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Office Security Policy

Office security is crucial as it protects our employees, patients, assets and data from potential threats like theft, vandalism, and unauthorized access. Maintaining proper security during all non-business hours safeguards our reputation, financial stability, and operational continuity by minimizing risks and ensuring a safe working environment. 

The office manager will inventory all _____ (Practice Name) keys and their distribution. The last person out will lock the entry door and set the alarm each night. The cleaning service will verify all entry doors are locked before leaving the suite. The first person to arrive in the morning will unlock the entry door each morning and disarm the alarm. Internal locks (i.e. cash drawers/boxes, file cabinets, etc.) will be locked whenever the employee accountable for the security of that lock is absent from that work area.

No employee will enter the _____ (Practice Name) suite if they find an entry door unlocked that should have been locked. The employee will first call the office manager or the police. The office manager will enter the unsecured suite with the police when they arrive. Broken locks will be fixed by a locksmith upon order of the office manager.

An employee who loses a key for which they are accountable will be charged for the expense of replacing the key and any locks that must be replaced to assure the office’s security.



____ (Owner’s Name)
____ (Practice Name)
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