A Safe Work Place Starts with You
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No mechanical devices-locks, closed circuit cameras, alarm systems, safes-can function effectively without the cooperation of the people they protect. With a little time and thought to observe what's going on around you, to report anything that might threaten employees' safety or agency property, and to show concern for co-workers' well-being, you can help make this a safe and secure place for all of us to work.

Office Security 

· Keep your purse, wallet, or other valuable items with you at all times or locked in a drawer or closet. Don't leave a purse on the desk or a wallet in a jacket that's left on a chair or coat rack. 

· Never leave your keys lying around 

· If you bring personal items to work, such as a coffee pot, radio, or calculator, make sure they are engraved with your name or initials. 

· Check the identification of any strangers who ask for confidential information, or any delivery or repair persons who want to enter an area restricted to employees. Don't be afraid to call for verification. 

· When you are working after normal work hours, be sure to secure exterior doors. 

· Be discreet. Don't advertise your travel plans with strangers visiting our facilities. 

· Know the emergency numbers for security, police, fire. 

· If you have office keys, don't leave them on your desk or other location where they could be taken and copied. 

· Never write down safe or vault combinations or computer passwords. 

· Know your co-workers and look out for each other.

	Emergency Telephone Numbers

· 24-Hour Emergency - 463.3333 (DPS Capitol Police) 

· Communications - 463.3556 

· TDD Phone - 463.3323 

· Fire, Ambulance, Police - 9-911


