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This Workplace Security Policy Template is ready to be customized for your organization’s unique environment and should be used as a foundation for developing a clear, practical, and enforceable workplace security policy. It outlines the essential elements needed to safeguard your people, data, and facilities while maintaining compliance and operational continuity.
Depending on your company’s structure and terminology, it may also be referred to as an Information Security Policy, Physical Security Policy, or Corporate Security Policy. This template helps you establish consistent protection standards, clarify responsibilities, and ensure all employees and contractors understand their role in keeping your workplace secure.
Workplace Security Policy Template
1. Policy Header & Administrative Information
Policy Title: ________________________________
Policy Number: ________________________________
Effective Date: ________________________________
Review Date: ________________________________
Prepared By: ________________________________
Approved By: ________________________________
Supersedes (if applicable): ________________________________
[bookmark: _9pyi34gltjl3]
[bookmark: _lwsnaqs8gv8]2. Purpose, Scope & Application

Purpose: This policy establishes the framework to protect people, information, and physical assets across all company operations.
Scope: Applies to all employees, contractors, vendors, and visitors across all company locations and business units.
Application: Includes full-time, part-time, remote, and temporary personnel.
[bookmark: _t7vas2be88fc]3. Executive Management Responsibilities

• Define executive roles responsible for policy oversight (CEO, CFO, COO, etc.).
• Approve and allocate security budgets annually.
• Designate the Information Security Officer (ISO).
• Review quarterly and annual security reports.
• Maintain governance accountability across all business units.

[bookmark: _4yczi391nrxa]4. Information Security Policies

This section ensures protection of company information resources, systems, and computers.
a) Information Resource Classification: Define sensitivity levels (Public, Internal, Confidential, Restricted) and related handling rules.
b) Access Rights & Authorization: Apply role-based access control, review quarterly, and revoke access immediately upon termination.
c) Data Protection Controls: Define encryption requirements (data at rest/in transit), backup procedures, and retention timelines.
d) Regulatory Compliance: List applicable laws (HIPAA, GDPR, PCI DSS, SOC 2, etc.).

[bookmark: _9kx9ofhubqnf]5. Physical Security & Facilities

a) Access Control Systems: Badge/keycard systems, authorization levels, after-hours rules, and lost badge protocols.
b) Visitor Management: Check-in requirements, escort policies, and restricted access rules.
c) Surveillance & Monitoring: Camera locations, retention periods, and access controls.
d) Physical Asset Protection: Secure storage, clean desk practices, and disposal procedures.

[bookmark: _iw9xzpcji5j1]6. Personnel Security

a) Pre-Employment Background Checks: Criminal history, employment verification, education verification, and credit checks (if applicable).
b) Ongoing Screening: Define re-screening triggers and high-risk position reviews.
c) Security Training & Awareness: Mandatory training within 30 days of hire and annually thereafter.
d) Termination & Offboarding: Revoke access, recover company property, and conduct exit interviews.

[bookmark: _f6k09tgjzjx]7. Compliance, Enforcement & Monitoring

• Conduct quarterly access reviews, annual audits, and security inspections.
• Investigate incidents following documented procedures.
• Apply progressive discipline: verbal warning, written warning, suspension, termination (depending on severity).
• Ensure consistency, documentation, and fairness in enforcement.

[bookmark: _qkv8mo64mhkn]8. Waiver Process

• Waiver requests must include justification, duration, and risk acceptance statement.
• Approval levels: low risk (manager), medium (director + security officer), high (executive management).
• Document all waivers centrally, with expiration between 90 days and 1 year.

[bookmark: _i8xts86ovz5a]9. Related Documents & References

List supporting procedures, guidelines, regulations, and forms here.
Example: Information Security Procedures, Acceptable Use Policy, Privacy Policy.

[bookmark: _my13wuobjuh7]10. Definitions

Access Rights: Authorized permissions to information resources.
Background Check: Verification of employment, education, and criminal history.
Compliance: Adherence to applicable policies, laws, and regulations.
Contractor: Non-employee providing services under agreement.
Enforcement Personnel: Staff responsible for monitoring and enforcing compliance.
Executive Management: Senior leadership responsible for oversight and approval.
Information Resource: Any data, system, or device used for business operations.
Policy Provisions: Individual rules or requirements defined in this policy.
Waiver: A temporary exception to policy provisions, approved under documented process.
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