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      Model Policy

Visitors



 SHAPE  \* MERGEFORMAT 



Businesses operating from very small premises may not find it necessary to have in place visitor controls and therefore may choose to omit this section. All other organisations are recommended to include this section in their policy’s arrangements section.  Alter and add to this as necessary to reflect the controls in place within your business. 
Visitors

Visitors to our premises include ___________________________ [e.g. couriers, customers, sales persons, contractors, members of the public (including children), friends and family of employees, patients, members of the emergency services, regulatory staff].  
Visitors are asked to sign in and out of our buildings [and will be under the supervision of one of our members of staff/will be provided with information via signage that will assist them in remaining safe during their visit]. Contractors undertaking work within the premises will be subject to our contractor control arrangements. Note that there is no legal requirement for visitors to sign in but it is good practice and the register often forms an essential part of the roll call during an emergency evacuation. Providing badges assists with security and this should be added here, if it forms part of the company’s procedure.

Describe any additional risk control measures which have been put in place for the safety of visitors, e.g. walkways, visitor signage, provision of hi visibility vests to be worn in restricted areas.

Note that it may not be necessary to undertake all of the risk control measures listed, although similar measures will be required to cover all of the areas described.
Insert your company logo here





Disclaimer





These example forms, checklists and model policies are provided by Hettle Andrews for general guidance on matters of interest.  In making these documents available to a general and diverse audience it is not possible to anticipate the requirements or the hazards of any subscriber’s business.  Users are therefore advised to carefully evaluate the contents and adapt the forms and checklists to suit the requirements of each situation.  Hettle Andrews does not accept any liability whatsoever for injury, damage or other losses which may arise from reliance on this information and the use of these documents.





Copyright of these documents remains with Hettle Andrews and whilst subscribers are permitted to make use of them for their own purposes, permission is not granted for resale of the intellectual property to third parties. 
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