Hotel Access Policy Statement – Sample Template
Note – 
· ensure you include hotel name and branding on document.
· This could be combined with Diversity and Inclusion policy

Purpose:
To ensure the safety, security, and comfort of all guests and staff, [Hotel Name] has established the following access policy.
Scope:
This policy applies to all guests, visitors, and staff members within the premises of [Hotel Name].
Policy:
1. Guest Access:
. Guests must present a valid ID and reservation confirmation upon check-in if required.
. Room keys are issued to registered guests only and must be returned upon check-out.
. Guests are responsible for their room keys and should report any loss immediately.
2. Visitor Access:
. Visitors must register at the front desk and provide a valid ID.
. Visitors are allowed in guest rooms only with the permission of the registered guest.
. Visitors must leave the premises by [specific time, e.g., 10 PM], unless otherwise authorized.
3. Staff Access:
. Staff members must wear identification badges at all times.
. Access to guest rooms by staff is limited to cleaning, maintenance, and emergency situations.
. Staff must respect guest privacy and follow proper procedures when entering rooms.
4. Restricted Areas:
. Certain areas of the hotel, such as administrative offices, storage rooms, and maintenance areas, are restricted to authorized personnel only.
. Unauthorized access to these areas is strictly prohibited.
5. Security Measures:
. Surveillance cameras are in operation throughout the hotel premises for security purposes.
. Security personnel are available 24/7 to assist with any access-related issues.
6. Compliance:
. All guests, visitors, and staff are expected to comply with this policy.
. Violations may result in removal from the premises and/or legal action.
Review and Amendments:
This policy is subject to periodic review and may be amended as necessary to ensure continued safety and security. Please contact us on XXXXXX should you have any questions.

