
Your guide to 
office 
securitY 
& safetY

Make a mental note of the person’s 
appearance. As soon as you can, write down a 
description and details of the incident to pass 
on to Security.

Never try to physically evict someone 
yourself. Leave that to Security. They are 
trained to do so.

If you discover a break-in at your work area 
or discover that items are missing, report it to 
Security at 2400 immediately.

It’s important to remember if a situation 
feels wrong, it probably is. If you feel 
uncomfortable or threatened in any way, 
remove yourself from the situation as soon as 
possible and call Security at 2400. Do not feel 
embarrassed to ask for help or to report an 
incident, no matter how insignificant it may 
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