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Purpose:

a) The purpose of this Standard Practice (SP) is to establish guidelines and procedures for
ensuring physical and environmental security in a building. The SP aims to protect the
building's assets, occupants, and information from unauthorized access, theft, vandalism,
and environmental hazards.

Scope:
a) This SOP applies to all employees, tenants, visitors, and contractors and is applicable to all
areas within the building.

Physical Security Measures:

a) Access Control: Implement a comprehensive access control system to regulate entry and
monitor access points within the building. This includes the use of key cards, access codes,
biometric systems, or other approved methods.

b) Perimeter Security: Ensure the building's perimeter is secure by installing fencing, gates,
and appropriate barriers to prevent unauthorized access.

c) Security Personnel: Employ trained security personnel or contract with a reputable security
service provider to monitor and control access, conduct patrols, and respond to security
incidents as necessary.

d) Video Surveillance: Install video surveillance cameras at strategic locations throughout the
building, including entrances, exits, common areas, and high-security areas. Regularly
monitor and maintain video surveillance systems.

e) Intrusion Detection System: Deploy an intrusion detection system to monitor and detect
unauthorized entry or intrusion attempts into the building. This may include sensors, alarms,
and notifications to security personnel.

f) Locking Mechanisms: Ensure all doors, windows, and entry points are equipped with
appropriate locking mechanisms, including deadbolts, electronic locks, or other approved
locking systems.

Environmental Security Measures:

a) Fire Protection Systems: Install and regularly maintain fire detection and suppression
systems, including smoke detectors, fire alarms, fire extinguishers, sprinklers, and
emergency evacuation plans. Conduct fire drills and training sessions for building
occupants.

b) HVAC and Climate Control: Maintain an effective Heating, Ventilation, and Air Conditioning
(HVAC) system to control indoor temperature, humidity, and air quality. Regularly inspect and
maintain HVAC systems to prevent environmental hazards and ensure occupant comfort.

c) Emergency Power Supply: Install an uninterruptible power supply (UPS) or backup
generator to ensure critical systems, such as security, emergency lighting, and
communication systems, remain operational during power outages or emergencies.

d) Water Leak Detection: Implement water leak detection systems, particularly in areas prone
to water damage, such as server rooms, storage areas, and bathrooms, to promptly identify
and mitigate water-related hazards.
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e)

Hazardous Material Storage: Properly store hazardous materials in designated areas,
ensuring compliance with relevant safety regulations and guidelines. Implement procedures
for safe handling, storage, and disposal of hazardous substances.

Incident Response and Reporting:

a)

b)

Establish an incident response team or desighate responsible individuals to promptly
respond to security incidents, emergencies, or environmental hazards.

Develop incident response plans and procedures to guide the appropriate actions during
various scenarios, such as fire, natural disasters, security breaches, or environmental
emergencies.

Ensure all personnel are aware of their roles and responsibilities during incidents and provide
training and drills to enhance their preparedness.

Establish a reporting mechanism for employees, tenants, and visitors to report security
concerns, incidents, or potential vulnerabilities.

6) Training and Awareness:

Conduct regular security and environmental awareness training for employees, tenants, and
contractors to promote a culture of security and environmental responsibility.

Provide training on emergency response procedures, evacuation routes, and the proper use
of security systems and equipment.

Regularly communicate security and environmental policies, reminders, and updates to all
building occupants.

7) Documentation and Review:

a) Maintain documentation of security and environmental measures, including access control
logs, incident reports, inspection records, and training records.

b) Conduct periodic audits and reviews of the SP and security measures to identify areas for
improvement and ensure compliance with regulatory requirements and industry best
practices.

c) By adhering to this SOP, we are ensuring the physical security and environmental safety of
our building, protecting assets, and safeguarding the well-being of its occupants.
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