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VISITORS / APPOINTMENT PROCEDURE
Staff are responsible for their visitor or contractor whilst on site and must ensure that the comply with Health and Safety. 
· When a building occupant arranges for a visitor, contractor or guests to attend site, they are requested to complete an appointment form (copy attached), these are available either ‘on line’ at https://portal.sgul.ac.uk/services/visitors/ or from Reception.

· Forms should be given to Reception by 4pm the day before the meeting. 

If this is not possible, please send the form to Reception at least 30 minutes prior to the meeting and follow up with a telephone call to ensure receipt, this is to ensure we have viewed the request, welcome your visitor and the host contacted as quickly as possible to avoid the visitor / contractor be held in the foyer. 
If it is a last-minute arrangement, the arranger should contact Reception on extension 5556 or 6499 with details of the visitor(s) (as per form) and who they are visiting, along with at least two contact numbers for Reception to call. 
This must be followed up with an e-mail.
· All visitors are requested to announce themselves to Reception where they will need to collect a visitors’ badge. This must always be worn visibly whilst on site.  
· When the visitor arrives, Reception will contact the given numbers and notify the relevant person(s).  (Please note) It is the responsibility of the individual host who has arranged the meeting to ensure that staff are available on the contact numbers to collect visitors from the reception. 

Reception staff can only try these numbers for up to 15 mins due to other responsibilities. If you are expecting a visitor, make yourself available. 
· Visitors must be collected from Reception by the arrangers or nominated contact as Reception staff and security will not be able to escort people and will not be able to provide directions to a nominated meeting point.  This is to maintain the security of our buildings.
Please note: visitors must be escorted whilst in the building at all times.
· When the visitor leaves the University, they [or their hosts] must return their visitors badge and its holder to the Reception desk. This enables us to use the visitors book as a roll call during a fire alarm activation if necessary.
· The Reception staff will note the return time in the book.
· If the visitor has signed out an access card from security, this must return this back to the security control centre at the end the end of their visit. 
This procedure applies 24 hours a day, 7 days a week.
Policies that relate to this procedure:

Health and Safety Policy

Fire Safety Policy


APPOINTMENTS / VISITORS FORM

	NAME OF ORGANISER:

EXT:

	DATE OF APPOINTMENT:

TIME:

	NAME:
EXT:

	VISITOR’S NAME:



	LOCATION OF MEETING:



	ALTERNATIVE CONTACT:

NAME:                                                                                        EXT:

	COMMENTS:



	SIGNATURE:




Please email (recepsgul@sgul.ac.uk) or complete this form via the intranet 24 hours prior to the meeting or hand deliver to the Reception desk at least 30 minutes before your visitor arrives.
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