SOP Template: Restricted Area Access Control
Procedures

This SOP outlines the restricted area access control procedures, detailing the protocols for granting, monitoring, and
revoking access to sensitive or high-security zones. It covers identification verification, authorization levels, access
documentation, use of access control systems, and measures to prevent unauthorized entry. The objective is to maintain
security, protect assets, and ensure safety by strictly managing who can enter restricted areas.

1. Purpose

To ensure effective control over restricted area access, maintain high-security standards, and protect sensitive assets by
defining procedures for granting, monitoring, and revoking access.

2. Scope

This procedure applies to all employees, contractors, visitors, and third parties requiring access to designated restricted
areas within the organization.

3. Definitions

¢ Restricted Area: Any zone or room designated as off-limits except to authorized personnel.
¢ Access Control System: Mechanism or device (electronic or manual) that regulates entry and exit.
¢ Authorization Levels: Specific permissions granted based on job role, responsibility, or purpose of entry.

4. Responsibilities

¢ Security Team: Monitor and manage access, ensure compliance, report incidents.
¢ Managers/Supervisors: Approve access requests for their staff.
¢ All Personnel: Adhere to access control protocols and report any unauthorized activity.

5. Procedure

1. Ildentification Verification
o Allindividuals must present valid identification (e.g., access badge, government-issued ID).
o Visitors must be registered and accompanied by authorized personnel at all times.

N

. Granting Access
o Written or electronic request for access submitted by a manager or supervisor.
o Access granted according to job function and necessity.
o Access privileges entered into the access control system.

3. Monitoring Access
o Electronic logs and/or manual sign-in sheets maintained and reviewed regularly.
o Real-time video surveillance where applicable.
o Random security patrols in restricted areas.

N

. Revoking Access
o Access revoked upon termination of employment, contract end, or change of job function.
o Physical collection of access badges/keys and system deactivation within 24 hours.
o Documentation of revoked access for auditing purposes.

[¢)]

. Preventing Unauthorized Entry
o Physical barriers (doors, locks, turnstiles) always engaged when area is unoccupied.
o Regular testing of access control systems to ensure functionality.
o Immediate reporting and investigation of any breaches or suspicious activity.

6. Access Documentation



Date/Time Name Access Type Authorized By Remarks

7. Training & Awareness

¢ All personnel shall receive training on access control procedures annually.
¢ Updates and reminders issued when changes occur.

8. Review & Revision

This SOP shall be reviewed annually or in response to security incidents, changes in law, or procedural improvements.

9. References

e Company Security Policy
¢ |ocal regulations concerning restricted area access
¢ Access Control System Manuals
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