
Unauthorized Access/Trespass  Checklist

1.  ____   A “No Trespassing” sign is to be posted at vehicle lots housing county vehicles. 

2.  ____   All exterior doors to the office space should be locked during non-business hours. 

3.  ____   Keep access to office space secure at all times.  

4.  ____   Receptionist will create and enforce a Sign In and Sign Out Sheet for guests.  Guests visiting maintenance facilities should inform staff in the maintenance office upon arrival.
5.  ____   Staff will direct all visitors to receptionist to sign in and sign out.
6.  ____   If visitor refuses to comply, ask the visitor to leave.  

7.  ____   If the visitor is uncooperative, or staff is uncomfortable approaching a visitor to ask them to leave, they should alert building security, 911 and/and Transit Control Center ##-###-####, as appropriate.
8.  ____   If access has been breached, alert all staff and building security. 
9.  ____   Document Time___________   Location ___________


10.  ____   Any other pertinent information ___________________________

11.  ____   Brief manager and the supervisor, or their designee.

12.  ____   Incident terminated by:  Name:  







Title:  


 Date:  
  Time:
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