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1. Introduction

From time to time, it may be necessary to host visitors to the work areas of the Division.  These visitors may be potential students or employees, or they may be official visitors of the University.  It is essential that ad hoc visits to the Division are not made and that all visitors are approved by Senior Management prior to their visit.  This will ensure that unauthorised visitors are not allowed access to the Division.

This policy details the steps to be followed when hosting a visitor who is not an official University visitor.  This policy does not apply to work experience/placement students, for whom a separate policy is in place.

2. Scope
This policy applies to all visitors to the Division of Information Technology who are not a part of an official University hosted program.

3. Objectives

The objectives of this policy are:

1. To ensure that all visitors to the Division are bona fide and supervised.

2. To ensure that all visitors to the Division are approved and known to Senior Management prior to their arrival.

4. Timing

This policy shall be adhered to at all times.


5. References

Visitor’s sign in book located in the Office of the most senior DIT staff member on each campus.
6. Responsibilities

1. It is the responsibility of all Divisional staff to ensure that appropriate arrangements are made for visitors prior to their attendance.

2. It is the responsibility of the hosting staff member to ensure that the visitor signs in and out of the visitor’s sign in book.

3. It is the responsibility of the hosting staff member to ensure that the visitor is supervised at all times.

4. It is the responsibility of the hosting staff member to ensure that all who need to be are informed of the visitors intended visit.

7. Method

1. Once a request to visit the Division has been received, the hosting staff member shall write to the Associate Director on the respective campus requesting permission for the visitor to attend.  This request should outline the visitor’s name, intended dates and times of the visit, the purpose of the visit and the work areas of the Division that the visitor is likely to view. 

2. The Associate Director will notify the Office of the Executive Director of all visits.

3. Once the request to host a visitor has been received, the Associate Director shall respond in writing with a determination.  If the visit has been denied, reasons shall be given.

4. The hosting staff member shall have the visitor sign in and out in the visitors sign in book located in the Associate Director’s office.

8. Records

Visitors sign in book
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