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BUILDING ADMITTANCE AND SERVICE PROTECT ION 
PRACTICES WHERE WATCHMEN ARE NOT PROVIDED 

1. GENERAL 

1.01 This section is issued to provide 
instructions relative to building admit- 
tance and protection of property where 
watchmen are not provided. 

1.02 Each employee shall be encouraged 
to cooperate in theadministration of the 
procedures placed in effect and to be 
constantly alert to conditions which 
might impair telephone service. 

1.03 Nan-employees are admitted to re- 
stricted quarters only when accompanied 
by a telephone employe except that at 
exchanges designated by the General Plant 
Manager, certain non-employees may be 
furnished admittance permit badges. 

1.04 Each individual admitted to re- 
stricted quarters shall be known to be 
an employee, shall be accompanied by a 
known employee or shall wear a building 
admittance badge clearly visible to 
others. 8ach employee shallbe encouraged 
to question anyone found in restricted 
quarters who is not clearly identified 
as indicated and to require proof of 
authorized admittance or departure from 
the building. Each such case shall be 
referred to the supervisor in charge of 
the building. 

2. OPM HOUSE ACTIVITIES 

2.01 Open house activities.centra1 of- # 
fice visits and family nights provide a 

most effective means ofdeveloping public 
understanding. These activities may be 
carried on in all exchanges except those 
or portions of those central offices 
which are designated "c1osed"t.o the 
public by the Vice President and General 
Manager. 

2.02 Plans for admitting visitors to ## 
quarters which are defined as restricted 
in paragraph 3.01. but not specifically 
"closed" to the public by the Vice Presi- 
dent and General Manager, shall be ap- 
proved by the District Heads to ensure 
that proper steps are taken to protect 
telephone buildings and equipment. 

3 R3STRICTED QUARTERS 

3.1 Restricted quarters are defined 
as : 

a. Equipment rooms bll rooms contain- 
ing telephone, telegraph. teletype- 
writer, program and power equipment). 

NOTE: Where the space housing the 
central office equipmentandbusiness 
office space used by the public is 
located in a common room, the latter 
space is not considered as being 
"restricted quarters". 

b. Cable vaults. 

c. Booms containing buildingequipment 
items such as heating and ventilating 
plants, pumps, and elevator equipment. 
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4. IDENTIFICATIOX CARDS 

4.01 Ident i f icat ion cardsarefurnished 
to  employees requiring them for  admission 
to telephone buildings and where required 
for  admission to cer ta in  customers' prem- 
ises. Current ident i f icat ion cards a r e  
printed on blue sa fe ty  paper and sealed 
i n  a transparent cover. Any others pre- 
sented for  admission to telephone build- 
ings s h a l l  be taken up by the supervisor 
and returned through l ines  of organiza- 
t ion  t o  the Area Department Head. 

5. BUILDING ADMITTANCE BADGES 

5.01 A t  exchanges designated by the 
General Plant Manager. outside workmen 
such as  contractors1 employees,plumbers. 
and electricianswhoare required to  work 
fo r  long periods ( 1  hour or more) may be 
furnished building admittance badges 
which shall be worn i n  a c lear ly  v i s ib le  
location by the non-employee while i n  
the building. Non-employees wearing ad- 
mittance badges need not be accompanied 
by an employee. 

5.02 Before furnishing a non-employee 
a building admittance badge, the super- 
visor i n  charge of the building shall 
s a t i s f y  himself of the non-employee's 
need f o r  admittance.have the non-employ- 
ee s ign Form 3108, Record of Admittance 
Permits. and indicate the reason f o r  ad- 
mittance. The supervisor s h a l l  then post 
the badge number and the "time inn. When 
leaving the building, the badge sha l l  be 
returned to the supervisor and the "time 
out" posted. 

5.03 A l l  building admittance badges 
shall be f u l l y  accounted f o r  at a l l  times. 
Should a badge be removed from the prem- 
ises,  steps sha l l  be taken immediately 
to  recover it. If  a badge is not recov- 
ered within 24 hours, complete informa- 
t ion shall be passed along l i nes  of or- 
gan iza t ion to the  Plant Operations Super- 
visor s o  that the badge may be voided 
throughout the Company. If the badge is 
subsequently recovered, the Plant Opera- 
t ions Supervisor sha l l  be notified. 

6.. BUILDING ADMITTANCE 

6.01 Xaployees of t h i s  Company. the 
Western Electr ic  Company and Long Lines 

Department may be admitted upon recogni- 
t ion or  posit ive ident i f icat ion.  

6.02 Deliveries of merchandise and sup- 
p l i e s  sha l l  generally be accepted a t  the 
entrance but i f  the assistance of the 
delivery men i s  required, they s h a l l  be 
accompanied by an employee while in  the 
building. 

