
 

 

 

 

  

Workplace Training and Management Systems 

Building Security 

✓ Wear your badge on the outermost garment at all times 

while in the workplace. 

✓ Never allow “piggybacking”—letting an individual follow 

you through access doors. 

✓ Never lend or borrow badges when an employee has 

forgotten his or her badge. 

✓ Never allow visitors to share your badge. Only one person 

should be cleared through an entry point on a given badge. 

✓ Report a lost badge to the appropriate security personnel, 

manager, or human resources representative immediately. 

 

Badge Security 

Suspicious Behavior 
When you see someone engaged in suspicious 

activities such as taking pictures of security 

cameras or guard posts, you should report it to the 

appropriate supervisor or security personnel. 

 Note the time and place of the incident. 

 However, you should never be confrontational 

or attempt to restrain the person physically 

 Report the incident to the appropriate 

supervisor or security personnel immediately. 

 

 

 



 
➢ Employees should immediately notify a supervisor or security person of the 

following: 

 

 A breach in the security perimeter, such as a door that is propped 

open 

 A suspicious package or item 

 

➢ Employees should never approach or attempt to open or inspect suspicious 

packages. 

 

 

 

Perimeter Breaches/ Suspicious Packages 

Actions taken at the workplace will be dependent upon circumstances. 

However, all employees can contribute to workplace security by:  

✓ Identifying threats and vulnerabilities that affect workplace security.  

✓ Avoiding complacency.  

✓ Observing with all senses.  

✓ Being aware of unusual events and activities.  

✓ Noticing unusual or suspicious behavior.  

✓ Knowing whom to call if something is not right.  

✓ Getting assistance—NOT attempting to handle a potential situation 

alone.  

Employees should be aware of both potential theft and diversion.  

Theft is an unlawful or unauthorized acquisition by force or stealth:  

 By an insider (member of staff), or  

 By an outsider (someone who is not a member of the staff).  

Diversion is an unlawful or unauthorized acquisition by fraud or deceit.  

The type of deception can vary. Diversion may include payment, but there 

is fraud or deceit involved, such as the improper purchase of items that are 

restricted.  

Theft & Diversion 

Security Is Everybody’s Responsibility 

Remember, security is everyone’s job. 

Take it seriously. 
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