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Use of a Security Lock on the Front Door to the Shire Hall 
 

Introduction 
 
The Shire Hall is normally accessed through the entrance onto the Market Square.  
The outer door has a standard key lock, the inner door has a security lock accessed 
by a security code and intercom. 
 
Organisations hiring the Shire Hall for an event or meeting are given a key to the 
outer door and a unique numeric code for the security lock.  The security lock can 
hold up to three codes at any time to allow hirers their own access.  As soon as an 
event or meeting is finished, the unique access code is removed. 
 
Members of the public ring the intercom, which is answered by staff in the main 
office and then access is granted as staff move into the hallway to deal with the 
query.  No member of the public, to our knowledge, has complained about this 
system. 
 
Members of the public wishing to see the inside of the building will be taken on a 
short tour by a member of staff. 
 
The security lock was fitted in late 2017 as an answer to several issues. 
 
Health and Safety/Staff Safety 
 
A major reason for installing the security lock was for the safety of staff.  We are a 
very small team and although we always try to ensure that more than one person is 
in the office, with leave, sickness or other reason this is not always possible.  
Additionally, with the role of Clerk and Deputy Clerk often requiring us to be out ‘on 
site’ this can leave the office single manned.  The Town Council’s Lone Worker 
Policy calls for the door to be locked and anyone checked before being given 
access. 
 
Staff are vulnerable in this situation.  On previous occasions, the Police have been 
called because of members of the public being threatening towards staff and 
refusing to leave. 
 
The Shire Hall is currently cleaned twice a week by Norse.  This will need to be 
increased to daily if the toilet and kitchen are open to the public. 
 
The toilet and kitchen are not compliant with the Disability Discrimination Act which 
they will need to be if they are open to the public.   
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GDPR 
 
The new GDPR regulations came into force in May 2018; the security lock was 
installed in preparation for this.  An external audit was carried out in advance of the 
GDPR regulations becoming law; this was reviewed by the Finance and Staffing 
Committee on 27 February 2018.  This states: 
 
 Reception/Office – Low Risk 
 

The Reception area is accessible to members of the public, but members of 
the public do not have access unless they are invited in.  This makes the 
Council offices very secure. 
 

By having full access to the building, people would have the opportunity to see work 
on computer screens, papers of desks, names and addresses.  This goes against 
GDPR. 
 
Security of Artwork 
 
WTC owns or acts as custodian to many valuable artworks.  If the building is open, 
their security cannot be guaranteed. 
 
Weddings 
 
The Shire Hall is a wedding venue.  Access for the wedding party and their guests is 
through the large doors to the front of the building.  For weekday weddings, staff can 
control access to the building.   
 
Previously, members of the public have come into Shire Hall while a wedding is 
taking place and shouted, disrupting the wedding.   
 
Access to Other Town Councils 
 
Other Town Councils have their own system: these include only opening for two 
hours a day to being behind closed doors.  This depends greatly on the building 
layout from which they operate.  For example, Haverhill Town Council is within the 
Arts Centre.  The Arts Centre is open so members can come into the building but the 
Town Council is behind closed doors.  Felixstowe has a hatch window onto 
reception, but a locked door that does not allow access to the building. 
 
Bungay Town Council open their office three mornings a week and then lock their 
external doors at other times, leaving less public access than WTC. 
 
Sudbury Town Council has access to three desks that are staffed by customer 
assistants who deal with enquires for Town, District and County Council.  Access 
beyond this is locked.   
 
Martlesham have the same system as Woodbridge; a door that is locked, access by 
intercom and access given for meetings etc in their meeting room. 
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The layout of the Shire Hall does not mean that staff can see people coming in. 
 
Other councils do not let members of the public use toilets or kitchen which are 
solely there for the welfare of staff.   
 
The safety, security and welfare of staff should be paramount. 
 


