
SOP: Employee Identification and Access Control
This SOP details the procedures for employee identification and access control, including the issuance and
management of identification badges, verification processes, access authorization levels, monitoring of entry and exit
points, and protocols for lost or stolen credentials. The aim is to enhance workplace security by ensuring that only
authorized personnel have access to designated areas and resources.

1. Purpose
To define standardized procedures for employee identification and access control in order to ensure the security of the
workplace and protect company assets.

2. Scope
This SOP applies to all employees, contractors, temporary staff, and visitors requiring access to company premises.

3. Responsibilities
HR Department: Gather employee data and request ID badge issuance.
Security Team: Issue badges, monitor access, and maintain access logs.
Department Managers: Approve access authorization levels for their staff.
All Employees: Wear ID badges at all times and report lost/stolen credentials.

4. Procedure
4.1 Issuance and Management of Identification Badges

1. HR submits a new employee form to Security for badge creation on employee onboarding.
2. Security verifies employee data and produces a photo ID badge with embedded access permissions.
3. The employee signs acknowledgment of receipt and understands badge usage guidelines.
4. Badge details are logged in the access control system.
5. On termination or role change, badges must be returned to Security and deactivated.

4.2 Verification Processes

1. All employees must visibly display their ID badge while on company premises.
2. Security personnel may request badge verification at any time.
3. Visitors must register at reception, receive a temporary pass, and be escorted by staff.

4.3 Access Authorization Levels

Authorization Level Access Areas

General Common workspaces, restrooms, cafeteria

Restricted Server rooms, labs, finance offices

Admin All areas including executive offices and control rooms

4.4 Monitoring Entry and Exit Points

1. All entry and exit points must be equipped with badge readers or biometric devices.
2. Security monitors real-time access logs and resolves any anomalies.
3. Unauthorized access attempts must be reported and investigated immediately.

4.5 Lost or Stolen Credentials Protocol

1. Employees must report lost or stolen badges to Security immediately.
2. Security will deactivate the lost badge and issue a replacement after verification.
3. If misuse is suspected, an incident investigation is initiated.



4. Repeated loss of credentials may result in disciplinary action.

5. Records and Documentation
Badge issuance/return logs
Access logs (entry/exit records)
Incident reports (lost/stolen credentials, unauthorized access)

6. Review and Revision
This SOP shall be reviewed annually or upon significant procedural changes.
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