NCC Visitor Access and Accountability of NCC Temporary-Issue Badges

and Card Keys.

A.  CONTROL OF TEMPORARY-ISSUE NCC BADGE AND CARD KEY SETS. Thirty

    sets of generic NCC badges and card keys have been provided to

    accommodate short-term access by approved cleared visitors and

    NCC personnel who may forget their badge and card key. These

    badge and card key sets will be maintained and controlled by the

    TM or designee as follows:

    1.  Visitor Short-term Access. Prior to admitting unescorted

        visitors, a security clearance or NAC must be verified by

        Code 205.1 at 286-5268 for contractor personnel, 286-7233 for

        NASA personnel, NAC's at 286-4948. Access approval authority

        for this category are the: NCC SSO, NCC Manager, Operations

        Control Unit Supervisor, and TM, and this authority cannot be

        delegated.

    2.  Forgotten Badges and Card Keys. NCC personnel who may forget

        their GSFC badge and card key may obtain a temporary-issue

        set from the TM or designee.

        a.  Twenty badge and card key sets have been programmed for

            general and specified operations areas designated by

            access levels affixed to each set. Access to areas not

            programmed must be accommodated by an escort with access

            to specified areas or rooms.

        b.  Ten badge and card key sets have been generically

            programmed for specified NCC jobs or duties. Issuance of

            these sets will be in accordance with a person's job

            assignment.

    3.  Accountability of temporary-issue badge and card key sets

        will be the responsibility of the TM or designee. The TM or

        designee will log the issuance of any temporary-issue badge

        and card key sets on NCC form 2190 .

        a.  It will be the responsibility of the person receiving the

            temporary-issue set to return it to the TM before leaving

            the NCC at any time.

B.  PROCESSING ESCORT-REQUIRED VISITORS INTO THE NCC For C-27 (GCC),

    C-32 (CF), C-115 (OCR), and S-60 (ANCC) the approval authority is

    the NCC TM or SWO. For 294 and 294B(SP&M) the approval authority

    will be the NCC SSO. Visitor badges will be controlled and

    maintained by the TM or SWO.

    1.  Cleared Visitors (Red Badges), Escort Required.

        Only visitors to rooms C-27 (GCC), C-32 (CF), C-115 (OCR),

        294&294B (SP&M), and S-60 (ANCC) require red NCC Visitor

        Badges. Visitors to all other NCC areas may be signed in as

        uncleared (see below).

        a.  The TM or SWO will check the visitor's personal

            identification by GSFC ID badge or other photo-ID and

            verify security clearance or NAC with GSO.

        b.  The TM or SWO will ensure that the NCC Visitor Register

            has been completed. Have the escort sign the

            acknowledgment of Escort and Duties and retain this in

            the SAC Office. The TM or SWO must sign the register. For

            Rooms 294 (SP&M) and 294B(CR) the NCC SSO must sign the

            register.

        c.  The TM or SWO will issue a red NCC Visitor Badge to the

            visitor.

        d.  Upon completion of visit, retrieve the NCC badge and

            annotate the time of departure on the register.

2.      Uncleared Visitors (Green Badges), Escort Required.

        All personnel with regular NCC access may sign in visitors to

        the NCC for areas other than C-27 (GCC), C-32 (CF), C-115

        (OCR), 294 (SP&M), 294B (CR) and S-60  (ANCC).

    a.  The TM or SWO will check the visitor's personal

        identification by GSFC ID badge or other photo-ID.

    b.  The TM or SWO will ensure that the NCC Visitor Register has

        been completed.

    c.  The TM or SWO will issue a green NCC Visitor Badge with the

        visitor's name and an expiration date to the visitor and

        ensure that the escort has signed the NCC Visitor Register

        (NCC Form 2190). The escort MUST sign the acknowledgment of

        Escort Instructions and Duties which will be retained in the

        SAC Office.

    d.  Upon completion of visit, retrieve the NCC badge and annotate

        the time of departure on the register.

3.  Foreign National Visitors, Escort Required. Processing Foreign

    Nationals onto Goddard and into the NCC requires special 

    handling. Hosts of Foreign Nationals must coordinate visits in

    accordance with GSFC Management Instruction, "Visits Of Foreign

    Nationals To GSFC", GMI 1680.1C dated October 3, 1986.

    a.  Hosts of Foreign Nationals who intend to visit the NCC are

        responsible to insure that the visitation process is complete

        and must:

        (1)  Fully coordinate visits by GSFC form 24-17 (see figure

             4) through Code 450, Code 100 International Coordinator,

             and 205.1 in accordance with GMI 1680.1C.

        (2)  Complete an NCC Visitor Request form NCC 2189 with a

             copy of the completed GSFC form 24-17 attached, and

             present this to the NCC TM at least 1 week prior to a

             planned visit.

        (3)  The host must escort or provide an escort with

             NCC access to accompany the Foreign National visitor(s)

             to any area within the NCC and such as documented on the

             NCC Visitor Request form NCC 2189.

        (4)  The host, or designated escort, will notify the TM or

             designee upon arrival at the NCC so that the Foreign

             National visitor may be properly registered before

             entering the NCC.

    b.  The TM or designee will maintain a special file for planned

        Foreign National visits to the NCC. On occasions of visits by

        Foreign Nationals to the NCC, the TM or designee will:

       (1)  Ensure that the Visitor Request Form 2189 has been

            completed and an NCC access approved GSFC form 24-17 has

            been approved by Code 450, and coordinated by Code 100

            International Coordinator and the GSO Code 205.1.

       (2)  Issue the NCC 2189 to the escort and have the escort sign

            the acknowledgment.

       (3)  Check personal identification by GSFC ID badge or other

            photo-ID. 

       (4)  Retrieve ID badge. Issue a BLUE visitor badge to visitor

            an ensure that the visitor and escort complete the

            register.

       (5)  Upon completion of visit, retrieve the NCC badge and NC

            2189, and annotate the time of departure on the register.

