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Security Guard Post Orders

Check-in Procedures:

Upon reporting to duty, the guard will be greeted by the property manager which will be the guard’s main point of contact. 

The guard shall perform the following duties during the initial tour:

1.  Secure all access to the building;
	Front and rear entrances are to be locked at all times, except from 7:30 a.m. until 4:30 p.m. each day
	Each person who does not have a key to enter the building is to be checked in by the guard, and the guard must make sure they have a reason for entering the building

●    IMPORTANT! Report persons to management who are not residents, but have keys to the building.  Unauthorized persons with keys are a threat to safety of other residents.
●  Manual Gates to be locked as follows:
1.  Closed and locked at 4:30p.m. during weekdays.
2.  Closed and locked at all other times including holidays.

EXCEPTION: one gate on the East parking lot at Campus Towers must always be open.

2.  Check trash compactor;
    Remove filled bags, if necessary.
    Replace with new trash bag.
    Deposit at refuge bin outside.
    Empty trash at guard station after each shift.

3.  Monitor lobby from 4:00 p.m. until 8:00 a.m.;
	Observe alarm panels, answer phones, check in visitors, and assist residents as needed.
	Call resident to announce visitor. If resident fails to answer phone, deny entry into building.  After 11 p.m. resident must come down to the lobby to allow
guests entrance. The only exception is if resident is bed-stricken. The guards will have a list of residents that are bed-stricken.
	Leave lobby for emergencies only, or as listed in paragraphs 1, 2, and 4. of this section
	Monitor front and rear entrances and loading zones. Parking in yellow zone and handicapped spaces is not permitted. It is for loading and unloading only.
	Monitor security cameras frequently to determine any security threats inside and outside of building.
	All public areas and offices are STRICTLY SMOKE FREE. No smoking by anyone, including the guard except in designated smoking areas.  No tobacco spitting on floors, entrances, heat registers, stairwells, water fountains, etc. Guard shall monitor and report violators.
	Monitor resident’s pets in lobby.  Pets are not permitted to run freely, jump on furniture, bark profusely and shall not be permitted to drink from water fountains in lobby. Guard shall monitor and report violators.

4.  Security Rounds;

	Guard shall make rounds every two hours checking every floor.  An initial check shall be done at the beginning of each shift and completed every two hours thereafter.  
    During rounds, guards will record any unusual happenings on the guard report
	Guard will check on parking area, grounds, and exterior lights outside the building, but within the boundaries of the development to maintain the safety of residents' and visitors' health and property from time-to-time during entire
tour.
	Guard will also note on the report any exterior lights that are not burning and their location.

5.  Maintain control of visitors to the buildings;
    Limit the number of doors to be unlocked for entrance and exit.
    Require identification, if necessary, before allowing admittance.
    Prohibit solicitors.
	Prevent outsiders from using restroom facilities or buying candy or soft drinks from vending machines.
	Do not allow any persons to bring their laundry into the building to do while they are visiting.
	Prevent unauthorized persons access to elevators. Visitors must call resident by phone before allowing admittance to elevator.
	Prevent access by minors, unless accompanied by an adult or under adult supervision. NOTE: Minors are not allowed to roam freely through building or to use pool tables or vending machines. If minors visit relatives in the building, the relative must meet them on the first floor and accompany them to and from their apartments. This means ON THEIR WAY IN AND ON THEIR WAY OUT of the building.  If unsupervised minors are seen in the building, get their name, home address, phone number, reason for being in the building and report information to the housing authority.
    Do not allow anyone to smoke in the building.
    Take other measures as the need arises.
    Do not allow parking in fire lanes.

6.  Maintain fire prevention control
    Perform periodic checks of the building.
    Pay close attention to the fire alarm system.
    Know the residents who might need assistance in the event of a fire.
    Know the fire exit plan established for the building.
    Keep fire lanes open (outside driveways).
	After calling 911, contact housing authority response team in case of fire after business hours:
(1)  Maintenance Manager
(2)  Standby Maintenance
 (3)  Building Manager






7.  Monitor residents' health and safety by maintaining close watch of emergency alarm system.  When alarm becomes activated, guard shall respond accordingly:

   Proceed immediately to the apartment involved.
   Take necessary actions in the event of a sickness or accident.
[bookmark: _GoBack]	If resident needs to be hospitalized or a life-or death situation arises, call specific emergency service and next of kin listed in the card file provided for the guard. Let relatives and the emergency services make the necessary arrangements. Call 911.
	Return system to "all clear" after a determination of the situation has been made.

Additional Duties

Open Mail rooms at family sites:  The family sites with mail-rooms: Eastgate Terrace, 622 East 19th Street, and Hemlock Courts, 5th and Palm Streets. All sites are located in North Little Rock, Arkansas.

· At family sites, guard will open and close mail-rooms every Saturday plus any other mail-delivery days that the housing authority is closed. The open hours are 8:00 a.m. to 4:00 p.m.

 Reports and Reporting:

1.  A report with all pertinent facts and information shall be filed by each guard for each tour of duty on a form furnished by the contractor and accepted by the housing authority; document any health, safety or other emergency, or rule violation and report it to the building manager and maintenance manager.

2.  Reporting any action that must be taken by the guard other than general duties will be handled as follows:
	Maintenance emergencies will be handled by calling the emergency stand-by phone number and reporting the problem, unless other arrangements can be made in writing to the guard;
    Police emergencies will be handled by calling the police department or 911.
    Fire emergencies will be handled by calling the fire department or 911.
    Health emergencies requiring ambulance service will be handled by calling
911.
	All emergencies which threaten life or property shall be reported to the 911 system.
	In the event an elevator in a building becomes inoperable, the guard will see to it that the car that is operable is used, and make a report to the
manager/maintenance manager about the car that is inoperable so that it can be taken care of.
	UNDER NO CIRCUMSTANCES shall the guard call the elevator company, unless both cars are inoperable and/or people are trapped in the elevators. Otherwise, contact maintenance manager who will arrange for repair of the elevator on a regular work day.

 

Additional Guard Requirements:

	Guards will not be permitted to work if they report on the job and have been drinking.  NO ALCOHOL OR ILLEGAL DRUGS ARE PERMITTED.

	Guards are furnished the keys necessary to carry out their duties, and it is not permitted for them to have keys made.  If such occurs, it shall be the recommendation of the housing authority to the contractor that the particular guard shall not be permitted to perform duties on the housing authority premises.

	Guards must sign keys off to the next guard after every shift change.   

	Guards must put keys in the hands of managers when they are leaving duty and a manager is coming on duty.  Leaving keys on counters, in drop boxes, or other areas will not be tolerated. If no manager is on duty, the guard must notify their Supervisor.

	Guards shall not make long-distance telephone calls charged on the housing authority account. Guards shall not use phones for socializing while on duty. Phones are for emergency use only.  Failure of guard to abide by this rule will result in a back-charge to the company and a recommendation that guard shall not be permitted to perform duties on the housing authority premises.

