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THE LAST SECURITY COMPANY YOU WILL EVER NEED!
POLICY MANUAL & OPERATIONAL ORDERS


This Manual has been prepared and compiled to assist Gladiator Security Officers in the effective execution of their duties and responsibilities.

This Manual is the property of the Gladiator Security and shall be surrendered upon termination of employment.

FOREWORD:

This manual is designed to provide all Security Officers with a readily applicable, clear-cut resource of departmental policies, rules, and regulations.  It is imperative that all members of the Company be completely familiar with the contents as it shall govern their conduct accordingly.

This document is not intended to specifically cover all of the varied situations that confront the members of a Security Organization.  Each Officer, at all times, is expected to use initiative, resourcefulness, and sound judgment while performing his/her duties.

All Officers are Security Officers as defined by guidelines provided by the 

State of California, while in performance of their duties on the property assigned to work.  In keeping with this legal authority, each Officer is charged with the responsibility to prevent and detect criminal activity, protect life and property, and to enforce property regulations, but not at the risk of their personal safety.  This must be accomplished in a manner that will inspire the confidence and respect of the property owners and public we serve.  Of utmost importance is the portrayal of a positive public relations image with an emphasis upon service and assistance.

A Gladiator Security Officer must function with consideration, empathy, self-control, impartiality, and honesty in carrying out the duties of his/her assignment.

This manual has been assigned to you and must be maintained by you.  It is to be kept current at all times by making any and all deletions or additions as changes are made.  The Policy Manual, Operational Orders, Special Orders, and Verbal Orders, shall have the same force and effect and are considered to represent the regulations governing an Officer’s conduct.  This manual contains information which is confidential in nature and, therefore, its contents shall not be made available except to those for whom it was intended.

STATEMENT OF PURPOSE

Gladiator Security Company recognizes its responsibility to serve and protect a social environment that encourages personal and intellectual growth.

(This goal is implemented by being as pro-active as possible in anticipating and preventing unsafe conditions, protecting facilities and property, enforcing Property regulations, and protecting individuals from the imprudent or illegal acts of others.)

To accomplish this purpose, we seek out educated, motivated men and women to function as Gladiator Security Officers.  Their commitment is to improve the quality of life and security of the Property.  Conflict and resolution is a primary goal, to be realized through cooperation and understanding, or when necessary, through the imposition of administrative or legal sanctions.  Inherent in the application of sanctions is that such actions shall be ethical and humanistic.

Further, each officer is expected to carry out the duties of his/her assignment with consideration, empathy, self-control, impartiality, and honesty.

Our Department is committed to the dissolution of prejudice and stereo types.  We realize, however, that our operational philosophy of “peacekeeping” and protecting the Property is a service that can exist only when it has the support and involvement of the total property community.  Therefore, we are dedicated to the development of a constructive partnership with all segments of the Gladiator Security Company in an effort to make this a safe and secure environment for living.

SECURITY OFFICER OATH

County of Orange

State of California

I, _________________________________________, do solemnly swear that I will abide by and support the Constitution and the laws of the United States, The Constitution and laws of the State of California, and the Policies and Procedures of the Gladiator Security Company , and that I will faithfully discharge the duties of my position conferred upon a Security Officer in the State of California.




_______________________________________________                           






Signature of Officer

Subscribed and sworn to before me the ________day of ____________________, 2007.

Signature ____________________________________________



Owner
III
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SECTION 1:  GENERAL POLICY STATEMENT
1.1 PHILOSOPHY
1.1.1
(The primary purpose of the Security Company shall be to ensure 



  a safe, well-protected, and pleasant environment for, staff, and  visitors to the property.  In support of this purpose, the company shall, with the aid of local Police agencies, preserve peace and order, provide necessary emergency services, and above all, serve as public relations ambassadors for the Property .)

1.1.2 The success of the Security Company depends upon the personnel who work within the company.  It is expected that the officers shall perform their duties in a pleasant, yet efficient and business-like manner.  The conduct of each officer must be exemplary.  In this way, the Security Company can establish and retain the confidence, respect, and support of the people who work at, or visit the property.

1.1.3 The Gladiator Security Officer shall regard the law as a means to reinforce the above stated purpose.  In performing necessary security functions, the officer must take into consideration the administration, owners and visitors of the property.  The role of the security officer on a property is uniquely different than that of a traditional law enforcement Officer.  (The 
Gladiator Security Officer is a representative of the property management, and yet must carry out these responsibilities within the related assigned property.)

1.1.4 The Gladiator Security officer is often the first and only contact an individual or group has on a particular property. Thus, the manner in which the officer performs his duties is of vital importance in the establishment of the overall tone and climate for the related property.
1.2  GLADIATOR GOALS AND OBJECTIVES
1.2.1 GOAL:

The goal of the Gladiator Security is to provide a stable, safe and secure environment that will allow patrons to pursue their buying endeavors without crime or violence, or the fear of the above.
1.2.2 OBJECTIVES:

1. To ensure that Gladiator  Security Officers execute their mission in an ethical, legal, constitutional, and humanistic manner.

2. To establish a crime-prevention function which identifies and  responds to safety and security problems unique to the  setting .

3. In connection with the community, to identify areas of mutual 

concern and to establish procedures which shall lead to the resolution of these concerns.

4. To gain the understanding and support of the Community in developing parking, security, traffic control systems, and other related services. 

