Workplace Visitor Policy
Template

1. Introduction

This Workplace Visitor Policy outlines the procedures and guidelines for managing
visitors to our company premises. The policy aims to ensure the safety and
security of our employees, protect confidential information, and maintain a
productive work environment while accommodating necessary business
interactions with external parties.

11 Purpose
The purpose of this policy is to:
o Establish clear guidelines for visitor access to company premises
e Ensure the safety and security of employees, visitors, and company assets
o Protect confidential information and intellectual property
e Maintain a professional and productive work environment

o Comply with relevant legal and regulatory requirements

1.2 Scope

This policy applies to all employees, contractors, and visitors at all company
locations. It covers all types of visitors, including clients, vendors, job candidates,
personal guests, and former employees.

2. Visitor Categories

For the purposes of this policy, visitors are categorized as follows:

2.1 Business Visitors

o Clients and potential clients
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» Vendors and suppliers
o Business partners

¢ Consultants and contractors

2.2 Non-Business Visitors
e Personal guests of employees
o Former employees

o Members of the public

2.3 Job Candidates

e Individuals attending interviews or assessments

3. General Visitor Guidelines

3.1 Visitor Hours

Regular visitor hours are from 9:00 AM to 5:00 PM, Monday through Friday,
excluding company holidays. Visits outside these hours require special approval
from a department manager or higher.

3.2 Visitor Registration

All visitors must register at the reception desk upon arrival. The registration
process includes:

e Providing a valid government-issued photo ID

e Signing in with name, company (if applicable), purpose of visit, and host
employee

» Receiving a visitor badge, which must be visibly worn at all times

» Reading and acknowledging the visitor rules and confidentiality agreement

3.3 Host Responsibilities

Workplace Visitor Policy Template



Employees hosting visitors are responsible for:
e Informing reception of expected visitors in advance
o Meeting visitors at reception and escorting them throughout their visit
o Ensuring visitors adhere to company policies and procedures

o Escorting visitors back to reception for check-out at the end of the visit

3.4 Visitor Badges

Visitor badges must be worn visibly at all times. Lost badges must be reported
immediately to reception or security. Visitors must return badges upon check-out.

3.5 Restricted Areas

Certain areas of the company premises may be restricted to visitors. Hosts must
ensure visitors do not enter restricted areas unless specifically authorized.

4. Specific Visitor Protocols

4.1 Business Visitors

Business visitors should be scheduled in advance whenever possible. Hosts must
inform their department manager of any sensitive discussions or presentations.

4.2 Non-Business Visitors

Non-business visitors are generally discouraged during working hours. In
exceptional cases, approval from the employee's supervisor is required.

4.3 Job Candidates

HR department will coordinate the visits of job candidates. Interviewers are
responsible for escorting candidates between interview locations.

4.4 Vendor and Contractor Access
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Vendors and contractors requiring extended or frequent access must undergo a
separate approval process, including background checks if necessary.

5. Safety and Emergency Procedures

5.1 Emergency Evacuation

In case of an emergency evacuation, hosts are responsible for guiding their
visitors to designated assembly points.

5.2 Injury or lliness

Any injury or illness involving a visitor must be reported immediately to reception
and the company's safety officer.

6. Confidentiality and Intellectual Property

6.1 Confidentiality Agreement

All visitors must sign a confidentiality agreement as part of the check-in process,
agreeing not to disclose any confidential information they may encounter during
their visit.

6.2 Photography and Recording

Photography, video recording, and audio recording are strictly prohibited without
explicit written permission from the legal department.

/. Technology and Network Access

71 Guest Wi-Fi

Visitors may be provided with limited guest Wi-Fi access. The IT department is
responsible for managing and securing this access.
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7.2 Use of Personal Devices

Visitors' use of personal devices may be restricted in certain areas. Hosts should
inform visitors of any such restrictions.

8. Special Circumstances

8.1 Media Visits

All media visits must be coordinated through the Public Relations department.

8.2 Government or Regulatory Visits

Visits by government officials or regulatory bodies must be immediately reported
to the Legal department.

8.3 Large Groups or Events

Visits involving large groups or special events require advance planning and
approval from facility management.

9. Policy Enforcement

9.1 Compliance

All employees are expected to comply with and enforce this visitor policy. Non-
compliance may result in disciplinary action.

9.2 Reporting Violations

Employees should report any policy violations to their supervisor, HR, or security
personnel.

10. Policy Review and Updates

This policy will be reviewed annually and updated as necessary to reflect changes
in business needs, legal requirements, or best practices.
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1. Contact Information

For questions or concerns regarding this policy, please contact:
e Human Resources Department: [Insert contact information]
o Security Office: [Insert contact information]

« Facilities Management: [Insert contact information]

By implementing and adhering to this comprehensive Workplace Visitor Policy, we
aim to create a secure, efficient, and welcoming environment for both our
employees and visitors, while protecting our company's assets and information.
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