6.03 ixcept where the use o< the build- 
ing admittance badges i s  authorized, 
non-employees who have occasion t o  enter 
r e s t r i c t ed  quarters i n  connection with 
services performed for  the Telephone 
Company shall be accompdied by an em- 
ployee while i n  such quarters. 

i 
6.04 Nan-employees (except those per- 

forming services for the Company, appli- 
cants for  employment and others known 
personally by the employee) seeking ad- 
mission to  r e s t r i c t ed  quarters s h a l l  be 
required t o  furnish iden t i f ica t ion  and 
reason f o r  the v i s i t .  No admission sha l l  
be granted u n t i l  a l l  f ac t s  have been 
submitted t o  the D i s t r i c t  Office and ap- 
proval obtained. 

NOTE: Applicants for  employment sha l l  
be admitted t o  r e s t r i c t ed  quartersonly 
when accompanied by the employing 
supervisor. 

7. PRECAUTIONS 

7.01 A l l  doors, except as  indicated i n  
paragraph 7.03, through which entrance 
can be gained to  buildings housing tele- 
phone equipment s h a l l  be locked a t  a l l  
times. This includes in te r ior  doors 
connecting rooms regular ly  open t o  the 
public and res t r ic ted  quarters. . 

7.02 Where agreed upon by the Depart- 
ment Heads involved, outside doors used 
for  employee entrance shall be equipped 4 
with e l ec t r i ca l ly  operated locks. The i 
locks sha l l  be controlled by a key i n  
the central  office manually operated on 
s ignal  from a buzzer button on the out- 
side door casing. 

7.03 Doors serving as  entrances t o  
rooms regular ly  open to  the public sha l l  
be kept locked during other than normal 
business hours. 
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7.04 A l l  windows at  basement and f i r s t  
f l o o r  l e v e l s  shall be kept closed and 
l a t ched  except when it is necessary t h a t  
they be opened f o r  vent i la t ion .  

I 7.05 The supervisor  i n  charge of the 

i bui ld ing,  o r  delegated employee shall 
check f o r  the proper locking of al l  en- 
t rances  and c losure  of windows at the 
c lose  of the business day, when the last 
employee leaves the  bui ld ing and at such 
o the r  times as seem desirable.  

7.06 The D i s t r i c t  Office shall be 
promptly informed of any condit ion o r  
occurrence of a n  unusual o r  suspicious 
nature. 

8. USE OF ADMITTANCE BUZZERS 

8.01 Buzzer codes shall be es t ab l i shed  
by the Chief Operator. They s h a l l  be 
changed at  frequent  i n t e r v a l s  - three  t o  
four  months, as a general ru le .  Etn- 
ployees shall be cautioned not t o  di- 
vulge the codes t o  others ,  and not  t o  
p ress  the bu t ton  i n  such a way as t o  
make the  code obvious t o  non-employees. 

8.02 An employee who does not possess 
the code but  r equ i res  admittance, may go 
t o  a nearby telephone and make arrange- 
ments with the employee i n  charge fo r  
admittance. I f  the employee cannot con- 
ven ien t ly  make arrangement b y  telephone 
and ins tead  pushes the buzzer f o r  at- 
t en t ion ,  the employee's presence shall 
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be v e r i f i e d  at the door. In  no case 
shall the Chief Operator r e l ease  the  
l o c k o n a  r i n g  other  than the  es tabl i shed 
code without ve r i f i ca t ion .  After  a l l  
employees who a r e  normally on duty f o r  
the night  a r e  i n ,  the lock shall not be 
re leased even on the es t ab l i shed  code 
without ve r i f i ca t ion .  

8.03 Employees leaving o r  en te r ing  the  
bu i ld ing  shall make su re  the door is 
closed and locked. They s h a l l  be cau- 
t ioned on both  enter ing  and leaving t o  
make sure  that no l o i t e r e r s  a r e  wait ing 
f o r  an opportunity t o  en te r  when the 
door i s  unlocked f o r  an  employee. 

8.04 In  o f f i c e s  where e l e c t r i c  locks 
a r e  not provided, the same p r inc ip les  as 
t o  protec t ion  of proper ty  and of the em- 
ployees shall be observed, t h a t  i s .  the 
employee incharge  s h a l l  always make s u r e  
t h a t  a request  f o r  admittance i s  proper 
and necessary before the door is  opened. 

9. S P E  IAL ARRANGEMENTS 

9.01 In multi-off i ce  exchanges where 
only  one Plant  man i s  on duty, arrange- 
ments may be made, as d i rec ted  by the  
D i s t r i c t  Plant  Superintendent, f o r  such 
employees t o  make pe r iod ic  r epor t s  by  
telephone t o  a designated location. 

9.02 Other s p e c i a l  arrangements shall 
be ca r r i ed  out i n  accordance wi th  l o c a l  
ins t ruc t ions  o r  as di rec ted  by the P lan t  
Superintendent. 
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