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Scope

· Guards' responsibilities
What do I need to do?

DURING

Guards will perform the following duties, appropriate to the location:

· Access and exit control

· Opening and closing gates

· Night time patrols and checks

· Raising alarm in case of emergency

Line management

· Guards are managed by XXX
· Any breaches of this SOP must immediately be reported to the guard’s line manager

· Guards must not be engaged by XXX staff for errands or tasks that distract them from their normal duties.

· Extraordinary requests for guards must be passed through the line manager.

Equipment

· Guards will be issued the following equipment to perform their job:

· Whistle or alarm

· Flashlight (& spare batteries)

· Communications equipment (radio/mobile/satellite phone) as appropriate

· Coats and gloves for winter if appropriate

· At the beginning of the shift, check that communications equipment is in working order.
· Guards should perform radio checks / communications checks on an agreed schedule

Behaviour

· Guards must report on time. If the replacement/next shift guard has not reported for duty, the existing guard will inform the line manager so arrangements for a substitute can be made. Guards may not leave their place of work until released by a replacement or their line manager.
· Guards must remain alert throughout their shift and cannot sleep. Guards found sleeping will face instant dismissal.
· Guards must not engage in activities that distract them from their duties - wearing headphones or entertaining friends or family.
· Guards must inform their line manager if there is a problem with their health.
· Guards must know where the first aid kits, fire extinguishers and the escape routes are and know how to use them.
· Guards will not permit weapons inside the compound.
· The Guard is the public face of the organisation. He must be polite, disciplined, alert, and clean.

· Guards must protect property, but never at the risk of life.
· Guards must know how to use all communications  – including Thuraya, radio, mobile phone.
Access & exit control

· Guards perform access control for the site, checking the identity of visitors before entry, ensuring that the visitor signs in and seeks approval for entry from the host, if needed.

· The XXX host will confirm if they themselves will come to pick up the visitor or if the visitor is to be escorted by the guard to a specific location.

· All visitors must fill in the Visitor Log Book (see Guards logbooks) when they enter the compound and when they leave. All visitors must be given a visitor badge during working hours.
· Guards must announce all visitors to the appropriate staff member and ensure that all visitors are treated with courtesy and respect.

· Upon admittance, visitors are never to be left unsupervised anywhere on the base.

· Guards must not allow friends or family members inside the compound without line manager permission.
· Guards will not allow military or police inside the compound without CD permission. Any request to enter will immediately be reported to line manager or most senior person in the compound, including outside of office hours.
· Guards must check outside the gate before opening the front gate.

· No non-XXX vehicles are allowed on XXX premises without prior permission from the logistics manager or CD.
· If packages or letters are delivered to the compound, the delivery must be logged in the Letter Delivery Log (see Annex 16: Guards logbooks)
Routine duties

· Guards must periodically walk (at least once every hour) around the compound perimeter to ensure the area is secure - varying the time, and if the base is big enough, the route. The guard must carry communication equipment and a flashlight (at night) on these rounds.
· Guards must regularly check activity outside the compound. All suspicious or unusual activity must be reported to line manager (or other XXX staff when line manager is absent). 
· If doors or windows are found to be unlocked or valuable items have been left outside by XXX staff, the guard will report that to their line manager as soon as possible.

· Guards must clean up litter around the base or report it to logistics.

Are there additional routine duties that guards at this location are responsible for? Specify in Job Description.
In an emergency

Guards must not engage intruders or attackers if the compound is being attacked. Guards will raise alarm and if possible call for assistance from police / security forces. They will not put themselves at risk to protect XXX property.
Guidelines for guards on their responsibilities regarding counter-surveillance can be found in Annex 33: Counter Surveillance.
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