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	Not Checked
	Daily
	Weekly
	Monthly
	6 Months
	Annually
	N/A

	How often are doors checked to be certain they are secure?


	
	
	
	
	
	
	

	How often are windows checked to be certain they are secure?

	
	
	
	
	
	
	

	How often are other areas or storage buildings checked to be

certain they are secure?
	
	
	
	
	
	
	

	How often are fences and gates checked to be certain they are 

secure?
	
	
	
	
	
	
	

	How often are lights checked to be certain they are working properly?
	
	
	
	
	
	
	

	How often is the general condition of building checked?
	
	
	
	
	
	
	


Door Survey
All exterior and interior doors should be checked for the following:

· Locking hardware is in proper working order.

· Framework is strong and door fits properly.

· Strike plate is strong and securely affixed to frame.

· No breakable glass within 40 inches of locking mechanism or panic bar.

· Door cannot be bypassed through drop ceiling or transom.

· Panic bar operates properly.

· Exposed hinge pins cannot be easily removed.

· The inactive (stationary) side of double doors can be secured at both top and bottom.

· Overhead doors can be secured with an auxiliary locking device.

· Portals and hatches are secured with heavy duty hasp and padlock.

· Key numbers have been removed from all padlocks.

· Outside handles are removed from "egress only" (exit) doors.

· All areas are in compliance with ADA standards.

For the questions below and in subsequent sections, if a NO is checked, please explain in the space provided at right.
	
	Yes
	No
	

	Can all outside entrances be secured?
	
	
	

	Can all inside doors be secured?
	
	
	

	Can any overhead door be secured?


	
	
	

	Can any portals or hatches be secured?
	
	
	


Window Survey
All ground floor windows, as well as accessible areas above ground level, should be checked for the following:

· Locking hardware is in proper working order.

· Additional measures are provided for windows with air-conditioning units.

· Any basement windows are protected with security grill or well cover.

	
	Yes
	No
	

	Are all ground floor or other accessible

windows secure?
	
	
	


Miscellaneous Openings and Outbuildings
All openings and exterior barriers should be checked for adequate security.  Particular attention should be given to roof hatches, cornices above protective overhangs, and sheds or outbuildings containing materials or equipment.
	
	Yes
	No
	

	Are all openings accessible from the outside

able to be secured?
	
	
	

	Are all outbuildings and storage sheds able

to be secured?
	
	
	


Key Control
Optimum security is contingent upon a proper key control system, such as:

· The responsibility for lock and key control is assigned to one individual.

· All file keys and duplicates are kept in a key cabinet, under lock and key.

· All keys are maintained and issued with strict supervision, including the requirement that each key issued must be signed for (using key receipt tags).

· Master keys are kept to a minimum and are retained by top administrative personnel only.

· Penalties are enforced when a key is lost.

· Employees are not permitted to make duplicate keys on their own.

· Keys are collected (and logged) from employees who are terminated or leave employment and from residents/tenants who move out.

· Lock cylinders are able to be replaced.

	
	Yes
	No
	

	Is the key control system adequate?


	
	
	

	Is the key cabinet adequate?


	
	
	


Lighting
	
	Yes
	No
	Required Foot Candles
	Foot Candle Reading

	Is the perimeter of the building protected by adequate lighting?
	
	
	
	

	Is there sufficient light to provide marginal coverage when a lighting fixture needs replacement?
	
	
	
	

	Is additional lighting provided at entrances or other points of access? 
	
	
	
	

	Are corridors and stairwells properly lighted for safety?
	
	
	
	

	Are exterior lights aimed at or away from the building?
	
	
	
	


	
	Yes
	No
	

	Are lighting repairs able to be made immediately?
	
	
	

	Are photocells used?
	
	
	

	Are accessible lenses protected by unbreakable material?
	
	
	

	Is the wiring for lighting protected?
	
	
	

	Are switches and controls properly located

and protected? 
	
	
	

	Is the lighting system designed and fixture

locations recorded so that repairs can be easily made?
	
	
	

	Are materials and equipment in storage area

arranged properly to allow for lighting?
	
