
Secu「ity音n the

He音p Keep Our Workp音ace Se⊂ure:

隅田刑闇回罷圃・囲田は四国間田圃出田葦

Be aIe「t fo「 unautho「ized peop音e in the workpla⊂e・

. AIways wear any identification (iD) required byyour company.

Neve「 lend your key or password to

anyone else, eVen anOther empIoyee.

Never hold the doo「and a=owent「yto

anyone notwearing proper lD.

Make sure security doors are kept

Iocked ataII times butensurethey

Can beopenedfromthe insideinan

evacuation.

Fo=ow prope「 pro⊂edures to

dis⊂Ou「age theft.

・ Keepyour personal possessions inyour lockerora locked deskdrawer.

. Keepyourcomputer iocked whenyou are not usingit.

・ Keep expensive materiaIs′ merChandise′ Or equipment as secu「e as possible.

Take action to prevent a dangerous situation・

. Reportanystrangerwho is not beingescorted byan empIoyee′ O「 POiitelyask ifhe o「

she needs heIp finding someone and esco「tto the destination o口obby.

. Know howto notify a supervisor or other worke「s about anytroubiing behavior’SuCh

as a coworker threatening violence.

. Reportanysigns ofaicohoi′ drugs′ OrWeaPOnS in theworkplace.

. Report broken iights′ doors′ Windows′ Or locks right away-anythingthat couid be a

Sign ofa possible break-in.

Unde「stand the p「oper emergency p「ocedu「es・

・ Knowwhom to notify in case offire oranyother kind ofemergen⊂y.

. Knowthe alarm signal for evacuation-don′twaitfo「 someone to te= you to ieave.

・ Knowyour p「oper evacuation route′ and foilow it immediately-

・ Know any emergency duties that are your responsibiiity.

・ Gotoyourassigned meeting place as soon asyou reach safety.

. Knowwho shouid respond to a medicaI emergency-first-aid team or outside emer-

gency persomeI-and howto summon them.
・ Have phone numbers for supervisors′ SeCurity′ POIice′ Or Other emergency assistance

POSted prominently.
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