5. To provide designated security services on a routine and emergency basis in a  prompt, efficient and caring manner.

1.3
EMPLOYMENT PROCEDURES
1.2.3 All procedures for the employment of Gladiator Security Officers shall be consistent with Company employment policies, regulations, and procedures.  

1.2.4 In general, individuals selected as Gladiator Security Officers shall meet the following minimum standards.  Each Gladiator Security Officer must:

A. Pass a pre-employment test;

B. Be at least 18 years of age;

C. Be of good moral character, as determined by a thorough background investigation;

D. Be a high school graduate or pass the general education development test indicating high school graduation level;

E. Possess a California Guard Card. 

F. Have a valid California Driver’s License;

G. Have an insurable driving record acceptable to Gladiator  insurance carrier;

H. Possess or obtain a CPR Card and First Aid Certification, within six (6) months of employment;

I. Meet any additional employment requirements as established by the Gladiator Security Company.
This section shall not be construed to preclude the adoption of additional standards.

1.4
PUBLIC RELATIONS
1.4.1 It is the role of this department to strive to gain support and to win Cooperation from store owners and the public.  With this in mind, the public’s attitude toward this company is formed through their observation and service by our Officers.

1.4.2 The attitude of each Officer shall be one of service and courtesy. 

Each Officer shall develop a position that is friendly and unbiased, pleasant, and personal in all non-restrictive situations.  In situations that require regulation and control, it is expected that each Officer shall be firm and impersonal.  Every Officer must understand that it is his/her primary function to provide assistance to it’s clients, visitors, and tenants in a professional manner.
1.4.3
The appearance, attitude, habits, private life, and the public contacts of every Officer affect the attitude of the public toward him/her and the Gladiator. Each Officer shall examine his/her own conduct in all public. Contacts and avoid situations which unnecessarily bring discredit upon him/her or Gladiator.

1.4.4 All members of Gladiator shall cooperate with all law-enforcement and governmental agencies and give such aid and information as the organization may be entitled to receive, consistent with company regulations and existing law.

1.4.5 All members of Gladiator on duty shall be attentive to reports and complaints by citizens, give personal attention to such reports or complaints and/or refer the citizen to the proper person or agency.  All citizen complaints must be reported in accordance with company procedures.

1.4.6 Complaints made against any employee of Gladiator and coming to the attention of an Officer shall be referred by the Officer to the owner of Gladiator Security as soon as possible.  The Owner shall document such complaints in accordance with company procedures.

1.4.7 All members of the department shall extend cooperation to members of news media consistent with Company policy.  All concerns of press are to be referred to the Public Information Office.  The Public Information Office will release all information to the press.  Officers should advise the Owner of any such inquiries and, in turn, the Owner will work with the Public Information Office in responding to such inquiries.

1.5
JURISDICTION
1.5.1 Jurisdiction of Gladiator Officers is the security of private property as well as real and personal property within the premises of the related working area.  See Operational Orders for further elaboration.

1.6
POLICY MANUAL
1.6.1 Consists of two major parts:  Policies and Operational Orders.  Combined, the Policies, Operational Orders, Special Orders, and verbal orders comprise the rules and regulations that guide and/or control an Officer’s conduct.  All have the same force and effect.

1.6.2 It is the responsibility of each Officer to adhere to this Manual and to keep the document current by making appropriate deletions or additions as change are made.

1.6.3 Requests for revisions of any portion of the Manual shall be made in written form and forwarded to the Owner of Gladiator Security.
1.6.4 In this document or any official company communication, “shall” is mandatory, “may” is permissive, and “should” is advisory.

1.7
EVALUATIONS
1.7.1 Evaluations of an Officer’s performance shall be conducted by the Owner of Gladiator Security.
1.8
DISCIPLINE
1.8.1 Defined as punitive action taken by management against any Officer who violates the policies, orders, and regulations of the Company.

.

1.10
FIREARMS
1.10.1 No on-duty Officer shall have on his person or in his possession a firearm of any type.

1.10.2 Firearms are not permitted on any related cites or to be stored in any location on property.

1.11
CONFIDENTIAL INFORMATION
1.11.1. All officers shall treat as confidential the official 

business of Gladiator, and shall not disclose the same to anyone except those for whom it is intended, or as directed by their superiors.  Officers shall not make known to any person the contents of any order or directive which they may receive, unless so required by the nature of the order.

1.11.2. Officers shall not deliver addresses at public gatherings nor shall they make any statements for publication to the press or reporters regarding the plans, policies, or operations of this company, unless authorized to do so.

1.12.1 Contents of any record or file, in or available to this company, shall not be divulged to any person without written authorization from the requestor and approval by the Owner of Gladiator Security. 
1.12.2 Contents of any record or file, in or available to this Company shall not copied, duplicated, removed from the premises, or divulged to any person without authorization from the Owner.
1.13
INFORMATION
1.13.1 Directory information includes only: Name of company 
1.13.2 It is against the Company policy to provide information except that enumerated, to anyone. There are no exceptions. 

2.1 CHAIN OF COMMAND
2.1.1
All official communications of the Department, whether moving downward, or request, suggestions, or complaints moving upward, shall beconfined to official channels.  Each link in the chain of command shall be 


respected in any communication.

