This model policy should be adapted as relevant to your organisation.  Reasonable efforts are made to keep the information up to date and correct, but no responsibility for its accuracy and correctness, or for any consequences of relying on it, are assumed by Links. 
Building Security Policy

Guidance for (Name of Organisation) Employees and Volunteers at (Insert name of premises)

1 Be vigilant when letting anyone into the building.

2 If you are not sure who people are in the building, ask whom they are visiting.

3 Ensure all visitors sign in the visitors book.

4 All temporary workers and agency staff must also sign in.

5 The door to the building will be locked at all times.

6 Staff receiving visitors should ensure their guests have signed in.

7 Staff should be vigilant in completing the diary so that it is known where they are at all times

8 Staff should not leave the door to the building unlocked – off the latch.

9 Keyholders will be the only staff given the building alarm code.  

10 Staff should report anything suspicious, such as unknown persons in the area to the Appointed person – the Director/Manager.  If illegal activity is suspected the Police should be notified.

11 In a serious situation it may help to set off the fire alarm.

12 Where the contents of the office can be viewed from a ground level, staff should be vigilant to close window blinds after work hours.

13 Valuables should be kept in a locked drawer.

14 If staff need to store important documents or valuables in (Name of Organisation) safe, they should see the appointed person.

Lone Working 

15. Staff working alone, should ensure that the entrance is kept locked  

16. Staff should ensure they have access to contact telephone numbers for:

o
the alarm company

o
the local police station

o
telephone number of their line manager or another member of staff who is a keyholder.

17. Lone working should be avoided if possible

18. When leaving the building staff should ensure keys are ready.

19. Cars should be as near to the door entrance as possible.

20. If staff have any concerns about their personal safety, they should leave as soon as possible if it is safe to do so.

21. In serious situations it may help to set off the fire alarm or dial 999. 
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