Visitor Checl |

for Manufactu ring

Ensuring a secure, safe, and efficient environment is crucial when allowing contractors, vendors, and
other non-employees, including visitors, into a manufacturing facility or any organization. Here's a
comprehensive guide to best practices and policies that can help safeguard everyone involved while
maintaining operational effectiveness.

Start Internally:

J Review your corporate policy on visitor check-in and out.

J What documents are you required to collect and serve? How frequently and to which visitors.
[ Are hosts required to stay with a visitor?

J Does your facility have any additional compliance requirements outside of the standard policy such as
ITAR or GMP?

Who should be included in the conversation: Your receptionist has the best insight. If the receptionist
job is no one's job or shared by your staff, include feedback from those individuals. HR, EHS,
Maintenance, Operations, Shipping/Receiving, Management and any other department that receives
visitors will have documents, procedures and processes that must be adhered to.

Who is a visitor: Any person who steps foot on your property that is not directly employed by you should
follow your visitor policy. This includes but is no way limited to:

O Contractors O Service

O Vendors O Job Applicants & Interviews

J Regulatory Authorities O Events/Tours

O Corporate Employees O Family Members

J Employees from other facilities O Shipping/Receiving Drivers

O Former Employees/Retirees O Drop offs (Door Dash, UPS/FedEx/Amazon deliveries)
0 Temporary Employees O Walk-In/Solicitor/No Appointment

(O Current and Potential Customers















[J Data Protection and Privacy: Given the various types of data you'll be collecting, it's essential to
ensure that all data storage and processing are GDPR-compliant (or follow other relevant data
protection regulations). Ensure the privacy of visitors by keeping their information confidential and
secure.

9. Oversight and Monitoring:

J Supervision: Assign an internal contact or supervisor to oversee the contractor/vendor’s work,
ensuring that they are following procedures and protocols.

[0J Feedback Loop: Create a mechanism for employees to report concerns or issues related to the
contractors/vendors.

O Audits/Reporting: Ensure you have a way to search, verify and export all visitor documents and
records.

10. Completion and Feedback:

O Post-Completion Review: After the task is complete, conduct a review to evaluate the
contractor/vendor's performance.

(O Feedback Session: Meet with the contractor/vendor to discuss any feedback, learnings, and
improvements for future collaborations.

[ Verify the hours billed are accurate by comparing the invoice with the time the contractor spent inside
your facility.

(O Periodic Review: Regularly review and update the visitor policy to incorporate new practices,
technologies, and feedback.

By adhering to these best practices, manufacturing facilities can ensure the safety and efficiency of
operations when involving external parties. It also helps maintain a level of consistency and
professionalism throughout the collaboration process.

Consider Visitor Management Software such as: transmission

Integrating visitor management software that can streamline the registration process, notify hosts automatically,
and digitally store records. Transmission understands the complexities and nuances involved in managing visitors
and non-employees in a manufacturing facility. With a multitude of factors to consider, from preliminary
assessments and orientation to compliance and oversight, a reliable system is essential. Our state-of-the-art
visitor management system is designed to handle every aspect highlighted in the guide, ensuring seamless
integration of best practices.
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