2.1.2 The order of chain of command of authority for the department is as 

follows: 

Watch Commander
Owner   Director, Security 
2.2
SENIORITY-TERM OF EMPLOYMENT
2.2.1 Seniority is based upon duration of service within employment categories 

as follows:

Senior Security Officers (Watch Commanders)

Full-Time Security Officers

Part-Time Security Officers

2.2.2 Unless assigned otherwise, the Watch Commander or most senior Officer during any shift schedule is accountable for the duties and functions associated with that shift.

2.3
UNITY OF COMMAND

2.3.1 Each individual, unit and situation is under the immediate control of one and only one person.  The principle is that the Officer should be under 



direct responsibility of one person and only one supervisor.

2.4
AUTHORITY AND RESPONSIBILITY
2.4.1 Each Officer assigned an area of responsibility shall have the authority commensurate with that responsibility.

2.5
TEMPORARY SUPERVISORY ASSIGNMENTS
2.5.1 All Officers performing the duties of a supervisor shall be vested with the authority and responsibilities of the supervisor.  Said Officers shall not interfere with, countermand, or modify the orders previously issued, except in an emergency.
2.6
EXERCISE OF AUTHORITY
2.6.1 A ranking officer shall exercise the authority of his position under all conditions which require that he use such authority in the best interests of the Company.
2.7
SUPERVISORY RESPONSIBILITIES
2.7.1 Each supervisor is responsible and held accountable for the actions, conduct and performance of his subordinates to properly carry out their duties and obligations through his instruction, guidance, counsel and development of sound operating procedures.  He shall make known to them and promote an understanding of these and all procedures essential to an effective and well-disciplined operation.
2.7.2 Each supervisor shall at all times set proper example for his subordinates to follow and shall strive to assist them, improve their welfare, promote and maintain a high level of morale and shall never fail to stand behind a  subordinate who has acted within his rights.  He shall at all times be aware of the level of performance of his subordinates and shall at the prescribed times, fairly and impartially evaluate them, in accordance with company  instructions.
2.8
DELEGATION OF RESPONSIBILITY


2.8.1 While supervisors may delegate their responsibility for the performance of duties and functions to subordinates, they cannot delegate their accountability. 

SECTION 3:  RULES OF CONDUCT
3.1 STANDARD OF CONDUCT
3.1.1
Members shall conduct their professional lives in such a way as to avoid  bringing discredit upon themselves or the company.
3.2
OBEDIENCE TO POLICIES AND ORDERS
3.2.1 All Officers shall observe and obey all policies and orders of the Department. It is the Officers’ responsibility to be familiar with the same.  This includes any special orders that may be posted upon departmental bulletin boards, as well as verbal orders.

3.3
PERFORMANCE OF DUTY
3.3.1 All Officers shall perform their duties as required or directed by law, company rules, policy or order, or by a superior.  All duties shall be performed promptly as directed.
3.4
REPORTING FOR DUTY
3.4.1 Officers shall report for duty at the specified time and place in appropriate and complete attire.  Inability to report for duty or expected tardiness shall be reported to the Owner as early as possible in advance of the specified duty time.

3.4.2 In the event the Owner is not available, report to, 

on-duty Watch Commander.

3.5
ATTENTION TO DUTY
3.5.1 Officers shall be attentive and alert at all times while on duty and shall devote their entire duty-time and energy to the services of the Security Company.
3.5.2 Officers shall remain awake during duty hours.

3.5.3 Failure to completely perform the duties as required, either through care- lessness, laziness, cowardice or inattention, shall be considered cause for disciplinary procedures. 

3.6
APPEARANCE-PERSONAL
3.6.1 Officers shall be neat and clean in their person and attire when on duty.  They shall maintain good personal hygiene and keep their hair neatly trimmed and combed.

3.7
APPEARANCE-WORK AREA
3.7.1 Officers are expected to clean up after themselves and maintain Station, Vehicles, and client property we use in a clean and orderly condition at all times.

3.8
USE OF PHYSICAL FORCE
3.8.1 Only the degree of force necessary to overcome resistance, to protect the Officer or another against assault, shall be used.  Whenever the use of force results in injury to any person, the Owner shall be immediately without exception be informed and an Incident Report completed.
3.9
ASSISTANCE & INFORMATION-REQUEST
3.9.1 An Officer shall fulfill all requests for information or assistance within a reasonable length of time or refer the persons to the individual or place where they may receive such assistance or information.

3.10
COOPERATION
3.10.1 All Officers shall establish and maintain a high level of cooperation within the Company, with other agencies, and with staff, and visitors of the related properties assigned to work.  Such cooperation is essential to perform effectively and maintain company morale and efficiency.

3.11  
CONDUCT TOWARD SUPERIOR & SUBORDINATE OFFICERS AND 


ASSOCIATES

3.11.1 Officers shall treat one another and associates with respect, courtesy and civility at all times.  They shall not ridicule one another or the orders issued by a superior.

3.12
CRITICISM OF ORDERS
3.12.1 Officers shall not criticize instructions, orders or policies in the presence of persons from outside the company.

3.12.2 Constructive criticism is welcomed and shall be made through the proper channels.

3.13
OBEDIENCE TO IMPROPER/CONFLICTING ORDER
3.13.1 An Officer who is given a lawful order he/she feels is contrary to policies of this company or conflicts with a prior assignment, shall respectfully call the conflict to the attention of the person giving the order.

3.13.2 If the order is not rescinded or modified, the Officer shall obey the order to the best of his ability-responsibility for the action will rest with the superior issuing the order.

