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Building (“ID”) 
A Building ID is issued to all tenant employees by TIC’s Administration Office (Suite 
240, ext. 2933).  Carrying your Building ID or Visitor pass is required at all times.  The 
holder of either ID must have it so that it is readily visible while passing the turnstiles. 
Anyone refusing to show his/her pass if requested by building security will not 
be allowed access. 

 
Upon authorization of employment, an employee working in TIC is issued an
employee Building ID.  Each Building ID is personal and cannot be given or loaned to
another person.  The ID bears the employee’s picture, name, and identification
number which is encoded in the back.  Upon termination of employment, The
Building ID should be returned to TIC’s Administration Office (suite 240) for
cancellation.  (This may be done by the individual or the relevant Tenant Agency.)
o Employee Building ID are not issued to offsite employees. For short-term

employees, the ID is coded and will automatically expire on a specified date.
o If lost, the loss must be reported promptly to TIC’s Administration Office (Suite 240,

exts. 2933 / 2954).  TIC will issue a replacement for a lost, stolen or mutilated
Building ID upon payment of a $15 cash.  In such circumstances, the ID holder
must obtain authorization from his/her employing Tenant Agency, along with the
requisite fee.

o A Building ID that is not used within a period of 30 days will automatically go into
sleep mode and will need to be reactivated. An authorized person must send an
email to TICID@interchurch-center.org to reactivate.

o Building IDs are the property of TIC, even while in the employee’s
possession, and are subject to revocation without notice and at the
landlords discretion.  Violation of TIC’s policies and security regulations may
lead to revocation of an ID.

BUILDING ID database
In order for a new on-site employee to obtain a Building ID, An Authorized Employee
of their Tenant Agency must notify the administration office by emailing us at
TICID@interchurch-center.org.   It is the responsibility of each Tenant Agency to make
sure that all the required fields are included i.e. First Name, Last Name, Tenant Name,
Email and Extension. For temporary employees please include an expiration date.

Visitors 
The handling of visitors will be expedited and made more pleasant if the 
appropriate procedures are followed. 

Reception Desk attendants on the first floor, the garage and loading dock
attendants issue Visitor Passes and do so only when a visitor(s) is specifically
registered in the Visitor’s Management system.
Prior to an expected visit, Tenant Agencies should pre-register visitors using
the visitor’s management system.
Authorization is valid only for a particular date and are defaulted to expire by
5:00PM unless otherwise specified.
A new authorization must be granted and a new pass issued for a visit on a
subsequent date.
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 If a visitor arrives without prior notification, the Reception Desk attendant will 
call the agency for authorization to issue a Visitor ID.   

Visitors are not admitted to TIC outside of business hours (after 5:00 PM or 
weekends or during Building Holiday) unless their names have been 
registered in advance using the Angus Visitor’s Management System. 
 Visitors pass, like employee Building ID, must carried when passing 

checkpoints and at all times when on office floors and shown if requested by 
building security  

 Unregistered visitors WILL NOT be given access to the building after hours or 
weekends/building holidays. Security personnel will not call for such 
authorization. It is the responsibility of the tenant to ensure visitors are properly 
registered in Angus.  

 Handicapped visitors should enter the building at the street level, Claremont 
Avenue entrance, and obtain a pass in the same manner as other visitors. 

 Each tenant organization is responsible for the behavior of all persons 
for whom agency personnel issue or authorize the issuance of a Visitor 
Pass.  Passes remain the property of TIC and may be revoked without 
notice and without cause.  Misuse of a pass, failure to wear the pass as 
required in this Manual, or, attempting to evade the requirements for a 
pass are likely to result in revocation of a pass and delays in subsequent 
issuance of a pass to this visitor. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


