
 

Purpose: To assure the safety and security of Raven Team Members, visitors, and 

property and to insure only authorized personnel have access to the Company 

facilities. 

Policy: Badges: All non-Team Members on company property must be issued a badge 

by the appropriate administrative associate or receptionist. Passes shall be 

properly designated as "Visitor" or "Contractor."  

Procedure: Visitors  

1. All visitors to any Company Buildings must sign in and out according to the 

prescribed register.  

2. All visitors will be issued a Visitor or Contractor badge which should be 

returned to the issuing party when signing out unless the badge is granted for a 

specified period of time.  

3. Persons who are unable to present proof of identity must be considered a 

security risk, and must be immediately reported to a manager. 

4.  Team Members must provide an appropriate level of supervision of visitors 

so that security requirements are maintained. While it is not necessary for a 

Team Member to accompany a visitor continuously, the Team Member must 

ensure the visitor does not inadvertently compromise security or disrupt essential 

services. For example, it is not necessary to accompany a visitor to the rest room, 

but the visitor must be supervised while in all other locations not open to the 

public, and escorted to and from the building entrance. 

5.  The visitor’s safety in case of fire or other emergency is the responsibility of 

the Team Member listed on the Register.  The responsible Team Member must 

ensure safe evacuation of the visitor in case of emergency.     

Suppliers, Contractors, Delivery Personnel  

1. Truck drivers will use their Bill of Lading as an acceptable ID; however, such 

persons shall not be permitted outside their normal areas of pick-up and delivery 

without being escorted by an appropriate associate.  

2. Delivery personnel (i.e., UPS, Federal Express, etc.) will be permitted to make 

their deliveries to the appropriate areas without a badge or pass, provided they 
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do not go outside normal areas of pickup or delivery.  

3.  Contractors may be issued an individual or company-wide badge depending 

on the length of work, number of individuals and access required.   

Screening: All visitors must supply appropriate identification to receive a badge.  

Such identification includes Drivers License, Passport, VISA, or student ID (for 

those under the age of 16).  All visitors will be screened pursuant to the current 

screening procedures.  Contractor screening may vary depending on whether the 

badge is provided to the individual or the contracting company.  

Due to security requirements, some visitors upon screening may receive a 

restricted badge, which contains a red bar along the bottom of the badge.  

Individuals with these badges are not allowed in certain marked areas. 

Safety: All Team Members and non-Team Members are to comply with all 

safety rules, regulations, and policies while on company property or in Company 

vehicles.  
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