3.14
ADVERTISING OR PRINTED MATERIAL
3.14.1 No Officer shall attach posters, placards, printed or written material of any type to the walls, windows, or bulletin boards in the Security office without permission of the Owner.
3.15
SOLICITING
3.15.1 An Officer shall not solicit contributions, sell tickets, subscriptions, papers or books, nor shall he/she collect or receive money for any purpose without the knowledge and consent of the Owner.
3.16
SPECIAL PRIVILEGES
3.16.1 An Officer shall not solicit or accept any gift, payment, or courtesy as a representative of the company.

3.16.2 No Officer shall solicit or accept any gift or payment from any person for discharging his duty as required by the policies of the company.

3.17
CHANGE OF ADDRESS OR PHONE NUMBER
3.17.1 Officers shall, within 24 hours, report any change in address or telephone number to the Owner.  

3.18
DAMAGE TO PRIVATE, PERSONAL AND GLADIATOR PROPERTY
3.18.1 Any damage to property committed in the performance of official duties shall be promptly reported to the Owner in writing and in the form of an Incident Report.

3.18.2 Any damage to personal or private property committed in the performance of official duties shall be promptly reported in writing to the Owner and, if deemed necessary, in the form of an Incident Report.

3.18.3 Damage to private, personal property not previously reported, but discovered after the occurrence shall also be reported in accordance with 3.18.1.

3.19
PROPERTY AND EQUIPMENT
3.19.1 Officers will be responsible for the proper care, maintenance and serviceable condition of any property issued or assigned for use.

3.19.2 Officers shall report to the Owner, in writing, the loss of, damage to, or unserviceable condition of any such property.

3.19.3 Officers shall not permit any unauthorized person the use of any Gladiator equipment or property without written authorization from the Owner. 
3.20
PRIVATE PROPERTY-LOST AND FOUND OR EVIDENCE
3.20.1 No Officer shall appropriate to his own use or the use of another, any property belonging to the Client’s property or any item of evidence or lost, found, stolen, or recovered property.

3.20.2 All property, regardless of value or condition, or the circumstances under which it is acquired by an Officer in his official capacity, shall be turned in to the company and properly logged as either lost and found or evidence.

3.20.3 Handling and disposition of private property and evidence shall be in accordance with operational orders.

3.21
SURRENDER OF GLADIATOR PROPERTY AT TIME OF SEPARATION
3.21.1 Upon separation from Gladiator, an Officer shall surrender to the Owner or persons responsible for check in, all company items of property.

3.22
KEYS
3.22.1 No duplication of keys, for any reason, is allowed.

3.22.2 Any loss or misplacement of keys, either assigned to an Officer or located in the key storage cabinet, shall be reported immediately and in writing to the Owner. 
3.23
REPORTS
3.23.1 An Officer shall prepare and submit reports promptly in the manner prescribed, being particularly careful in their preparations to ensure accuracy and thoroughness, as well as proper usage of language and punctuation. They shall be submitted to the Owner not later than the officer’s tour of duty for that day.

3.23.2 An Officers daily log and a vehicle check list is to be filled out and turned in at the end of each tour of duty.  All criminal and incident reports shall be logged, along with normal patrol duties.

3.24
OFFICIAL RECORDS-INTEGRITY OF
3.24.1 No Officer shall remove or alter any official record of the Company

.

3.24.2 No record shall be taken from the Station without prior permission of the Owner.
3.25
FALSE REPORTS/UNTRUTHFULNESS
3.25.1 An Officer shall not give false, inaccurate or improper information orally or in writing, either personally or through another employee, for any reason including sick or injury report, falsification of public records or for any other purpose.

3.26
CORRESPONDENCE
3.26.1 All written company correspondence to any party or agency outside the Company, shall be above the signature of the Owner.
3.26.2 All official correspondence shall be written on the Company letterhead stationary.

3.27
BADGE AND IDENTIFICATION CARD
3.27.1 BSIS requires any Officer of a Security Company to have in his possession while on duty an appropriate badge and identification card which is issued by the Security Company and contains the Officer’s picture.

3.27.2 Official badges and identification cards are so provided by the Company.
3.27.3 No Officer shall lend or permit another Officer or any other person to use his assigned badge or identification card.

3.28
USE OF OFFENSIVE LANGUAGE
3.28.1 An Officer shall not use offensive language within the hearing of any other person or address any person in uncomplimentary or rude terms.

3.29
OFFENSIVE CONDUCT
3.29.1 No Officer shall by his actions, speech or demeanor, intentionally antagonize any person.

3.30
ADDITIONAL DUTY-OFFICER AVAILABILITY
3.30.1 For various reasons.  Officers may be called upon to perform duty in addition to their regularly assigned hours.  

3.30.2 At all times, at least one Officer is required to be on duty.  When an Officer’s inability to report for duty requires additional personnel, that vacancy shall be filled by the Owners designation. 
3.30.3 If no other Officer can be contacted, or due to time restraints and the need to fill the vacancy without delay, the contacted Officer with least seniority shall be required to perform the additional duty.  Failure to perform the additional duty will result in disciplinary action.

3.30.4 In the absence of the Owner the vacancy can 

be filled by an on-duty Officer contacting other Officers, the provisions of 3.30.3 apply.  It will be left to the on-duty officer’s discretion as to whether a temporary replacement is necessary based upon safety, special events, and the need to ensure that at least one Officer is on duty.

