Reception and
Visitor Management Procedures

Purpose

This SOP details reception and visitor management procedures, encompassing visitor registration, identification
verification, access control, visitor escorting, health and safety compliance, confidentiality and data protection,
emergency protocols, and communication standards. The objective is to ensure a secure, efficient, and professional
reception process that safeguards premises while providing a welcoming experience for all visitors.

Scope

This SOP applies to all staff members responsible for reception and visitor management at [Company/Organization
Name]. It covers procedures from initial visitor arrival to departure, including management during emergencies.

Responsibilities

¢ Reception Staff: Execute visitor management procedures as outlined in this SOP.
¢ Security Personnel: Support identification verification and monitor access control.
¢ All Employees: Ensure compliance with visitor escorting and confidentiality requirements.

Procedures

1. Visitor Registration
o Log all visitors in the visitor management system, capturing name, company, purpose of visit, contact
details, and host.
o [ssue a visitor badge with date and time-stamped details.
2. Identification Verification
o Request government-issued photo identification (e.g., driver's license, passport) from all visitors.
o Verify the ID matches the visitor's registration details.
3. Access Control
o Allow entry only to registered and verified visitors.
o Restrict visitor access to authorized areas only.
o Deactivate visitor badges upon departure.
4. Visitor Escorting
o Ensure visitors are escorted by employee hosts at all times unless otherwise authorized.
5. Health and Safety Compliance
o Inform visitors of relevant health and safety procedures, including emergency exits and protocols.
o Provide necessary personal protective equipment (PPE) if applicable.
6. Confidentiality and Data Protection
o Protect visitor information per applicable data privacy regulations.
o Ensure confidentiality agreements are signed if required.
7. Emergency Protocols
o Maintain an up-to-date evacuation list of all current visitors.
o Brief visitors on emergency evacuation and safe assembly procedures upon arrival.
8. Communication Standards
o Maintain a professional, courteous demeanor in all interactions.
o Promptly notify appropriate staff of visitor arrivals and incidents.

Documentation

¢ Visitor log and registration records
¢ Signed confidentiality agreements (if applicable)
¢ Incident and emergency reports

Review and Compliance

¢ This SOP is subject to review every 12 months or as required by operational or regulatory changes.
¢ Non-compliance may result in disciplinary action as per company policy.



Approval

Prepared by Reviewed by Approved by Effective Date

[Name / Title] [Name / Title] [Name / Title] [Date]
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