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Visitor Management Plan

1. Introduction

1.1 Purpose

This Visitor Management Plan outlines the procedures and responsibilities for safely and
efficiently managing all visitors entering the premises of Pan Intercultural Arts Centre (Pan
Centre).

The plan ensures:

Safety and security of staff, participants, guests, and property
Compliance with building rules

A welcoming and professional experience for all visitors
Protection of confidential information

Clear accountability and record-keeping

1.2 Scope

This plan applies to:

All Pan staff including board members

All Pan project participants

Visiting artists, partners, collaborators and funders

Contractors and service providers

Members of the public attending events, sharings and exhibitions

Any other non-staff individuals entering the charity’s designated spaces

2. Building Context

Pan operates within a secure multi-tenant building.

Main reception and security staff control primary building access.

Visitors must pass through building reception before reaching the Pan Centre.
Building-specific safety and security rules apply to all visitors.

3. Roles and Responsibilities

3.1 Pan Staff

Pre-register all visitors with Camelford House security desk
All visitors will need greeting from reception promptly
Escort visitors into the Pan Centre as needed

Ensure visitors comply with health & safety rules

Ensure accurate check-out
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3.2 Reception / Security (Building Staff)

Verify identity of all visitors

Contact the charity to confirm arrival
Issue building visitor passes

Direct visitors to Pan Centre

3.3 Pan’s Operations Manager

Maintain visitor register (digital or manual)
Provide orientation or quick briefing when required
Manage guestlists for events or public programmes

3.4 Visitors

Follow all building and Pan rules and guidance

Wear visitor badges where applicable

Remain only in permitted areas

Be accompanied if required

Report safety concerns or incidents immediately to Pan’s lead at the time e.g.
Project Director, Operations Manager etc.

4. Visitor Types and Requirements

4.1 General Visitors (Appointments, Meetings, Partners)

Usually pre-booked by Pan staff - names provided to building reception
Must sign in at building reception

Collected by Pan team

Short health & safety briefing if staying longer than 1 hour

4.2 Programme Participants

Names provided to building reception in advance by Pan’s Operation Manager

Any new comers checked with Pan Project Director before entrance

Pan Project Director to register daily attendance within Pan Centre

Orientation provided at first visit by Pan Project Director

Participants should stay within their project areas as needed with a member of staff
always present
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4.3 Contractors / Service Providers

Must be pre-approved

Building management may require additional credentials
Must be briefed on relevant safety procedures

May require escort to restricted areas

4.4 Public Guests (Events, Performances, Exhibitions)

May enter during advertised open times or via event registration lists

Pan member of staff to be stationed at Building Reception to welcome guests
Additional staff or volunteers should support crowd flow

Emergency exits and procedures must be highlighted

Wristbands or event passes may be used for large events

5. Pre-Registration Procedures

Staff should pre-register visitors by providing reception with:

Visitor’s full name

Date and time of visit

Host name and contact
Purpose of visit

Any access or assistance needs

Guests for public events may be placed on a guestlist sent to reception in advance.

6. Arrival and Check-In Procedures

6.1 Building Reception

Upon arrival, visitors:

ok

Report to building reception/security

Provide name and ID (if required by building management)
Sign in or appear on a pre-approved list

Receive a temporary access pass (if applicable)

Are directed to the charity space or await host collection
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6.2 Pan Welcome

Pan will;
e Confirm identity where appropriate
e Record visitor details (digital log or sign-in sheet)
e Provide relevant orientation (evacuation points, toilets, code of conduct)
e Ensure visitors understand restricted zones

7. Access Control and Movement on Site

7.1 Access Permissions
Visitors may access:

e Welcome Area & Kitchen
e Programme rooms / workshop space (with Pan staff member)
e Public event areas during open hours

Visitors may not access:

e Staff-only areas
e Storage, finance, comms or equipment rooms
e Any restricted building areas not relevant to their visit

7.2 Badges / Passes

e Building-issued passes must be worn visibly
e Passes returned on departure

7.3 Escort Policy

e \Visitors not attending a public event must be escorted by their host
e High-risk areas require continuous escorting (if applicable)

8. Safety, Induction, and Conduct
8.1 Health & Safety Briefing
For longer visits or programme participation, the staff member provides:

e |ocation of emergency exits
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e Fire alarm procedure
e First aid arrangements
e Housekeeping rules (no food in studios, personal belongings, etc.)

8.2 Code of Conduct
Visitors must:

Behave respectfully toward staff and other participants

Follow safeguarding protocols where minors or vulnerable adults are present
Not photograph or record others without permission

Not tamper with equipment or artwork

8.3 PPE and Special Requirements
If the project or visit includes studios, workshops, or technical spaces:

e PPE requirements explained where relevant
e \Visjitors may need induction before entering workshop zones

9. Privacy and Data Protection

e \Visitor records are stored securely and used only for safety/legal purposes
e Data is retained for 5 years in compliance with GDPR
e \Visitor logs are accessible only to authorised staff

10. Departure and Check-Out Procedures
Visitors must:

e Return any access passes or badges
e Sign out with both Pan staff and at building reception

Staff must:

e Ensure guests have safely exited
e | og completion of visit



Visitor Management Plan

11. Incident Reporting and Emergencies

11.1 Incidents Involving Visitors
Staff must report:

Accidents
Safeguarding concerns
Security breaches
Disruptive behaviour

Reports go to Joanna Green - Designated Safeguarding Lead or Emmeline Holwell -
Deputy Safeguarding Lead and building security where necessary.

11.2 Emergency Situations
Visitors must follow:

e Staff instructions
e Building security guidance
e Evacuation procedures

Hosts ensure all visitors in their care are accounted for.

12. Large Events and Public Openings
For exhibitions, performances, or public-facing events:

Additional front-of-house staff or volunteers assigned
Visitor flow managed to avoid congestion

Event risk assessment completed

Accessibility provisions ensured

Guestlists provided to building reception

Pan staff stationed at building reception for evening

13. Review and Improvements

The Visitor Management Plan will be reviewed every two years or when risk assessments indicate
policy and procedures should be amended, whichever is the soonest and communicated to all staff
and volunteers.
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