Facility Security Checklist

Review each item below and initial those that meet expectations.  Add additional facility security items not listed to the checklist.  Remedy any discrepancies immediately including applying sanctions as appropriate.  Note: Discrepancies may result in the need to create a Security Incident Report.

	Year _________
	
	
	
	
	
	
	
	
	
	
	
	

	Security Item
	Jan
	Feb
	Mar
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Oct
	Nov
	Dec

	Front door is locked & secure
	
	
	
	
	
	
	
	
	
	
	
	

	Back door is locked & secure
	
	
	
	
	
	
	
	
	
	
	
	

	Other doors locked & secure
	
	
	
	
	
	
	
	
	
	
	
	

	Locked windows are secure
	
	
	
	
	
	
	
	
	
	
	
	

	Employee only areas secure
	
	
	
	
	
	
	
	
	
	
	
	

	No locked doors propped open
	
	
	
	
	
	
	
	
	
	
	
	

	Test alarm system
	
	
	
	
	
	
	
	
	
	
	
	

	All keys and access devices accounted for
	
	
	
	
	
	
	
	
	
	
	
	

	Terminated employee or business associate keys and access devices returned
	
	
	
	
	
	
	
	
	
	
	
	

	Media storage secure
	
	
	
	
	
	
	
	
	
	
	
	

	Archive storage area secure
	
	
	
	
	
	
	
	
	
	
	
	

	Active physical files secure
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	


Maintenance Log

Log all modifications, changes, additions, or repairs any facility items dealing with security including: doors, windows, interior and exterior walls, ceilings, floors, roofs, alarms, wiring, etc.  Be specific in describing the item (front door, east window in the middle, president’s office). 

	Security Item
	Description of Modification/Repair
	By
	Date
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