Administrative
Procedure 701

Security of Buildings

August 2025

Background

The primary responsibility for the security of Division facilities and equipment is that of
each building administrator. It is a responsibility of each staff member to assist with
security of Division facilities and equipment.

Procedures

1.

In accordance with insurance company recommendations, all buildings will have
intrusion alarm systems installed. Such systems will be activated at all times when
the building is unoccupied.

Key control systems will be established by each immediate supervisor in
consultation with the Director of Plant.

All capital equipment, tools and other items subject to theft will be marked for
identification and this mark noted in an inventory list. Coordination of this marking
through the RCMP Operation Provident is advised.

Communication systems will be established to ensure that Principals and
supervisors are aware of the procedures and any breach of security which might
take place.

Access to Division owned resources will be limited to those specifically authorized
by the immediate supervisor.

The immediate supervisor will issue access codes to all staff members who need
access to a building after hours.

Access codes must not be issued to persons other than staff members unless such
a person is authorized by the immediate supervisor in consultation with the Director
of Plant.

The number of any key issued to a staff member will be recorded by the immediate
supervisor.

A key inventory for each building must be updated annually.
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