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This Office Visitor Policy template is ready to be tailored for your company’s needs and should be considered a starting point for setting up visitor management rules. The Office Visitor Policy may also be referred to as a Workplace Visitor Policy or Company Visitor Policy.

Office Visitor Policy Template
Policy Brief & Purpose
Our workplace visitor policy explains the rules for receiving visitors on company premises. The goal is to maintain a secure, professional, and welcoming environment. We want to ensure that visitors will not:
· Endanger the safety of employees, themselves, or company property
· Distract employees from their work or disrupt operations
· Access confidential information, sensitive equipment, or restricted areas without authorization

Scope
This policy applies to all employees, contractors, and departments. “Visitors” may include employees’ friends and family (personal visitors), contractors, external vendors, service providers, stakeholders, customers, business partners, job candidates, and the general public.
Remote employees visiting other company locations must also follow this policy. Employees on parental leave or other forms of leave may enter the premises with visitor passes.

Policy Elements
Check-In Procedures
All visitors must sign in at reception (or designated entry point), show valid identification, and receive a temporary visitor badge. Visitors must return badges when leaving. Employees hosting visitors must remain responsible for them during the visit.
Access & Restrictions
Visitors may only access approved areas and must avoid restricted zones containing hazardous materials, confidential records, or sensitive equipment. Escorts are required for entry into such spaces. Exceptions may be granted to regulators or stakeholders with written authorization, and protective equipment may be required.
Internet, Data Protection & Confidentiality
While on site, visitors are bound by company internet, data protection, and confidentiality policies. They may not misuse the company network, disclose sensitive information, or take photos of restricted areas. NDAs may be required before visits involving confidential information.
Personal Visitors
Employees may not bring unauthorized personal visitors into the workplace. Exceptions may be made on a case-by-case basis, with written or verbal approval from HR, management, or security. Employees must accompany personal visitors at all times, especially in common or open areas.
Contractors & Service Vendors
Contractors, vendors, and service providers are permitted entry only to carry out their specific duties. They must wear badges at all times and comply with safety instructions, including use of protective equipment when required.
Other Visitors
Students, investors, customers, job candidates, and business partners must receive written authorization from HR or management before entering. These visitors must always be accompanied by an employee while on company property.
Solicitation
Visitors may not solicit employees, request donations, or promote outside activities while on company premises. Violators may be asked to leave immediately.
Deliveries
Delivery personnel must remain at reception unless directed otherwise. Front-office staff are responsible for notifying employees of personal deliveries. Large or supply deliveries must be directed to designated areas such as warehouses, and security may verify documents before granting access.
Emergency Procedures
Visitors are included in all safety and evacuation plans. Hosts must ensure visitors know where to go in emergencies. Reception will maintain visitor logs for accountability.
Unauthorized Visitors
Any person entering company property without approval is considered unauthorized. Security staff will escort them out, and misbehavior such as theft, harassment, or disruption may result in prosecution. Employees who identify unauthorized visitors must alert security or office management.

Disciplinary Action
Employees who violate this policy may face disciplinary measures. Minor violations, such as allowing personal visitors without authorization, may result in verbal warnings. Serious violations, such as permitting unauthorized visitors who damage property, may lead to termination.

Disclaimer
This policy template provides general guidelines and should be adapted to local laws, regulations, and specific organizational needs. It is not a legal document, and [Company Name] assumes responsibility for ensuring compliance with applicable legislation.

Take the hassle out of visitor check-ins — explore elia Visitor Management.
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