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Subject: Staff and Office Security
Enhancements

1. Following a review of our current facilities, this report identifies critical gaps in staff
safety and physical security at the Town Council offices. The following proposals are
submitted to ensure the Council meets its duty of care to staff and members, aligns with fire
safety legislation, and protects Council assets.

2. Proposed Security Enhancements

The Council is requested to authorise the Clerk to obtain three competitive quotes for the
following works:

Physical Security & Access Control

e CCTV & Intercom Installation:

e Coverage: External camera at the front door; internal cameras covering the
main chamber door and the sliding reception window.

e Door Entry: Integrated camera door intercom system at the front entrance
with an internal remote door release button located in the office.

e Data Security: Wired system with local recording stored on a hard drive
within a secure, locked cabinet inside the office.

e Window Security: Installation of a restriction block on the sliding reception
window to prevent full opening, enhancing staff safety during interactions.

e Chamber Door: Installation of a Yale-style lock to allow for rapid, easy escape in an
emergency.

¢ Fire Exit Compliance: Removal of the current mortice lock from the fire exit (as it is
unlawful for use on fire exit doors) and replacement with a compliant Yale-style
Lock, push-bar or exit-lock mechanism.



¢ Fire Exit Maintenance: Full repair of the fire exit door near the office to ensure
ease of operation in an emergency.

Alarm & Monitoring Systems

¢ Intruder Alarm Reinstatement:

¢ Functionality: System must support unique user PINs (e.g., for
cleaners/staff) with time-restricted access and a printable activity log.

e Monitoring: The system must be professionally monitored.

e Personal Safety: Installation of Personal Attack (PA) buttons in the offices
and the council chamber.

3. Policy Recommendation: Chamber Usage

The Council resolves to discontinue the letting of the Council Chamber to external
organisations, effective after (Date). This measure is recommended to reduce unauthorised
footfall in the building and minimise security risks to staff and sensitive equipment.

4. Financial Implications

The Clerk will present the three quotes obtained for the items above at the next Council
meeting. All expenditure will be subject to the Council's Financial Regulations.

5. Recommendation

It is recommended that the Council:

1. Approves the Clerk to seek three quotes for the security and fire safety works
detailed in this report.

2. Resolves to cease letting the Council Chamber to third parties to enhance building
security. effective after (Date)



