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Purpose 
The Administration Building Security Task Force was created to investigate and consider how 
best to address issues related to the physical security and workplace safety of GHI staff and 
members in and around the GHI administration building, outbuilding, and yard areas on 
Hamilton Place. 

Identifying the Problem 
In 2018 the GHI General Manager informed the Board of Directors of staff concerns about 
security in the administration building complex. The Board responded by setting up a task force 
to look into physical security and workplace safety.  
 
GHI investigates and records all incidents staff members report to Human Resources. However, 
only the most serious incidents are reported.  This makes it impossible to determine the nature 
and extent of any security concerns in an objective way. 
 
To gather some information on what staff is concerned about the task force and General 
Manager circulated a questionnaire amongst staff to try and get a handle on what issues staff 
are most concerned about. This happened in Dec 2018 and the response rate was 
approximately 35%. The responses capture a snapshot of staff’s thoughts and concerns 
regarding security in the administration building complex. Most responses referred to 
hypothetical situations and general concerns, not specific threats or incidents. 

Current Concerns 
The concerns raised by staff fall into several broad categories which are listed here along with 
the number of responses in each category. 
 

• Non-staff having uncontrolled access to the building. (24) 
• Lack of procedures or training for handling incidents. (6) 
• People making threats against staff. (4) 
• Lack of security cameras. (4) 
• Insufficient lighting. (3) 
• The need for locks on doors and gates. (3) 
• Lack of communication between staff when someone is in the building. (2) 
• Lack of security measures. (2) 
• People bringing animals into the building. (1) 

 
The most common concern is staff having to deal with members, contractors, and other non-
staff people having uncontrolled access to the administration building complex. Staff expressed 
concern that there are no procedures in place for escorting people in the administration 



building or maintenance compound, or for dealing with members and visitors who require 
access to the interior parts of the administration complex. 

Discussion and Recommendations 
Uncontrolled Access 
Approximately half of the responses mentioned concerns about members, contractors, and 
other non-staff people having uncontrolled access to the administration building and 
maintenance yard. Staff often has no idea who is in the building or why. This creates a situation 
conducive to theft and makes it easy for a person who is intent on causing harm to reach 
whomever they are upset with. 
 
The building is a fundamentally bad design for security.  Offices are intermingled with areas 
that members and visitors may need to be. There is no access from lobby to board room 
without passing through interior areas.  Committee and task force meetings are held all over 
the place. 
 
The task force recommends that GHI install a controlled access system to prevent anyone from 
getting beyond the administrative building lobby without being expressly allowed in. 
 
A controlled access door should be installed at the end of the entrance hallway outside the 
board room. This will allow members access to the board room for events and meetings while 
preventing further uncontrolled access to the building. All uncontrolled access to the board 
room will be through the exterior door by the board room. The task force recommends that 
members be allowed to wait in this area before board meetings or outside the board room, or 
perhaps both, 
 
Because the maintenance yard is a work area there are potential liability issues with allowing 
uncontrolled access in addition to safety and security concerns. The task force recommends 
that all access to the maintenance yard be controlled. 
 
Security Cameras and Lighting 
There are areas around the administration building that are poorly lit. Staff have expressed 
concern about this lack of lighting. This is particularly an issue for staff who need to remain late 
to deal with board meetings, committee and task force activities, and other evening events. 
Staff parking is behind the building and away from existing street lights. The task force 
recommends improving the exterior lighting around the building. Any new exterior lighting 
should be designed in such a way to minimize light pollution and have a minimal impact on 
neighboring homes. The intent is to have well-designed lighting as opposed to simply bright 
lights. 
 
A camera system was installed at the administration building approximately 15 years ago in 
response to a spate of thefts and illegal dumping. This system is no longer active and will 
require repairs and upgrades if it is to be used in the future. In addition to their deterrent effect 



security cameras provide valuable after-the-fact information that can be used to prevent future 
incidents and if necessary, assist law enforcement. The task force recommends that a modern 
security camera system be installed. This system should monitor the lobby, the entrance to 
board room, and the maintenance yard and parking area in addition to the exterior of the 
administration building complex as a whole. The board may wish to consider hiring a consultant 
to ensure security cameras are optimally placed. If security cameras are used GHI should ensure 
that appropriate signage is posted in accordance with any applicable laws. 
 
Training and Procedures 
The task force was concerned that GHI does not have records of all workplace security incidents 
or workplace safety issues. Many incidents go unreported because staff members do not inform 
Human Resources. This lack of information hindered the task force’s ability to identify the 
problem and determine what, if any, changes need to be made. Further, several staff members 
identified a lack of training and clear procedures as a concern. 
 
The task force recommends that the General Manager develop a policy and methodology for 
keeping track of security and safety incidents and that all such incidents be reported to the 
board of directors. Further the task force recommends that the General Manager arrange staff 
training for handling and reporting security incidents. 
 
Safety of Outward-Facing Staff 
The lack of records makes it impossible to tell how frequent threats are against staff in the 
lobby or finance area. Anecdotal evidence suggests that threats are rare, but when they happen 
they are serious and can have a profound effect on the people involved. Dealing with this is a 
balancing act. Threats against staff are unacceptable, but the task force is concerned that 
turning the administration building into a fortress, or hiring security personnel will be very 
unpopular with the membership. 
 
The task force recommends the board consider the following for increasing securing in the 
lobby. 

1. Modify the receptionist area to make it safer in the case of unfriendly actions. 
2. Modify the lobby/finance area to include a teller window. 
3. Install a safety alarm system in the receptionist and finance areas. 

The board and staff should make every effort to minimize disruption to the membership while 
this work is in progress. 
 
Reconfiguring Space in the Administration Building 
The administration building complex is not well designed for security. Offices, meeting rooms, 
and member service facilities are not separated. Addressing this will require reconfiguring the 
building to separate these uses. One possible reorganization would be to cluster meeting rooms 
in one part of the building and offices in a separate wing. Another possible reconfiguration 
would be to move meeting areas to the outward facing parts of the building and office space to 
an inner core. 



 
The task force is aware that making significant changes to the interior of the building will be 
expensive and disruptive. We are not recommending that this be done at this time. However, 
the task force recommends that security considerations be included in any future remodeling 
or renovation of the administrative building complex. 

Summary 
GHI should take the following steps to ensure the daily personal safety of its staff in the 
administration building and maintenance compound. 

1. Install a controlled access system for all areas other than the lobby. 
2. Create a teller window in the lobby for the finance department. 
3. Install a controlled access door between the board room and the rest of the building. 
4. Install controlled access gates to the maintenance compound. This is a work site so do 

not allow unescorted access. 
5. Institute a set of procedures for staff to follow in the event of various security/safety 

incidents. This includes regular staff training. 
6. Keep records of all security/safety incidents to determine what, if any, additional 

measures are required in the future. All threats made against any GHI person should be 
reported and brought to the attention of the board of directors. 

7. Install cameras and effective security lighting at strategic points in and around the 
building. 

These proposals are broad. They need to be refined and adapted to the realities of the 
administration building. Where possible these measures should be undertaken in as un-
intrusive a way as possible. 
 
Steve Skolnik (Chair) 
Roger Bonifacio 
Stephen Holland 
Eldon Ralph (Staff Liaison) 
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