3.30.5 Due to the fact that the Company is required to always have at least one Officer on-duty at its clients properties, no Officer shall leave his duty until a replacement relieves him of that responsibility.  In the case of being unable to contact a replacement Officer for a temporary vacancy, this shall require the working of two shifts.

3.31
OVERTIME
3.31.1 All overtime requires prior approval of the Owner.
3.31.2
Before any officer works beyond his assigned shift, he must first obtain approval from either the Owner or their designee.

3.31.2 The only exceptions are as follows:

A. If an incident occurs during the final 20 minutes of an Officer’s shift and requires the writing of an Incident Report, up to 20 minutes of time will be approved.  This time is allotted only for the actual writing of the Incident Report.

1. If an Incident Report is not necessary or cannot be completed because the incident is still ongoing, time compensation may be approved but requires prior approval.

B. Inability to contact a replacement Officer (according to departmental procedures) when the next shift must be covered due to illness, accident, or emergency that prevents the regularly scheduled Officer from working. Time is approved, however, only when the next shift would have no coverage. Time is not approved if the next shift would still have an Officer on-duty.


3.32
LOITERING IN DESIGNATED WORK  AREAS
3.32.1 An off-duty Officer shall not loiter in the Station. Such loitering is disruptive to the normal officer functions.

3.32.2 Former employees are not permitted in any offices, dressing rooms, etc. associated with  the Station. 

3.33
INTERFERENCE
3.33.1 An Officer shall not interfere with any case assigned to another Officer. 

Except with his consent, or at his request, or by direction of a superior Officer.

3.34
COMPLAINTS ABOUT EMPLOYEES
3.34.1 A citizen who states his desire to file a complaint concerning the actions or any Officer of Gladiator Security shall be referred to the Owner .

3.34.2 Warranted complaints will be recorded and an investigation made.  All involved parties will be informed of the results of any investigation.

3.35
ALCOHOL-USE OF
3.35.1 An on-duty Officer shall not partake of any alcoholic beverage.

3.35.2
Any Officer who  reports for duty, or is on duty, showing evidence of
having taken an alcoholic beverage, shall be relieved of his duty immediately and is subject to disciplinary action.

3.36
USE OF CIGARETTES AND TOBACCO
3.36.1 No on-duty Officer shall smoke or chew tobacco while conducting an investigation, transacting official business, or while engaging in any conversation with the public.

3.37
PHYSICAL FITNESS
3.37.1 All Officers shall maintain such physical condition as to enable him to properly perform his assigned duties.

3.38
TELEPHONE CALLS
3.38.1 All telephone calls of a personal nature made by an Officer shall be made during the Officer’s break or lunch.

3.39
GROOMING
3.39.1 It shall be the duty of all members of the department to keep their person in a clean and sanitary condition.

SECTION 4:  UNIFORMS AND EQUIPMENT
4.1 STANDARDS
4.1.1
For the uniformity of appearance, a “standards” list of uniforms and equipment is adopted by the COMPANY through a specific vendor.

4.1.2 No exceptions to the “standards” will be allowed except by prior, written Approval of the Owner.
4.2
SUPPLY OF UNIFORMS AND EQUIPMENT
4.2.1 Uniforms and equipment supplied by the Officer remain the property of the Officer.
4.3
UNIFORMS-AND COMPANY PROPERTY
4.3.1 Uniforms and equipment supplied by the Company remain the property of the Company.
4.3.2 Upon separation from the department, uniforms and equipment which are Company property shall be surrendered to the Owner or persons responsible for check-in.

4.4
UNIFORM/EQUIPMENT DAMAGE
4.4.1 Officers are reimbursed (repaired or replaced) for damage done to their uniforms and/or equipment if such substantiated damage was done in the normal line of duty.

4.4.2 In order to process damage claims, the Owner must be provided with a written report (Incident Report) that delineates the specific circumstances surrounding the damage.

4.4.3 Damaged uniforms or equipment, which is normally supplied by the Owner shall be repaired or replaced at the discretion of the Owner.

4.4.4 Replacement shall be in accordance with the “standards” list.

4.5
UNAUTHORIZED EQUIPMENT
4.5.1 No Officer shall carry or have in his possession any security or police type Equipment except that which is enumerated in the Operational Orders 5.0.

4.6
KEYS
4.6.1 Keys shall be carried at all times when on duty and shall not be loaned to any person, under any circumstance.

4.6.2 When off-duty, Officers shall keep keys under the highest level of security possible.

4.7
FIREARMS
4.7.1 Officers shall not carry or have in their possession any type of firearm while on duty.

4.7.2 Firearms shall not be stored in any facility or any vehicle on operated property.

4.8
FLASHLIGHTS
4.8.1 Whenever visibility is limited due to diminished lighting, Officers shall carry operational flashlights.

4.9
BATONS-PERIODS OF USE
4.9.1 Officers may NOT wear the baton at any time.

4.10
FORCE
4.10.1 Consistent with the philosophy of the Department, the minimum amount of force necessary to control a given situation shall be the accepted level of force exercised.  All reasonable efforts shall be made to act as an ombudsman and negotiator during incidents which may ultimately lead to the use of force.  
SECTION 5:  VEHICLES
5.1
VEHICLE ASSIGNMENT OF USAGE

5.1.1
Vehicle assignments are made by the Senior Officer or the Duty Officer for the shift.

5.2
MISUSE OF VEHICLES

5.2.1
No vehicle shall be misused or abused at anytime.


5.2.2
Safe control of the vehicle shall be strictly maintained at all times.


5.2.3
Excessive speed or careless operation will not be tolerated.

5.3
C.V.C. REGULATION

5.3.1
All California Vehicle Code regulations will be strictly adhered to in the operation of vehicles, both on and off Shopping Centers.

