
Standard Operating Procedure (SOP): Library Opening,
Closing, and Access Control
This SOP details the library opening, closing, and access control procedures, including authorized personnel
responsibilities, securing entrances and exits, monitoring access points, managing library hours, and ensuring the safety of
library resources and patrons. The guidelines aim to maintain a secure and organized environment, facilitate smooth
operations during opening and closing, and prevent unauthorized access to protect library assets and user privacy.

1. Purpose
To establish clear instructions for safe, secure, and efficient opening, closing, and access management of the library facility.

2. Scope
This SOP applies to all authorized library staff and security personnel responsible for the operation and safety of the
library and its users.

3. Responsibilities
Library Manager/Supervisor: Oversee implementation and delegate daily tasks.
Opening Staff: Responsible for safe unlocking and inspection of premises during opening.
Closing Staff: Secure all areas and confirm proper shutdown procedures.
Security Personnel: Assist in monitoring, surveillance, and access control as required.
All staff: Remain vigilant for unauthorized persons and report any security concerns.

4. Procedures
4.1 Opening Procedures

1. Arrive 15-30 minutes before scheduled library opening time.
2. Verify identity using staff ID badge or access codes at entry point.
3. Disarm security/alarm systems as per security protocol.
4. Unlock main entrance and designated staff entries; ensure emergency exits remain accessible.
5. Conduct visual inspection of all public and staff areas for safety and security.
6. Report any suspicious conditions or maintenance issues to the supervisor.
7. Prepare service points and areas for patron access.
8. Open library to the public at scheduled time.

4.2 Access Control During Hours of Operation

1. Restrict access to staff-only areas to authorized personnel only.
2. Monitor all access points and maintain visitor logs if applicable.
3. Ensure all patrons and visitors follow sign-in/sign-out or registration requirements.
4. Maintain visible staff or security presence at main entrance during peak periods.

4.3 Closing Procedures

1. Announce closing time 15, 10, and 5 minutes prior to closure.
2. Assist patrons in finishing activities and prepare for exit.
3. Check all areas, including restrooms and secluded spaces, to ensure all patrons have vacated.
4. Secure collections and sensitive materials in locked storage or cabinets as needed.
5. Close and lock all entrances, exits, and windows; set alarm/security systems.
6. Record closing time and any incidents in the logbook.
7. Ensure lights and equipment are turned off as per checklist.
8. Exit building ensuring all doors are securely locked.

5. Safety and Emergency Protocols
Know emergency contact numbers and locations of exits and alarm buttons.
Report lost keys, access cards, or security breaches immediately to supervisor.



If an emergency occurs, follow the facility's emergency procedures (fire, lockdown, evacuation).

6. Documentation and Records
Maintain updated logs of opening and closing times, staff on duty, and notable incidents.
Retain access records and visitor logs securely for the required timeframe.

7. Review and Updates
This SOP must be reviewed annually and updated as on-site procedures, personnel, or security technology changes.

Note: Failure to adhere to these procedures may result in disciplinary action and compromise library security.
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