
Purpose
[Insert company name] recognises and accepts its responsibility to provide a safe and healthy environment for all individuals who use its premises.  The purpose of this program is:
· To enhance the health and safety of suppliers, vendors, and other visitors to [insert company name] worksite.
· To easily identify any additional personnel within the facility.
· To account for all individuals, who may have been inside the building, in the event of an emergency; and
· To ensure suppliers, vendors and visitors do not create a hazard that could impact [insert company name] personnel.
Definitions
Supplier/Vendor - A person or entity who supplies materials or equipment to [insert company name] from off site. This might include water delivery, mail carriers, coffee suppliers, recycling/paper shredding services, etc.
Visitor - Any person entering an [insert company name] facility for the purpose of observing, meeting, undertaking training or performing non-work (hands off) activities. This might include training participants, members, board members, etc.
responsibilities
All Visitors must:
· Check in upon arrival.
· Remain in designated areas.
· Immediately report any hazard, injuries, or problems to their host.
· Follow and obey all verbal instructions and signs; and
· Not attempt to operate any machine, device or equipment unless authorized to do so.
· Be informed that if an alarm sounds, the muster station is the blue parking area on the front of the building.
*The above will be communicated to all visitors via a sign-in sheet at the reception desk. 
All [Insert company name] Employees must:
· Enforce this program.
· Report any incident involving a supplier, vendor or visitor that occurs at an [insert company name] facility to senior management as soon as is reasonably possible.
· Address any issues with the visitor if they are not complying with the program; and
· Ask visitor to leave and/or report the issue to their supervisor, if a visitor refuses to follow the program as directed by their host.
Check ins
Suppliers and Vendors
Suppliers and Vendors delivering goods/materials shall only enter the building through the [insert location(s)] and make themselves known to [insert name/position of company representative].  

Visitors 
Visitors who will be meeting with an [insert company name] staff member will sign the Visitor Check-In Sheet at the [insert location], after logging in their details and reviewing the “Visitors Responsibilities” at the top of the sheet.  They must also ensure that they log out prior to leaving the facility.  
Incident Reporting & Investigation
The following procedure shall be used in the event of an incident involving a Supplier, Vendor or Visitor in the workplace:
a) In the event of a serious injury to a Supplier, Vendor, or Visitor that is reportable under the Occupational Health and Safety Act or Regulations, or in the event of an incident having a high potential to result in such injury, [insert company name] shall immediately report the incident to the Occupational Health and Safety Division of Digital Government and Service NL and shall notify [insert company name] Representative.
b) Should the responsible party for any reason fail to report a serious injury, [insert company name] shall notify the Occupational Health and Safety Division of Digital Government and Service NL immediately upon becoming aware of such omission.
c) When an incident occurs at the workplace, [insert company name] shall conduct an incident investigation in accordance with [insert company name] Incident Investigation program.
d) If the nature of the incident clearly shows disregard of the safety requirements of the work by a Supplier, Visitor or Vendor, [insert company name] may, at its discretion, remove the individual from the premises or take other appropriate action including termination of contract.	
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This program will be reviewed annually and revised as deemed necessary. 
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Visitors Responsibilities - All Visitors must:
· Check in upon arrival.
· Remain in designated areas.
· Immediately report any hazard, injuries, or problems to their host.
· If an alarm sounds, the muster station is [insert location of muster station].
· Follow and obey all verbal instructions and signs; and
· Not attempt to operate any machine, device or equipment unless authorized to do so.

	Name (Print)
	Company Name
	Reason for Visit / [Insert company name] Contact
	Date
	Time
In
	Time Out
	Sign as having read and understood the above Visitors Responsibilities

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	