5.3.2
All vehicular operation shall set a positive example for the public.

5.4
AREAS OF OPERATION

5.4.1
Electric cart is permitted to be operated on both walkways and
streets as patrol procedures dictate.


5.4.2
Automobiles are intended for patrol on streets only.  These vehicles are not permitted on walkways unless an emergency exists.

5.5
ACCIDENTS AND VEHICULAR CONDITION

5.5.1
Any damage or accidents to vehicles shall be immediately reported to the Owner in the form of an Incident Report.

5.6
UNATTENDED VEHICLES

5.6.1
Keys other than the alarm keys in the glove compartment, shall never be left in a vehicle.


5.6.2
Vehicles shall always be locked except when temporarily unoccupied and then only if vehicle is in direct line of sight of the driver.

5.7 TOWING/PUSHING OF VEHICLES
5.7.1
Towing or pushing with vehicles is strictly prohibited.

SECTION 6:  TRAINING

 6.1
OFFICERS SHALL BE TRAINED IN THE FOLLOWING AREAS PRIOR TO EMPLOYMENT OR WITHIN THE TIME DEADLINE INDICATED:








DEADLINE
GUARD CARD    prior to hire
FIRST AID/CPR


              8 hours
Within 6 months of hire

RENEW:  CPR YEARLY


  4 hours
Within 6 months of hire

FIRST AID EVERY 3 YRS.

  4 hours         Within 6 months of hire


6.1.1
Officers who fail to obtain the training indicated within the time frames will be placed on leave without pay until the training is obtained and certified.

6.1.2 Officers who fail to obtain the training indicated in 6.1 shall also be subject to disciplinary action beyond what is described in 6.1.1.

6.2
IN-SERVICE TRAINING (ON-GOING) TO INCLUDE, BUT NOT 

LIMITED TO THE FOLLOWING :


Report Writing


Note Taking


Crime Scene Preservation


Patrol Concepts (Vehicle & Foot)


Observation Concepts


Pedestrian Approach


Vehicle Approach


Bldg. Area Search


Crowd Control


Traffic Direction


Traffic Accident Scene Management


Vehicle Impound and Storage


Minority Relations


Introduction to Gangs


Tactical Consideration


Crimes in Progress


Narcotics


Officer Safety


The above in-service training shall be on-going at approximately three to six 


(3-6) hours per month (thirty-six to seventy-two hours annually).
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EMERGENCY PROCEDURES
SUBJECT:
INJURIES 

1. Employees injured on-the-job must first obtain written authorization to receive treatment (Medical Service Order Form).

2. Treatment is authorized only at the following clinics/hospitals:

3. TREATMENT DURING NORMAL WORKING HOURS
A. Refer employee to the Owner for treatment authorization 

via the Medical Service Order Form (see next page).

4. TREATMENT AFTER NORMAL OFFICE HOURS OR ON WEEKENDS
A. Security Officers will complete the Medical Service Order Form for the Employee to take to the clinic/hospital.

B. Serious injuries – contact Paramedics.

C. Minor injuries should be referred to one of the listed clinics/hospitals.

1. Transport only if employee has no other way of getting there and then transport  only to XXXX Hospital.

5. Complete an Incident Report on all employees injuries.  Save any evidence.

6. Medical Service Order Form (see below):

SUBJECT:
RESPONSE TO MEDICAL AID 
1. Respond to medical aid calls on a CODE 2 basis (urgent, expedite).

2. Respond to the scene with the first-aid kit from patrol unit.

3. If Paramedics are needed, an officer will call them.

4. When Paramedics respond, one officer shall remain at the scene with the victim.  If at all practical, another officer will meet the Paramedics at the entrance most accessible to the medical aid, and direct them to the scene.

SUBJECT:
ADMINISTERING FIRST-AID AND C.P.R.
The following was developed as a guideline for Security Officers with regard to the administration of first-aid and/or C.P.R.:

1. Officers shall administer immediate first-aid or C.P.R. in any life threatening injury case until the Paramedics arrive.  Life threatening injuries include, but are not limited to:  profuse bleeding, heart stoppage, lack of breathing, choking, etc.

A. For liability reasons, Officers must be currently certified to administer First-Aid or C.P.R.

2. Non-life threatening injuries should be referred to 

Paramedics.

3. All injuries requiring assistance from the Security 

Department, on premises or operated facilities, shall be reported via an Incident Report.

A. To avoid future liability claims, the preservation of evidence related to any injury is most important.

B. Any physical evidence related to the injury shall be carefully identifiedIn the Incident Report and booked as evidence.

4.
As required by the Company and the State of California (Health and Safety Code), all Officers shall be currently certified as having successfully completed appropriate training in first-aid and C.P.R.

A. Officers failing to maintain current first-aid and/or C.P.R. certification shall be subject to leave without pay and disciplinary action.

