
Visitor Handout
What security measures should a visitor be aware of?
Upon receiving your official access to the NAS Lab, you should be aware of the following security issues.  You should wear your badge visibly at all times.  If you misplace your badge, contact security immediately.  Escort and control the movements of all of your NAS Lab guests.  Do not permit non-badged visitors to follow you into the NAS Lab, and contact security if you see an non-badged individual.  Pay special awareness to posted signs identifying special security access doors.
While in the NAS Lab, it is wise to practice good security and safety measures.  Do not leave personal items or valuables unattended.  Always be familiar with the location of the nearest exit, and conform to all safety directions.  If any questions arise, get in immediate touch with the appropriate Point of Contact listed below.
What services are available at the Customer Service Center?
The NAS Lab Customer Service Center can provide you with your secure door access signatures.  In addition, they can assist you with Enroute, Terminal, and Oceanic, (ATOP) Lab Scheduling, Facility Automation Network Trouble Reporting, FAN Problem Trouble Reporting (PTR’s), and Tape Backup Disaster Recovery.  They can also provide assistance when you need to view Floor Lab maps, require small faxes to be sent, make routine photocopies, and schedule the use of the Central Viewing Area (CVA).  They are also a good source of general information about the NAS Lab.

If you needs are greater, then services can be found outside the NAS Lab.  This would include such things as large photocopying needs, conference room scheduling, coordination with general Facilities services (such as janitorial and material handling), delivery arrangement, an so forth.
Does the NAS Lab have facilities available to hold meetings or conferences?
The Central Viewing Area (CVA) is located within the NAS Laboratory and is configured and available to host a wide variety of Lab related functions.  Arrangements to use the CVA can be made by visiting the Customer Service Center on the 3rd floor of Building 300.
All other conference facilities are located outside the NAS Lab space.  These alternate facilities can be scheduled by using the Lotus Notes based conference scheduling system.
Can I eat or drink while in the NAS Lab?

Food can be consumed in either of the two employee lounge areas or in any of the four maintenance “ready rooms.”  With special permission, food can also be consumed in the Central Viewing Area.  In all other areas of the NAS Lab, food is strictly prohibited.
You can possess and consume beverages anywhere in the NAS Lab, but there are restrictions on the type of container that you can use.  Any container that is spill proof, rupture proof and self sealing will be acceptable.  All other containers are prohibited from being in the general NAS Lab area.  If you choose, lab compliant containers can be purchased for a small sum at the Customer Service Center or from the WJHTC day Care Center Store.
What are the policies regarding deliveries into the NAS Lab??

Entrance into the NAS Lab:  All deliveries coming into the NAS Lab must be coordinated in advance with any one of the following individuals:  (1) the assigned ACB-820 System Engineer, (2) the assigned ACB-850 Laboratory Manager, or (3) The ACB-810 Laboratory Space Manager.
Equipment Staging in the NAS Lab:  You must obtain advanced permission from the ABC-810 Laboratory Space Manager to be assigned a place to lay down your delivery within the NAS Lab.  Vacant space for staging is extremely rare, and you cannot lay down your delivery in another’s assigned lab space.  It is best to coordinate your requirements before your delivery arrives.
Equipment Storage within the NAS Lab:  Storage of equipment and parts in the lab should be kept to a bare minimum and should be accommodated within your assigned space.  Extraordinary storage requirements are the responsibility of the user or occupant and should be accommodated outside the NAS Lab proper.
Abandoned Equipment:  All deliveries or equipment that are delivered into the NAS Lab must be labeled with information identifying a point of contact.  Any items found in the NAS Lab that are not labeled and for which the owner cannot be identified will be classified as abandoned and will be suitably marked and removed from the NAS Lab space.
Policy References
NAS Laboratory policies are captured in the following documents:
· HEM-01-014 – Laboratory Occupancy Clauses

· HEM-01-013 – Laboratory Management and Operation Policies

· NAS Lab Security Policy and Procedures
Points of Contact
You an refer to the following list of contact points for further information.
	System Scheduling

	Customer Service Center
ACB-810 -- X4614 or x4615

	Space Allocation Matters
Request for New Space, Allocation, Inspections
	Laboratory Space Management
ACB-810 – x5008

	General Services
Custodial, material delivery,
	Trouble Desk
ACX-40 -- X4122

	
	


PAGE  
1

