42 Risk Management – Visitor Management Policy
1. Purpose
This policy establishes a consistent, professional, and security‑focused approach to managing all visitors attending sites, offices, or operational environments under the oversight of 42 Risk Management. Its aim is to protect people, assets, information, and reputation while maintaining a welcoming, client‑centric experience.
2. Scope
This policy applies to:
· All 42 Risk Management staff, contractors, and deployed personnel
· All visitors, clients, suppliers, and third parties attending any location managed or supported by 42 Risk Management
· All temporary or ad‑hoc visitors, including maintenance teams, delivery personnel, and auditors
3. Principles
Our visitor management approach is built on:
· Professionalism – Every visitor receives a courteous, consistent, and premium experience.
· Safety & Security – Access is controlled, monitored, and recorded to protect people and assets.
· Confidentiality – Sensitive information, client data, and operational details remain protected at all times.
· Accountability – All personnel understand their responsibilities in managing and escorting visitors.
4. Definitions
· Visitor: Any non‑employee or non‑contracted individual entering a controlled area.
· Host: The staff member responsible for inviting, receiving, and supervising the visitor.
· Restricted Area: Any zone requiring enhanced access control due to operational, safety, or confidentiality considerations.
5. Visitor Pre‑Approval
All visitors must be pre‑approved by a designated host.
Pre‑approval includes:
· Confirming the purpose of the visit
· Scheduling the visit in advance
· Ensuring the visitor’s name is added to the daily access list
· Notifying reception or security teams of expected arrival
High‑risk or sensitive visits may require additional authorisation from management.
6. Arrival & Check‑In Procedure
Upon arrival, all visitors must:
· Report to the designated reception or security point
· Provide their name and the name of their host
· Present valid identification if required by the site
· Sign the visitor register (digital or physical)
· Receive a visitor badge, which must remain visible at all times
Security personnel will verify the visitor’s identity and confirm their appointment before granting access.
7. Escorting & Supervision
· Visitors must be collected promptly by their host.
· Visitors must be escorted at all times unless explicitly authorised otherwise.
· Hosts are responsible for ensuring visitors do not access restricted areas without permission.
· Visitors must not be left unattended in operational, sensitive, or back‑of‑house areas.
8. Conduct & Restrictions
Visitors must comply with:
· All safety instructions
· Site‑specific rules
· Photography and recording restrictions
· Confidentiality expectations
Prohibited items (e.g., weapons, unauthorised recording devices, or hazardous materials) must not be brought onto the premises.
9. Information Security
Visitors must not:
· Access company systems, networks, or devices without explicit authorisation
· View confidential documents or operational screens
· Photograph or record sensitive areas
Temporary access credentials, if issued, must be monitored and revoked immediately after use.
10. Emergency Procedures
In the event of an emergency:
· Visitors must follow the instructions of 42 Risk Management staff
· Hosts are responsible for accounting for their visitors during evacuations
· Visitor registers must be available for roll‑call
11. Departure & Check‑Out
Before leaving the premises, visitors must:
· Return their visitor badge
· Sign out of the visitor register
· Be escorted back to the exit by their host
Security teams will ensure all badges are accounted for at the end of each day.
12. Non‑Compliance
Any visitor who fails to comply with this policy may be:
· Denied access
· Escorted from the premises
· Reported to management or relevant authorities if necessary
Staff who fail to follow this policy may be subject to internal review.
13. Review & Continuous Improvement
This policy will be reviewed annually or following any significant operational change, incident, or client requirement. 42 Risk Management is committed to maintaining industry‑leading standards and continuously improving visitor safety and experience.