SUBJECT:
TRANSPORTATION OF INJURED 
The Security Department does not provide transportation for the injured. 
SUBJECT:
INJURIES TO THE PUBLIC
1.       Obtain medical aid for the public. 
A. Use paramedics for serious injuries.

2.
IMPORTANT – Advise he/she must go to the Hospital.


3.      Complete an Incident Report if we have knowledge of injury.

A. Save any evidence.

B. Send copy of Incident Report to the Owner.
4.
Minor injuries should be referred to the  personal choice of physician, clinic, hospital, etc.

A. Insure that patrons understand that any medical care is at their own expense.

4.
Complete an Incident Report if we contacted the paramedics or had knowledge of injury.

1. Injuries to the public are not covered by accident insurance.

A. Such insurance is prohibitively expensive and not required by State mandate.

B.  Never imply the shopping Center will cover expenses and refer any such questions to the Security Owner.
2. Contact paramedics for serious injuries.

3.
Minor injuries should be referred to the persons choice of physician, clinic, hospital, etc.

3. Complete an Incident Report if we had any knowledge of the injury.

A. Preserve any evidence.

SUBJECT:
FIRE ALARM REPORTING PROCEDURE
1. “Fire” and “Trouble” alarms are reported via an alarm 

2.
Security will acknowledge alarm condition and 


report to officer in the field.

3. 
Officers will respond to alarms “Code 3”, highest priority.

4.
Upon investigation, the local fire department will be contacted. 

5.
NOTE:  Alarm response takes precedence over any other duties.

6.
Complete an Incident Report.

SUBJECT:
BOMB THREATS
1. Obtain from person who received the bomb threat the following:

A. Exact words used by the caller;
B. Male or female voice;
C. Young sounding, middle aged, old;
D. Accent;
E. Background noise – traffic, sirens, etc.;
F. Is voice familiar;
G. Time caller hung up
2. Person receiving a bomb threat should attempt to ask such questions as:

A. Where is the bomb right now?
B. When is the bomb going to explode?
C. What does it look like?
D. Why was the bomb placed at 
Any answers would be helpful.

3.
Once the Security Department is aware of the threat, notify the following:
A. Owner Gladiator Security 
B. Director of Maintenance & Operations
4.
Immediately begin a search of the suspected area with assistance of other 


personnel familiar with the area:
A. Look for anything that does not normally belong.  No foreign objects 

should be overlooked.

B. Special attention should be given to restrooms, trash receptacles, false ceilings, and storage areas which have public access.
C. Never disturb suspicious packages.  If found, evacuate entire building and notify the Orange County Sheriff’s Bomb Disposal Team.
5.
When to Evacuate?
A. 99% of the time, an evacuation is exactly what the 

bombthreat caller wants. Carefully evaluate the need to evacuate in consultation with the local 

Police, Security Dept. The ultimate decision belongs exclusively to the Security Department.
            C.        Decision should be based upon results of the search, comments made by the caller, and most importantly, the safety of the public.
6.
How to Evacuate:
A. Proceed from room to room, advising the public of the situation in a calm and professional manner.  Inform them of the true reason for the evacuation.

B. Double check all areas, lock the facility, and assign Officers to every entrance.
OPERATIONAL ORDERS
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SUBJECT:
GENERAL DUTIES 
Overall Duties

All members of the department shall provide traffic direction and control; patrol parking lots for illegal parking; patrol buildings and grounds; look at doors and windows for security. Observe mechanical equipment and report operating failures; observe and report fire hazards; guard against theft or vandalism; observe and report unusual or suspicious occurrences; maintain close liaison to the local law enforcement agencies; and perform other related duties as may be assigned.
Duties and patrol procedures will vary to some extent with locations, shifts, and assignments, but do not include any duties other than those involved in security as designated by the Security Owner.
Specific patrol and duty procedures will be established by the Owner of the Security Department. .  They may be changed as conditions change.

Officers are instructed to avoid arrests, detentions, or confrontations whenever possible.  Officers are also expected to contact their supervisor before taking legal action or calling for outside assistance.  However, occasions occur when immediate action on the part of the Officer is required and, in such cases, they are authorized to take whatever legal action is necessary.

Officers shall report to the appropriate person of the facility when they come on duty.  They shall also report any unusual circumstances or conditions to such person (s).

Officers are required to report their actions in writing to the Owner.  

A. Report to appropriate person at facility when first on duty.

B.
Check with facility director and report any unusual circumstances or conditions 
C.
Before leaving the facility, make a complete area check to assure maximum security and safety of personnel, property.

D.
Officers shall not loiter in areas.

SUBJECT:  UNLAWFUL ACTS IN LOCATIONS NOT ON PRIMISES
The responsibility of Gladiator Security Officers towards vehicle stops, pursuit, and suspect detention in areas not considered a part of the premises of the Shopping Center is noted below.  These policies were developed in the interest of officer safety and clarification of duties.

1. Any unlawful act, taking place upon premises (defined as Shopping Centers patrolled by Gladiator Security which would necessitate the Officer leaving the premises, is not allowed.

a. Illegal acts of sufficient severity, which have occurred on premises, Will be referred to the respective local police department. Although, as Security Officers, we need to be concerned about unlawful acts that take place off the premises, these acts do not require action within the scope of duties as defined by your employment.  Such unlawful acts shall be referred to the local police department, ONLY.

a. The only time Officers might get involved would be when an unlawful act, which takes place off the premises, has potential for directly endangering the safety and security of personnel, property, or patrons.

b. Officers involvement is strictly limited to sites operated 

by the Gladiator Security Company.
SUBJECT:  RESPONSE TO ALARMS
Alarm systems are in operation at most facilities.  Do not proceed to the locations unless you receive notification that an alarm has been activated.  If you are notified that an alarm system has been activated, proceed to the location and make an outside check of the premises.  Only one Officer shall respond.

