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Visitors & Contractors Compliance Documentation 

Visitor Details 
Full Name (print):  
 
(As shown on driving licence or 
passport, including middle names) 

 
 

Company:  

Country of Birth:  

Nationality:  

Dual Nationality: ☐ Yes     ☐ No 

If yes, provide details: 

Visit Date:  

   *Photo ID: All visitors/contractors must provide photo ID upon their visit. Without this, individuals will be denied access to site. 

Mobile Phones 
Please be aware that access to your mobile phone will be restricted whilst on site.  

Contractors – Mobile phones must be left in your vehicle or in reception when signing into CW Fletcher. 

If your mobile phone is required to complete work on site, special arrangements will be made to allow 

this. 

Visitors – Please leave your phone with our receptionist or in your vehicle, provided the vehicle is parked 

in a designated visitors bay. Should you need your mobile phone to complete work on CW Fletcher site 

then special measures will be taken to allow this.  

Safety on site   
Contractors – Providing you have supplied the relevant documentation i.e. RAMS, please report to 

reception to fill in a permit to work before coming on site.  You must adhere to our PPE requirements. 

It is compulsory that safety glasses and safety shoes are worn at all times whilst within the production 

areas. 

Visitors - On site you must adhere to our PPE requirements. It is compulsory that safety glasses are 

worn at all times whilst within the production areas. When in the production areas please keep to the 

marked aisles unless you are wearing safety shoes.   

Fire evacuation procedure – When the fire alarm sounds, please vacate the building at the nearest exit 

and report to the fire assembly point located in the main carpark.   

 

International Traffic in Arms Regulations (ITAR)  
The International Traffic in Arms Regulations is a U.S. regulatory framework that governs the export 

and transfer of defense and military-related technologies in order to protect national security. In 

compliance with ITAR, C W Fletcher ensures that any classified information, technical data, or defense 

articles—identified on the U.S. Munitions List—are controlled and subject to strict export restrictions. 
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In order to further enforce these regulations, photographic, scanning or copying equipment (e.g. 

mobile devices) are restricted and therefore will be placed in a tamper proof bag and will not be 

allowed in the production areas. If you require access to any electronic device whilst in production 

areas due to the nature of your visit, you will need to ensure details are included in a permit/scope of 

work and that this is signed off by a member of CW Fletcher staff.  

 

Please be advised that upon signing into CW Fletcher you will be asked to confirm your country of 

birth and nationality and provide photographic identification (in the form of a drivers licence or 

passport) in line with these regulations. If you are unwilling or unable to provide evidence of these or 

if your nationality/country of birth does not feature on the list provided then please be aware that 

this may restrict your access to certain areas of site.  

 

Due to data protection laws, please do not email or send a scanned version of your passport or driving 

license in advance of your visit, but ensure you bring it with you as evidence on the day of your visit. A 

compliance check will be conducted prior to arrival. This includes verification against relevant 

government databases. 

Non-Disclosure Statement  
In relation to any ITAR controlled data; by signing this agreement you confirm that any data shared with 

you on your visit or that you may come across shall;  

a. not be further disclosed, re-exported, or transferred in any way to any persons that is not an 

employee of CW Fletcher & Sons Ltd.  

b. only be used in such a capacity as is necessary to carry out your duties in relations to work at 

CW Fletcher & Sons Ltd.  

If you do not comply you will be held personally liable for any damage, physical or otherwise to CW 

Fletcher & Sons Ltd.  

Please print, sign and date the compliance declaration on page 4, to acknowledge that you have read 

and understood the above statements and email to exportcontrol@cwfletcher.co.uk, alternatively 

hand this sheet into reception on your visit.  

Zero Tolerance Statement  
CW Fletchers operates a zero tolerance policy on harassment. We are committed to providing a work 

environment free from harassment which supports the right for all personnel to be treated with 

respect. Any individual found to be in breach of this policy will face further action. 

Health & Safety 
Visitors 

All visitors will receive a Health & Safety induction checklist upon arrival. This ensures they are aware 

of key site safety requirements. The induction will remain valid for 12 months unless changes are 

made to the site, policies, or procedures, in which case a new induction will be required. 
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Contractors 

All contractors must complete a full Health & Safety induction delivered by the H&S department 

before any work begins. This induction is valid for 12 months, unless there are changes to the site, 

policies, or procedures that require re-induction. 

Near Miss & Observation Reporting 

All individuals on site will be issued with a single-use near miss and observation booklet to support 

proactive reporting and continuous improvement of site safety. 

Automatic Bollards 
CW Fletcher’s site is fitted with automatic bollards controlling access to the premises. 

Please use the intercom system to request the bollards to be lowered before attempting to enter. The 

bollards operate on a traffic light system: 

• Red light – Stop. The bollards are raised or rising. Do not proceed. 

• Green light – Go. The bollards are lowered and it is safe to enter the site. 

Upon leaving the premises, the exit bollards will automatically lower upon approach.  

Please note that only one vehicle may proceed at any one time. CW Fletcher operate a strict no 

tailgating policy. 

CW Fletcher and Sons Ltd accept no liability for vehicle damage caused by failure to comply with these 

site instructions. 
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Compliance Declaration 

☐ I confirm that:  

 

• I have read and agree to all of the above. 
 

• I will not take photographic, scanning, or copying equipment (e.g. mobile devices) 

into the production area, except those specifically listed and approved in a 

scope/permit to work. 
 

Signature: …………………………………………………* 

Date: ……………………………………………………….. 

*Please note that this needs to be a handwritten signature, and not an automated signature, to allow processing of your paperwork 

Privacy Notice 

C W Fletcher collects the personal information on this form solely for the purposes of visitor 

management, compliance with ITAR (International Traffic in Arms Regulations), and site security. Your 

information will be used to verify identity, nationality, and permit-to-work requirements. 

 

All personal data will be handled in accordance with GDPR (General Data Protection Regulation) and 

company data protection policies. Data will only be retained for as long as necessary to meet legal and 

regulatory obligations, and will not be shared with third parties except where required by law. For 

questions about how your data is handled, please contact the C W Fletcher Compliance Team. 

 

Completed by CWF Staff 
 

☐ Driving Licence/Passport checked (place of birth/nationality) 

☐ Permit to work completed and verified 

☐ Visual Compliance check 

 

Staff Name (print): …………………………………………………. 

 

Signature: ……………………………………………………………….. 
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Countries Allowed under our MLA 

NATO EU Other 

 Albania   

  Australia 

 Austria  

 Belgium Belgium  

 Bulgaria Bulgaria  

 Canada   

 Croatia Croatia  

 Republic of Cyprus  

 Czech Republic Czech Republic  

 Denmark Denmark  

 Estonia Estonia  

 Finland  

 France France  

 Germany Germany  

 Greece Greece  

 Hungary Hungary  

 Ireland  

 Iceland   

 Italy Italy  

  Japan 

 Latvia Latvia  

 Lithuania  Lithuania  

 Luxembourg Luxembourg  

 Malta  

 Montenegro   

 Netherlands  Netherlands  

  New Zealand 

 Norway   

 Poland  Poland  

 Portugal  Portugal  

 Romania  Romania  

 Slovakia  Slovakia  

 Slovenia  Slovenia  

 Spain  Spain  

 Sweden  

  Switzerland 

 United Kingdom  United Kingdom  

 United States   
 