	
	

	Are mechanical rooms/electrical panels and

hazardous areas locked?
	
	
	


Perimeter and Grounds Fencing
	
	Yes
	No
	

	Is there fencing?
	
	
	

	Can the fence be violated?
	
	
	


Visibility and Access
	
	Yes
	No
	

	Are all areas of the building and grounds

accessible to patrol cars?
	
	
	

	Are buildings visible to passing patrol cars?
	
	
	


Vandalism and Theft Prevention
Grounds should be checked for the following:

· Grounds are kept mowed and shrubs and trees are kept trimmed.

· Areas are kept free of graffiti.

· Broken glass in doors or windows is replaced promptly.

	
	Yes
	No
	

	Are facilities generally kept neat and in good repair?
	
	
	

	Are sections of the building able to be

locked when not in use?
	
	
	

	Are there protective screens or guards

installed on windows?
	
	
	

	Are vital records maintained in a secure location?
	
	
	

	Is there a record kept of areas that require

maintenance? 
	
	
	


Property Identification and Inventory Control

	
	Yes
	No
	

	Has all property belonging to the building residents and/or commercial tenants been marked with an ID number?
	
	
	

	Has all property belonging to the building owner and/or management company been marked with an ID number?
	
	
	

	Is there an up-to-date inventory of all such property?
	
	
	

	Is there a specifically designated area for valuable items? Is access to it monitored?
	
	
	

	Have special measures been taken for high-target items (computers, etc.)?
	
	
	

	Is cash deposited daily?
	
	
	


Access Control Procedures
	
	Yes
	No
	

	Are there policies in place regarding access by occupants of the building (residents, tenants' employees)?
	
	
	

	Is there a designated entrance for tenants' employees?
	
	
	


Visitors
	Are there policies in place regarding visitors

to the building?
	
	
	

	Are there signs indicating a visitor policy?
	
	
	

	Is there an entrance designated for visitors?
	
	
	

	Are there signs on other entrances requesting visitors to use only the designated entrance?
	
	
	

	Are visitors required to sign in and out?
	
	
	

	Are visitors issued ID cards or badges?
	
	
	

	Is proper ID required of vendors, salespersons, or repairpersons?
	
	
	

	Are deliveries required to be made to a specific area?
	
	
	

	Are delivery persons accompanied by a staff

person from the building?
	
	
	

	Are staff members aware of how to report a

suspicious person(s)?
	
	
	


Management Staff
	Are staff required to wear ID cards?
	
	
	

	Are there policies in place for after-hours entry?
	
	
	


Is there a person assigned to perform the following duties at the end of the day?
	Check that business tenants' premises are properly secured?
	
	
	

	Check exterior entrances to make sure they have been secured?
	
	
	

	Make sure alarms have been set and are functioning properly?
	
	
	


	Is there a person designated as an emergency contact for after-hours problems or situations?
	
	
	


Alarms
	
	Yes
	No
	

	Is the building protected by an alarm system?
	
	
	

	Is there a regular schedule for testing and/or

maintenance of the system?
	
	
	

	Are there fewer than four false alarms per

year?
	
	
	

	Are there policies in place for the arming and/or disarming of the system?
	
	
	

	Are high-risk areas inside also protected?
	
	
	

	Can portions of the building or area be

accessed while other alarms remain armed?
	
	
	

	If power fails, is there backup?
	
	
	

	Are staff trained to use the system?
	
	
	

	Do staff know their responsibilities when

responding to an alarm?
	
	
	

	Is the alarm UL-listed?
	
	
	

	Is UL-listed equipment being used?
	
	
	

	Is there line supervision?
	
	
	


Closed-Circuit Television (CCTV)
	
	Yes
	No
	

	Are there CCTV systems in use?


	
	
	

	Do you record from your cameras with time-

lapse recorders?
	
	
	

	Did you remove dummy cameras?
	
	
	

	Do you monitor 24 hours a day?
	
	
	

	Do you rotate personnel?
	
	
	

	-- If yes, how often?
	
	
	

	Do you use domes to shield cameras?
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