Visitor Policy & Procedure (Model)
I. PURPOSE: 

This policy applies to any person who is not an employee and who is seeking to enter company property for any reason.  In order to assure the safety and security of workers, visitors, and company property, and to insure that only authorized personnel have access to company facilities, the following policy is adopted: 
II. POLICY & PROCEDURE: 

A. Access:  Any person who is not an employee must report to the office in order to gain access to company property.  An employee may not grant access or permission to enter company property to any person.

B. Off-duty workers are not permitted access to the interior of the facility and other working areas during their off-duty hours. 

C. Visitors: 

1. All visitors to the farm or any of its buildings, fields or operations must sign in and out at the office.  The term “visitor” includes suppliers, newspaper reporters, government agents, or any other person who is not an employee.
2. If approached, employees must instruct visitors that the employee is not permitted to discuss company operations and is not permitted to grant access to enter the property.  Visitors should be directed to the office or asked to contact _____________________ in order to secure permission to enter company property.  
3. A visitor who refuses to report to the office should be asked to leave the premises.  You should follow the visitor to end of our property and report the incident to your supervisor.  If the visitor refuses to leave, you should note a physical description of the intruder and immediately report the front office.  Do not otherwise engage the intruder in any way.  A worker who grants permission to enter property, or discusses any phase of the company’s operation with visitors is subject to discipline up to and including termination.  

D. Suppliers and Delivery Personnel 

1. Truck drivers with a bill of lading may proceed directly to their normal areas of pick-up and delivery without being escorted by an employee. 
2. Delivery personnel (i.e. UPS, FedEx, etc.) will be permitted to make deliveries to the appropriate areas without an escort provided they do not go outside normal areas of pickup or delivery. 

III. SAFTEY: 
Employees and visitors are required to comply with all safety rules, regulations, and policies while on company property or in company vehicles. 

