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I. POLICY  

 
It is the policy of Huntingdon County to have and utilize controlled access points to 
better protect and serve employees and the general public.  To ensure to the best 
of our ability continuity of operations of the Huntingdon County Courthouse.  
 
Screening of employees and visitors as they enter the Courthouse will take place.  
These screenings will utilize manpower and appropriate technologies; i.e. x-ray 
machine and metal detectors. 

 
Access control authorization and adjustments will be based on a threat/risk basis 
at the discretion of the President Judge of Huntingdon County. 
 
All County Employees must wear county issued Identification at all times. 

 
II. PROCEDURES
 

 
1. Employees will be screened with a metal detector at the front entrance of 

the building between the hours of 0800 and 1630. If an employee has a 
medical reason (i.e. pacemaker) that would make the use of the metal 
detector unsafe, they are to alert the officer and submit to a manual search. 

 
2. Employees can utilize the back doors of the courthouse from 0700 to 0800. 

Employees will be furnished a key card to be used during this time period. 
 
3. Employees leaving the building – for any reason – must re-enter using the 

front doors. Employees will not be permitted to exit the back doors except in 
extreme emergency’s (Fire, Threats, Etc.). 

 
4. Employees with health issues (pacemakers) should advise the officer of 

their pacemaker. In addition if the employees are injured or handicapped, 
they can utilize the ramp entrance. Please contact the Sheriff if you need 
further accommodations. 

 

 



 

 

5. Key assignments.  There may be certain operational necessities that will 
require admittance to the Courthouse or other County facility during off 
hours.  Such admittance must be approved by the President Judge or 
Sheriff and will be limited. In addition, this privilege is granted on the basis 
of whether such access would have a direct and necessary benefit to the 
Courthouse or County operations and be in the best interest of the people of 
Huntingdon County, NOT as a convenience to any individual.  In order to be 
granted this privilege, these individuals must recognize and accept full 
responsibility for participating in protecting the Courthouse.  This includes 
but is not limited to the following: 

 
a) Individuals may not bring a guest of any kind into the Courthouse 

during off hours without prior authorization from the President Judge in 
coordination with the Sheriff.  However, it is recognized that these 
employees may have small children or mentally impaired persons with 
them where it could be unsafe for these dependants to be left outside 
or in a vehicle. Therefore, in these situations, the employee may bring 
said individuals into the Courthouse and must sign them in.  These 
individuals must be in the employee’s control at all times including 
escorting them to the restroom.  This should not become a 
commonplace practice and is subject to revocation at any time. 

b) The individual will not be allowed to authorize access to anyone in their 
stead. 

c) The individual may not by-pass screening if they leave the building and 
wish to re-enter while screening operations are being conducted.  All 
persons must be screened upon entrance or re-entrance to the 
Courthouse. 

d) Under no circumstances will an individual who is granted an access 
card assist anyone with entry to the Courthouse by opening doors, 
offices or accepting packages during off hours. 

e) Under no circumstances will they use their card to circumvent the 
screening process during normal hours of operation or lend the key to 
anyone.  In the event that the screening process is willfully 
circumvented, the responsible party will face disciplinary action and 
may be held criminally responsible if warranted. 

f) The individual will make every reasonable effort to report suspicious 
activities they may encounter whether it be propped open doors or 
unknown persons in the Courthouse. 

g) Individuals will report any safety hazards they come across. 
h) All Access Cards are the property of the Huntingdon County 

Courthouse and can be revoked at anytime without notice. 
i) By accepting this level of access, the individual is responsible for the 

above and their part in protecting the Courthouse.   
j) Individuals also accept and understand that, if they violate these rules, 

their off-hour access privileges will be terminated until which time the 
President Judge and Sheriff discuss the restoration of access.  The 



 

 

County reserves the right to take further action including suppression 
from the Courthouse property and/or termination. 

k) No lawyer other than the District Attorney or Judges may have keys to 
the Courthouse. 

l) No visiting Judge or District Attorney will be granted a key on a 
permanent basis. 

 
6. Judges and the District Attorney are permitted to enter the Courthouse 

without being screened due to their ability to carry weapons into the 
Courthouse.  Judges, the District Attorney and the Assistant District 
Attorney are also allowed 24 hour access.  However the following conditions 
apply: 

 
a) District Attorney may not allow any person or guest to enter the 

Courthouse without being screened.  
b) District Attorney may not bring guests of any kind into the Courthouse 

during off hours without prior authorization from the Sheriff, except for 
the provision listed in 5.1 herein. 

c) The President Judge may bring guests into the Courthouse during off 
hours without prior authorization  

d) Judges and the District Attorney will not be allowed to authorize access 
to anyone in their stead. 

 
e) Individuals accept and understand that if they violate these rules, 

access privilege can be altered until which time the President Judge 
and Sheriff discuss the restoration of access. 

f) The District Attorney and the Assistant District Attorney from time to 
time may need to make special arrangements for secure and private 
access for a witness.  This will be done in coordination with the 
Sheriff’s Department one day in advance.  In addition, The District 
Attorney and Assistant District Attorney are responsible for informing 
any visiting District Attorney of the process. 

