Visitor log book
Site: [name and address]          Reception: [building, floor]          Page no.: ______
We record your visit for security and safety, and to know who is on site in an emergency. We keep this log for [90 days] and then destroy it. Ask at reception for our privacy notice.
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	Date
	Visitor name
	Company
	Visiting (host)
	Purpose
	ID checked (type)
	Badge no.
	Time in
	Time out
	Visitor signature

	1
	
	
	
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	
	
	
	

	3
	
	
	
	
	
	
	
	
	
	

	4
	
	
	
	
	
	
	
	
	
	

	5
	
	
	
	
	
	
	
	
	
	

	6
	
	
	
	
	
	
	
	
	
	

	7
	
	
	
	
	
	
	
	
	
	

	8
	
	
	
	
	
	
	
	
	
	

	9
	
	
	
	
	
	
	
	
	
	

	10
	
	
	
	
	
	
	
	
	
	

	11
	
	
	
	
	
	
	
	
	
	

	12
	
	
	
	
	
	
	
	
	
	

	13
	
	
	
	
	
	
	
	
	
	

	14
	
	
	
	
	
	
	
	
	
	




Notes for the person in charge of the log (don’t print this page)
1. Print the first page as many times as you need. Number each page and keep completed pages in a locked drawer or file.
1. Record only what you need. For ID, write the type you checked (Emirates ID, passport, driving licence or company ID), not its number, unless your security procedures require the number.
1. Look at a visitor’s ID and hand it straight back. Don’t keep it at reception: companies may not withhold the Emirates ID cards of employees, customers or visitors.
1. Use the log for roll call in an evacuation: anyone with a time in and no time out may still be on site. Take the current page with you.
1. Destroy pages when the retention period ends, for example by shredding, unless they are needed for an incident or an investigation.
1. Under the UAE Personal Data Protection Law (Federal Decree-Law No. 45 of 2021, Article 5), personal data must be collected for a specific purpose, limited to what is necessary, and not kept for longer than needed. Free zones such as the DIFC and ADGM have their own data protection laws.
1. The Excel version adds dropdowns, visit durations and a count of visitors still on site: birbalai.com/tools/visitor-log-book-template
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