
Standard Operating Procedure (SOP): Access Control
for Restricted and Sensitive Areas
This SOP details the access control for restricted and sensitive areas, encompassing the identification of restricted
zones, authorization protocols, credential management, entry and exit monitoring, visitor access procedures, security
personnel roles, use of access control technologies, incident response for unauthorized access, and regular audits to
ensure compliance. The objective is to safeguard sensitive information and assets by enforcing strict access control
measures and maintaining a secure environment.

1. Scope
Applies to all employees, contractors, and visitors accessing restricted or sensitive areas.
Relevant for physical and electronic access points.

2. Definitions

Term Definition

Restricted Area An area with limited access due to confidential or sensitive information/assets.

Access Credential ID card, key fob, biometric data, or PIN used to authorize entry.

Visitor Anyone who is not a regular employee or authorized user of the area.

3. Responsibilities
Facility Manager: Identifies and designates restricted areas, oversees overall access control implementation.
Security Personnel: Enforce access control, monitor entries/exits, respond to incidents.
IT/Security Admin: Manage access credentials and access control systems.
All Staff: Comply with access protocols and report suspicious activity.

4. Procedure
1. Identification of Restricted Areas

Conduct risk assessments to identify which areas require access restrictions.
Clearly mark and signpost restricted and sensitive areas.

2. Authorization Protocols
Grant access only to authorized personnel whose roles require it.
Document and review access privileges regularly.

3. Credential Management
Issue access credentials (cards, fobs, biometrics, PINs) to authorized individuals only.
Maintain a log of issued, returned, and deactivated credentials.
Revoke access promptly when no longer required.

4. Entry and Exit Monitoring
Monitor all entries and exits using logs and electronic surveillance (e.g., CCTV).
Require use of credentials for both entry and exit, where feasible.

5. Visitor Access Procedures
Register all visitors at the main entrance.
Issue temporary visitor credentials and escort visitors at all times.
Collect and record visitor credentials upon exit.

6. Security Personnel Roles
Perform routine patrols and checks of restricted areas.
Verify individual identities and credentials.
Enforce compliance with access protocols.

7. Use of Access Control Technologies
Deploy electronic access control systems (e.g., swipe cards, biometrics) for all restricted entries.
Regularly update and test systems to ensure proper functioning.



8. Incident Response for Unauthorized Access
Report and respond swiftly to unauthorized access incidents.
Secure the area and investigate breach circumstances.
Document the incident and implement corrective actions.

9. Regular Audits and Reviews
Conduct periodic audits of access logs, credentials, and incidents.
Review and update access control policies annually or as needed.

5. Records and Documentation
Maintain logs of access credentials issuance and deactivation.
Record all access-related incidents and audit findings.
Store records securely for audit and compliance purposes.

6. References
Organization Security Policy
Applicable Legal and Regulatory Requirements

7. Review and Revision
This SOP shall be reviewed annually, or as required following significant changes.
All updates must be documented and communicated to relevant stakeholders.
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