STANDARD OPERATING PROCEDURE
VISITORS AND CONTRACTORS
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Purpose
To make sure all visitors and contractors are managed safely and respectfully, and that the purpose of each visit is known, recorded, and overseen. This protects the dignity of the deceased, the privacy of families, and the safety of staff and visitors.

Scope
This procedure applies at all sites, including the funeral home, preparation and mortuary areas, garages, chapels of rest, and offices. It covers all visitors and all contractors such as maintenance staff, delivery drivers who need access beyond reception, service engineers, cleaners, and builders.

Responsibilities
· Managers: approve access, keep records, and ensure staff follow this SOP.
· Reception or first point of contact: check identity, record the purpose of the visit, issue a badge, and alert the escort.
· Escort: stay with the visitor or contractor at all times, make sure they follow site rules, and sign them out.
· Contractors: follow site rules, use the required personal protective equipment, and work only in the agreed areas.
· All staff: challenge unknown persons politely and report concerns at once.

Principles
· No unaccompanied visitors or contractors on site at any time.
· The purpose of each visit must be known, appropriate, and recorded before access is given.
· Access to care areas and confidential records is restricted and only allowed when needed for the visit.
· Respect, privacy, and dignity are maintained at all times.



Procedure
Before arrival
· Where possible, ask contractors to book visits in advance with a clear description of the work.
· Check competence and insurance where relevant.
· Prepare any permits or risk assessments that may be needed for higher risk work.
Arrival and sign in
· Greet the visitor or contractor at reception or the first point of contact.
· Ask for the name, company if relevant, and check photo identification when appropriate.
· Ask for the purpose of the visit and the area they need to access. Record this in the visitor log.
· Ask the person to read the visitor rules and sign to confirm understanding.
· Issue a visitor or contractor badge that must be worn and visible at all times.
· Contact the named host or manager to act as the escort.

Visitor log must record
· Date and time in
· Full name
· Company
· Contact number
· Escort name
· Purpose of visit
· Areas to be accessed
· Time out
· Signature of escort
· Signature of visitor/contractor

Safety and conduct briefing
· Give a short site briefing. Cover fire alarm signals, fire exits and assembly point, first aid contact, no smoking rule, photography restrictions, and the need for respect and quiet near care areas and chapels of rest.
· Confirm required personal protective equipment and provide it if needed.
· Confirm any restricted areas and any hazards that may be present.

Escort and supervision
· The escort must stay with the visitor or contractor at all times.
· Do not allow access to care areas when a family is present for a viewing unless agreed by a manager and the family.
· For contractors, take them to the work area, confirm the task and limits, and check that equipment and controls are safe.
· If the escort must leave, another trained person must take over at once. Do not leave the visitor or contractor alone.


Working rules for contractors
· Work only on the agreed task and in the agreed area.
· Keep a clean and safe work area. Use barriers or signs if there is a risk to others.
· Stop work during a funeral service, a family visit, or any moment that requires quiet and privacy, unless the work is urgent for safety.
· Follow the permit to work process for higher risk tasks such as hot work, electrical work on live systems, work at height, or work in confined spaces.
· Report any incident, near miss, spill, or damage at once to the escort and manager.

Data protection and confidentiality
· Do not allow visitors or contractors to view case files, personal data, or the deceased unless this is necessary for the purpose of the visit and approved by a manager.
· Ask contractors to sign a simple confidentiality agreement if their work may expose them to personal or sensitive information.
· Do not allow photography or recording without written approval from a manager.

Completion and sign out
· When the visit is complete the escort checks the work area is safe and clean.
· Collect any loaned badges or keys.
· Record time out and the escort signature in the visitor log.
· For contractors, record any follow up actions or defects and the person responsible.

Emergencies and evacuation
· In an emergency the escort leads the visitor or contractor to the nearest exit and the assembly point.
· The escort confirms at the assembly point that the visitor or contractor is present and reports this to the fire marshal.
· After the incident, update the visitor log, record any issues, and restart work only when it is safe.

Exceptions
· Delivery drivers who remain at the goods door may be signed in by the receiving staff member and do not need a full site briefing. If they must enter beyond the goods area they must follow the full procedure and be escorted.

Records and Documentation
Keep these documents in the site operations file or the central register:
· Visitor and contractor log with purpose of visit and sign in and sign out times
· Copies of permits to work and risk assessments where used
· Confidentiality agreements where used
· Contractor competence and insurance checks where relevant
· Any incident or near miss reports related to visitors or contractors
Retention: keep logs for at least one year, or longer if part of an incident record.

Training and Awareness
· Induct staff on this procedure.
· Refresh training each year.
· Keep training records.

Review and Audit
This Standard Operating Procedure must be reviewed annually or sooner if changes occur in legislation or operational practice.
Internal audits must confirm that registers, records, and policies are complete, accurate, and current.
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