Building Security and Visitors Management and Control Policy 

Aberdeenshire council will demonstrate that, in regard of managing the risks associated with Building Security and Visitors it will:

· Identify and assess sources of risk

· Prepare a control system for preventing, reducing or controlling the risk

· Implement and manage and monitor precautions

· Maintain suitable and sufficient records of the precautions implemented and will carry this out for each Aberdeenshire Council premises within the Council’s control. 

· Appoint a person to be responsible for the management and maintenance of the control system and measures adopted. 

The Manager of the establishment has the day to day responsibility for the implementation of these procedures to ensure, so far as is reasonably practicable, the safety of employees and others at council premises

Management has a statutory duty to ensure that compliance is active, continuous and effectively policed. 

The Council must be able to demonstrate it has: 

· Identified all the relevant factors

· Instituted the appropriate corrective or preventive actions and

· Is monitoring the effective implementation of the required solutions. 

BUILDING SECURITY 

Buildings will be equipped with varying levels of security dependant on the location and identified risk. This might be a standard reception desk, security doors, intercom, or security entry system.

Staff members who work with an intercom security system should take reasonable measures to identify the person/s before allowing entry. 

This might be by confirming the name of the person if they have an appointment or, where practicable, checking ID badges
All full time and permanent members of staff carry and wear ID badges, some of which have a swipe mechanism to gain entry into specific council buildings.
Staff should be discouraged from leaving valuable or desirable items lying around in areas where they are in clear view, in particular from outside of the building.

Where any member of staff has concerns re building security they should discuss the issue with their line manager before, where necessary, seeking advice from the Facilities team and/or the health and safety unit.
VISITORS

All visitors must report to reception, front desk or any other identified location within the buildings and sign in. Each reception area should have a ‘sign-in’ book specifically for this purpose. They should then be given a Visitor’s badge to identify that they are an authorised visitor.

Good practice should ensure that the person they have arranged to meet, or their representative, comes to the reception to meet them

Staff are responsible for supervision of their visitors and ensuring their safety in an emergency evacuation.
For further information on building security within the council contact the health and safety unit on 01224 664118

