	[image: ]
	Manned Security Procedure Checklist




	PROJECT NAME:
	DRAWING REF Numbers.
	REV.

	
	
	

	No.
	INSPECTION ITEM
	CHECKED SATISFACTORY

	
	
	N/A
	YES
	NO

	1
	EXTERIOR DOORS, WINDOWS, and OPENINGS
	
	
	

	1.1
	Are all entrance doors clearly visible from either the parking lot or the street? 
			
	1.2
	Are back doors locked during operating hours to prevent entry of intruders?
			
	1.3
	Are employee entrances and other non-public entrances closed securely and locked to prevent entry of intruders?
			
	1.4
	Are windows clear of posters or signs that block the view from inside out and outside in?
			
	1.5
	Are windows that can be opened, always closed, and locked when the business is closed?
			
	2
	EXTERIOR
	
	
	

	2.1
	Are the exterior lights sufficient to illuminate all areas of the building?
			
	2.2
	Are exterior lights checked regularly to ensure they are operable?
			
	2.3
	Are all lights in, above, or near all entrances working?
			
	2.4
	Are all fences in good repair?
			
	2.5
	Are fences around outdoor terraces and gardens secured and in good repair?
			
	2.6
	Is the furniture in outdoor areas secured or locked inside the building during non-operating hours?
			
	2.7
	Is the trash or dumpster area well lit? Is the lid or cover to the trash or dumpster locked to prevent illegal dumping or someone hiding inside?
			
	3
	INTERIOR AREAS
	
	
	

	3.1
	Are interior rooms and hallways lighted well enough so that anyone in them can be seen?
			
	3.2
	Are windows and locks on windows in restrooms in good repair to prevent entry or exit of an intruder?
			
	3.3
	Is access to the employee locker room or break room limited to employees?
			
	3.4
	Are lockers and break rooms monitored for security violations and employee safety?
			
	3.5
	Are the employees’ desks clear from any materials and papers that can be accessed after working hours?
			
	3.6
	Are employees instructed to leave their valuables at home or locked away from public access?
			
	4
	OPENING AND CLOSING BUSINESS
	
	
	

	4.1
	Is there a security checklist to be used for opening and closing?
			
	4.2
	Are there written policies for employees who open and close the facility?
			
	4.3
	Check for suspicious persons before unlocking and entering the business
			
	4.4
	Perform a complete inspection of the facility before closing to confirm no one is hiding inside including the restrooms.
			
	4.5
	Ensure all doors are locked promptly at closing and kept locked while employees are in the business
			
	No.
	Reviewer's Comments
	Resolution

	
	
	

	
	
	

	
	
	

	
	
	

	Originator's Name/Signature and Date:





	Checker's Name/Signature and Date:
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