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                  PHILADELPHIA POLICE DEPARTMENT          DIRECTIVE 7.3 
 

 

 

 
SUBJECT:   POLICE HEADQUARTERS BUILDING SECURITY REGULATIONS 
______________________________________________________________________________ 

 

1. POLICY 
 

 A. Police Headquarters Building security will be enforced twenty-four (24) hours a day. 

 

 B. The Police Headquarters Building Security Unit Sergeant will be responsible for  

  building security and patrol of the parking lots.  In the absence of the Security Unit  

  Sergeant, the Police Detention Unit Supervisor will assume responsibility. 

 

  

 

 

 

 

 

 

  

 

  NOTE:  All Police Headquarters Unit supervisors will be responsible to ensure that all  

     personnel under their supervision do not use the door for general entrance to  

     and/or exit from the building.  

 

 E. All District/Unit Supervisors will ensure that all sworn plainclothes and civilian  

  personnel entering Police Headquarters on official business wear their identification  

  cards on their outermost garment, left side of chest area, at all times while inside Police  

  Headquarters. 

 

 F. Commanding Officers assigned to Police Headquarters will ensure that all sworn  

  plainclothes and civilian personnel assigned to units that work inside Police  

  Headquarters, wear their police identification card attached to a lanyard around their  

  neck or attached to their outermost garment with the use of an identification clip.  

______________________________________________________________________________ 

 

2. SECURITY RECEPTION DESK 
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  1. The officer will remain at the desk until properly relieved. 

 

  2. The officer will be responsible for maintaining the logbooks at the desk. 

 

  3. All non-uniformed persons entering Police Headquarters without an ID card will 

   be stopped by the officer at the Security Reception Desk and asked to identify 

   themselves. 

 

  4. The officers will monitor the closed circuit television and audible alarms, reporting  

   any irregularities immediately to both the Security Unit Supervisor and the Records  

   and Identification Unit supervisor via the intercom system.  The Records and  

   Identification Unit supervisor will report to the lobby desk and notify the Police  

   Radio Room Operations desk.  (Signs will be displayed around the perimeter of  

   Police Headquarters stating THIS AREA IS UNDER 24 HOUR VIDEO  

   SURVEILLANCE) 

 

   

 

 

 

 

 

 

 

  

 

 C. Personnel from Police Headquarters Security will examine all packages and letters  

  delivered to Police Headquarters for any irregularities. (Refer to Directive 4.5 Section  

  8, “Letter and Parcel Bomb Incidents”). 

 

 D. Visitors will be admitted as follows:  

 

  1. Police agency visitors, (i.e., personnel from FBI, CIA or other police departments)  

   having business in Police Headquarters will be stopped, issued a proper color- 

   coded floor pass, and their name entered in the visitor logbook.  

 

  2. Visitors from non-police agencies having business in Police Headquarters will be  

   stopped, asked to identify themselves and to state their business.  

 

   a. The visitor will be announced to the appropriate office via telephone.  When it  

    is ascertained that the visitor is expected, the appropriate entries will be made in  

    the logbook.  

 

   b. The visitor will be issued one of the following color-coded floor passes and  

    instructed to wear the pass on his/her outermost garment on the left side of the  

    chest area before being directed to the pertinent office: 
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   c. If the visitor fails to appear in a reasonable length of time, the Security desk 

    will be notified. 

 

  3. All persons entering Police Headquarters for purposes of criminal registration will 

   sign the registration log book at the lobby window and directed to the waiting area  

   outside of the West rear lobby area door until called upon by Identification Unit  

   personnel from the CCTV section. 

 

  4. All sworn police personnel assigned to any unit in Police Headquarters will stop 

   and question persons who are not displaying a floor pass or who are found on floors  

   other than those for which they have passes. 

 

  5. Person found to have no floor pass will be escorted to the Security Reception Desk  

   for investigation.  If the investigation reveals that the person was not properly  

   admitted to Police Headquarters, that person may be arrested for criminal trespass. 

 

  6. Groups touring Police Headquarters will sign in and out as a group by their police  

   escort.  

 

 E. Prisoners 

 

  1. Under no circumstances will prisoners be brought into Police Headquarters through  

   the lobby.  Police personnel transporting prisoners will use the Police Detention  

   Unit garage entrance in accordance with provisions outlined in Directive 7.8,  

   “Criminal Identification, Processing, Transportation and Temporary Detention of  

   Adult Prisoners” Section 3.  

 

  2. The Security Officer will accept documents (Bail Certificates or Copy of Charges)  

   from people seeking release of prisoners and will contact the Police Detention Unit  

   supervisor. 

 

   a. The Police Detention Unit Supervisor will assign an officer to obtain the  

    document from the officer at the Security Desk.  

 

   b. When arrangements have been completed for the prisoner’s release, the  

    Police Detention Unit Officer will escort the prisoner to the east side door of  

    Police Headquarters on the Race Street Side.  
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______________________________________________________________________________ 

 

III. PARKING LOTS 
 
 A. Police Headquarters Parking Lots (Main Lots located in rear of Police Headquarters  

  Lots 1 and 2 “mural lot” and the Convention Center Parking Lot located at 7
th

 and  

  Callowhill Streets) 

 

  1. The Parking Lot Security Officer will:  

 

   a. Allow only official police vehicles, personal vehicles displaying valid permits  

    and city vehicles on official business to park in Police Headquarters parking  

    lots. 

 

   b. Designate visitor parking spots, when available, for visitors having official  

    business at Police Headquarters.  

 

   c. Pay particular attention to people entering and leaving the building during  

    hours of darkness.  

 

  2. Unauthorized vehicles found parked on either lot will be issued a TVR and towed.  

 

   

 

 

 

 

  

______________________________________________________________________________ 

RELATED PROCEDURES Directive 7.8, Adult Detainees in Police Custody 

______________________________________________________________________________ 

 

 

BY COMMAND OF THE POLICE COMMISSIONER 
______________________________________________________________________________ 
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