Guard Procedures
REQUIREMENTS
· Guards should be at their position 10 minutes before taking over a shift.

· Guards should wear a uniform and display polite and positive behaviour.

· Guards must not leave the site before handover to a new shift, reporting the general security situation of the site, unusual activities, special notes, unsolved matters, etc to the oncoming shift.

· Guards must not smoke or drink alcohol while being on duty.

· Observe all staff and visitors entering the office and ensure no strangers are loitering in the security area.

· If necessary, work with local security guards and neighbours to settle any problems.

· Observe and report unusual activities or attempted theft.
· Be attentive and observant at all times, friendly, yet firm.

· Have a high sense of responsibility and motivation to the job as well as being honest.
· Maintain a duty log of all security-related activities, violations or events.
· Turn on generator when the power cut off and refill gasoline for generator.

· Make sure lighting systems, air-conditioners and electric devices on each floor are switched off after 7.30PM and all doors are locked.

· Keep the compound tidy.
SPECIFIC DUTIES Welcoming visitors
Guards are the first representatives of XXXX that visitors meet when they come to our building. Guards are expected to be polite, welcoming and helpful. When the receptionist is working, they should refer all visitors to them.  Outside those hours they should seek to resolve the enquiry directly.

Managing parking
Guards will oversee the parking of vehicles, both staff and visitors. If the space is full, guards will politely direct staff or visitors to locations where they can safely park.
Key system
Our key system must be well organized to protect our safety and security. It is important to know who possesses which keys for what rooms. The guard keeps a spare set of keys of all office doors in a sealed cabinet. During an emergency the guard can obtain these keys quickly. The keys are not to leave the facility.

Working hours
The office is guarded 24 hours per day, seven days per week, by different guards in different shifts.

Emergencies
The guard is to respond to life threatening situations such as fire, medical alerts, (suspected) theft and other safety or security incidents occurring on the office property. Including:

· assist in evacuating all staff from the office
· assist in coordinating communication and notification among law enforcement staff, office staff during an emergency
· inform all managing staff about the occurring emergency as soon as possible

Fire
Acting in case of fire is an important duty of the security guard, to maintain the highest safety of staff.  Security guards shall frequently patrol to control areas where fire can easily happen. Guards are trained on fire response techniques and check the fire extinguishers in the building if they function (check expire dates), and make sure each floor has got an extinguisher. In case of fire the guard:

· checks whether it is a real fire or a false alarm.
· defines the exact location of the fire.
· defines emergency exits to evacuate staff.
· defines dangerous areas (with e.g. gas and oil).
· switches off immediately the circuit breakers.
· informs all staff/activate fire alarm.
· phone fire response services and clearly tell them the address and location of the fire
· gather all staff at the safest area

· extinguish the fire by using the appropriate fire extinguishers/fire hoses 
There should be a detailed fire-fighting plan for the site and all staff should be briefed as to emergency evacuation procedures, e.g. via fire drills.

Burglary
After discovering burglars in the building, the guard should follow the following procedures:

· call the local police.
· prevent burglar(s) from trying to escape if it is safe to do so – XXXX values staff safety above material possessions and so guards should only intervene directly with burglars if it does not present a serious risk to their safety.
· inform management staff.
· protect the scene, discover and maintain evidence.

