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Housing Authority of the Borough of Glassboro 

 ‘ 

Public Access to Office Policy  

 
 

The Housing Authority of the Borough of Glassboro (GHA) hereby establishes this Public Access 

to Office Policy (“Policy”) to establish guidelines and procedures for maintaining a safe, 

professional, and accessible office environment for all visitors who enter the following GHA 

business offices: 

 

• GHA Main Office – 181 Delsea Manor Drive, Glassboro, NJ 08028 

• GHA Williams Office – 30 Williams Street, Glassboro, NJ 08028 

 

 

1. Definitions 

 

A. “Visitors” shall be defined as program participants, applicants, tenants and their legal 

representatives, job candidates, and other visitors. 
 

B. “Personal Visitors” shall be defined as visiting family and friends of GHA and Housing 

Authority of Gloucester County (HAGC) personnel. 
 

C. “Authorized Personnel” shall be defined as GHA/HAGC employees normally 

reporting to other locations, Board members, professional services providers (legal 

counsel, consultants, auditors), contractors, and vendors. 
 

2. Access 
 

Open from 8:30am until 4:00pm. Closed for lunch from 12:00 p.m. until 1:00 p.m. 

 

Areas will be designated at each building. Not all buildings may have the same number of 

areas. 

 

A. Vestibule: Open to the public requesting general information. No further access will be 

permitted without an appointment. 

 

B. Waiting Area: Open to tenants wishing to pay their rent in person, Visitors with an 

appointment, or Personal Visitors waiting for a GHA/HAGC employee escort. No 

further access will be permitted without an appointment. Individuals delivering goods 

or packages will remain in the waiting area until the appropriate GHA/HAGC 

employee expecting the delivery is notified and is able to receive the delivery. 

 

C. Bathroom: Open to Personal Visitors and Authorized Personnel. Not open to the public. 
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D. Meeting Area: Available by appointment only. Appointments are approved at the 

discretion of the GHA/HAGC employee requested to attend the meeting. 

 

3. Security 
 

For GHA to maintain secure offices, security measures may include but are not limited to: 

 

A. Visitor Sign-In: All Visitors and Personal Visitors will be required to sign in, show a 

form of ID and receive a visitor’s badge, which will be worn at all times and returned 

once the visit is over. Authorized Personnel are not required to sign in or carry a 

visitor’s badge. 

 

B. Visitor Escort: All Visitors and Personal Visitors will be escorted by a GHA/HAGC 

employee while on the premises. GHA/HAGC employees providing escorts shall 

notify their supervisor of any visitor escort prior to escort. 

 

C. Security Cameras: Security and other designated GHA/HAGC personnel may monitor 

the cameras to ensure proper supervision and security. 

 

D. Emergency Procedures: All GHA/HAGC employees providing escorts should be 

familiar with emergency procedures, including evacuation routes and emergency 

contact information. 

 

E. Internet Network Access: Visitors, Personal Visitors, and Authorized Personnel that 

require internet network access may be provided with credentials to access the guest 

wireless network at the discretion of the IT Director, or designee. 

 

4. Prohibited Activities 
 

The following activities are prohibited in GHA offices: 

 

A. Soliciting or distributing materials without the prior authorization of GHA/HAGC. 

 

B. Engaging in disruptive or offensive behavior. 

 

C. Smoking, vaping, or engaging in drug related activities. 

 

D. Political Activities. 

 

5. Accessibility 
 

GHA will provide reasonable accommodation(s) to Visitors, Personal Visitors, and 

Authorized Personnel with disabilities if requested and approved by the GHA Reasonable 

Accommodation Coordinator in advance of the visit to ensure that all Visitors, Personal 

Visitors, and Authorized Personnel can access and utilize the GHA offices equally. 

 

6. Personal Visitors 
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GHA/HAGC employees may have occasional visits from family and friends with the 

advanced approval of the employee’s supervisor. Personal Visitors must be escorted by the 

employee while in the office. Visits should remain short whenever possible. GHA/HAGC 

employees will be held responsible for the actions of the employee’s Personal Visitors. 

 

7. Pets 
 

Pets are not permitted, unless approved in advance by management; however, assistance 

animals as defined in the GHA Assistance Animal Policy are permitted. 

 

8. Compliance 
 

All Visitors, Personal Visitors, and Authorized Personnel who enter GHA offices, and 

GHA/HAGC employees permitting access, are expected to comply with this Policy and all 

other applicable GHA policies and procedures.  

 

9. Enforcement 
 

All Visitors, Personal Visitors, and Authorized Personnel violating this Policy may be 

temporarily or permanently banned from GHA offices at the discretion of the GHA 

Executive Director. Banned individuals accessing, or attempting to access, GHA offices 

may be subject to criminal prosecution. If applicable, GHA/HAGC employees violating 

this Policy may be subject to disciplinary action.  

 
10. Review 

 

This Policy will be reviewed periodically to ensure its effectiveness and relevance. 
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