 
7. Sheriff shall be able to grant access to any individual during the screening 

operation or after hours.  This is to ensure that, in the event of an unusual or 
unforeseen situation, the County can adapt and accommodate. 

 
a) The Sheriff will be able to authorize by-pass of the screening process 

and is fully responsible for the consequences of that action. 
b) The Sheriff reserves the right to transfer this authority to supervising 

Deputies in his stead. 
c) The Sheriff is the designated liaison for all law enforcement questions, 

concerns or announcements. 
d) It is possible the Sheriff’s Department may need to arrest or take into 

custody individuals for weapons violations, violence or other criminal 



 

 

acts. All employees are required to stand clear and follow instructions 
of the Deputies. 

e) The Sheriff or his designee has the authority to deny access to any 
individuals who are non-compliant with the screening process, whether 
it is the general public or employees.  If an employee is non-compliant 
and denied access, the Sheriff, President Judge, and the Department 
Head will meet to further discuss whether the access should be 
restored and what further action should be taken. 

f) The Sheriff, at his discretion, will alter security operations on a regular 
basis in order to adapt to the protection needs of Huntingdon County 
facilities.  Any major permanent security changes will be done in 
tandem with the committee and the approval of the President Judge. 

g) The Sheriff will designate which Deputies will have 24 hour access to 
the Courthouse and all Sheriff Department members with that privilege 
will follow all the requirements in Section 5. 

h) Propping of door is strictly forbidden because it places all the 
occupants of the building at risk. The back door may be propped open 
during delivery of heavy or bulky items, as long as the Department 
receiving the delivery remains at the door. Upon the first offense, a 
warning will be issued. Upon the second offense, the employee will be 
subject to disciplinary action. 

 
8. Emergency Management Agency – The Director will require off-hour access 

and will have special situations where he/she will be authorized to grant 
access to others unfettered and unquestioned. 

 
a) During activation the Director will be able to grant access to whomever 

is necessary to assist in an emergency.  The Director will be 
responsible for the supervision and control of these individuals and will 
ensure they are permitted to go only where necessary within County 
facilities. 

b) The Director will have the option of assigning others to allow access in 
his stead during activation; this is vital to EMA operations.  These 
individuals will bear the same responsibility and liability as the Director 
and will be identified in advance when possible. 

c) The Director may escort any member of his team or outsiders when 
needed (i.e. hazmat, fire official, and during off hours) and will be 
responsible for these individuals. 

 
9. Public Access will be handled at the front doors of the Courthouse.  These 

doors are open to the public at 8:00 am. 
 

a) Attorneys will be treated like the general public and will go through the 
screening process at the front doors of the Courthouse. 

b) Attorneys may need to make special arrangements for secure and 
private access for witnesses if they have been threatened or a high 



 

 

degree risk exists.  This will be done in coordination with the Sheriff’s 
Department.  It is the attorney’s responsibility to coordinate with the 
Sheriff’s Department three (3) days in advance if at all possible.  The 
manner of access and the security precautions are at the sole 
discretion of the Sheriff’s Department. 

c) Handicapped access will be provided in the back of the Courthouse via 
a phone and the Patrol Deputy will screen and provide access. 

 
 
10. Plain Clothed Officers must declare themselves and state their business.  

The Deputies should be informed of their presence.  If an incident were to 
take place at the Courthouse, these undercover officers may be accidentally 
targeted by Huntingdon County Sheriff’s Deputies mistaking them for 
aggressors.  All non-uniformed officers will carry their weapons at their own 
risk. 

 
11. All law enforcement, prison guards, constables, or armed service that has 

personal business (i.e. a divorce, property suit, etc.) shall not bring their 
weapons or wear their uniform to court.   

 
12. Deliveries – All deliveries less than 70 pounds should go through the x-ray 

screening area at the front entrance of the Courthouse.  All larger deliveries 
must use the back entrance. 

 
 
III. AMERICAN HEART ASSOCIATION RECOMMENDATIONS 
 

The American Heart Association states the following – Interactions with EAS 
systems and metal detectors are unlikely to cause clinically significant symptoms 
in most patients.  However, the American Heart Association recommends that 
you: 

 

 Be aware that EAS systems may be hidden / camouflaged in entrances and 
exits in many commercial establishments. 

 Don’t stay near the EAS system or metal detector longer than is necessary 
and don’t lean against the system. 

 If scanning is performed with a hand held metal detector, warn the security 
personnel that you have an electronic medical device and ask them not to 
hold the metal detector near the device any longer than is absolutely 
necessary.  You could also ask for an alternative form of personal search. 



 

 

 