Make internal check in conjunction with local police department unit only.

Never go inside a building by yourself, always have a local police back-up unit.  Gladiator Security would rather lose the building and its contents, than lose an Officer.

If you arrive at the location, and if no police unit responds in a reasonable length of time, make an outside perimeter check.  Return to and proceed with normal campus duties.  Log in activated alarm and location and complete an Incident Report.

SUBJECT:  ILLNESS AND/OR LATE FOR DUTY
It is the Officer’s responsibility to call in and notify the Owner, you’re going to be late or are ill.

A. Officers must be ready to perform their assigned tasks by the scheduled duty time.

B. All late time will be recorded and deducted from your paycheck.

C. There is no make-up time for being late.

Patterns of being late or extensive illness will be reflected in personnel evaluations and possible disciplinary action.
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SHIFT DUTIES
SUBJECT:  ROVER DUTIES
1.      Report ready for duty:

A. Review all special orders, events and posted materials.

B. Obtain all information and equipment for roving the off- sites.

C. Obtain briefing from on-duty Senior Officer.

D. Check out patrol unit and radios.

2.       The Rover will take assigned patrol units and rove the off- sites.

A. The rover, while patrolling off sites, will be responsible for making direct contact and communication with the facility director or in his

 absence, the next person in charge for department public relations, and relate or receive any information regarding swing shift operations at 

 night.

3.       Locations listed below are to be patrolled and checked Monday through Thursday, 

He is to log in times of patrol check.

Area Sites

4.       The Rover will maintain a log indicating the following:

A. Log in time and name of director and officer you made contact with.

B. Log in site location and time of arrival when patrolling each site.

C. List all Officers with their assigned sites and time on duty.

D. Log in any unusual circumstances.

E. Log in all Incident Reports reported out in the field.

F. Officer break .
G. Any deviation from assigned rover duties.

5. The rover before going E.O.W. will ensure that:

A. Vehicle is left clean and in proper working order.

B. Check all logs and reports for completion.

C. Check all equipment to ensure that it is in working order.

SUBJECT:  WATCH COMMANDER DUTIES
1. Report, ready for duty.

A. Review all special orders, events, and posted material.

B. Obtain briefing from day shift, Senior Officer.

C. Obtain briefing from Owner. 
2. Assign, direct, and supervise all Officers under his/her command.

A. Report to the Owner, any Officer who fails to follow departmental policies, special orders, commands, etc.

B. Maintain full authority to handle all routine Security matters.

C. In the absence of the Owner, he/she shall have full authority to issue orders and take necessary action that he/she considers appropriate based upon departmental policy.

3. Insure all departmental records are complete and accurate, including:

A. Sign in/out.

B. Vehicle repair reports.

C. Incident Reports.

D. Logs

4. Check key box and complete an Incident Report for any missing keys, before 

Going E.O.W.

5. Provide briefing to next shift.

SUBJECT:  SHIFT PROCEDURES – MONDAY THRU FRIDAY
These procedures are to be followed at all times.

1. Sign in and be ready for duties.  Check your box, 

Bulletin board, and any other posted material for special duties, then start on patrols.  Do not loiter in office.

Give the secretary/dispatcher a complete radio check.  

2. The Owner  will be in charge, or in his absence, the Senior Officer.

4.
If considered necessary, the Owner or Senior Officer will    meet with other Officers for a status briefing.

5.
In order to maximize exposure, Officers are to patrol alone during the entire shift.  The only exception is when an emergency exists or as noted in duties.

6. Officers are required to obtain approval from the Owner , or in his absence, the Senior Officer, before returning to Station and then only for legitimate departmental business.

7. All lunches and breaks shall be cleared through the Senior Officer.

Report what area you will be in; you will then be on call by 10-10.

A. Lunch – ½ hour for 8 hour shift.

B. Break – 15 minutes for every 4 hours of duty time.

8. Assignment of patrol duties and responsibilities is as follows, unless directed differently by the Owner or Watch Commander:

A. Foot Patrol  Officer shall:

1. Patrol Entire shopping Center 2.  Check all parking and issue warnings. 



 
.



2.
When assigned, respond and complete necessary reports (Incident Reports etc.) regarding requests for assistance.

 3.   When assigned, respond (or assign to the less senior       Officer) to non-routine off-campus duties such as radio repair, emergency, etc.

4.
Be responsible for all Incident Reports 


and related reports associated with this          area.



5.      Vehicle Checks – all Security Dept. vehicles will be checked daily for overall maintenance and operation.

9. At conclusion of shift, all vehicles will be secured.

10. When going off-duty, do not return to the office earlier than 10 minutes before EOW.

11. Report equipment needing repair to the Owner in writing (be specific).

12. At no time will the premises be left without Officer coverage.  The only Exception is when only one Officer is on-duty and a response to officer needs assistance is required.

13. Officers are expected to patrol and protect the site in the best interests of the property owner.
14. Leaving your assigned area to provide a requested “follow” for a fellow Officer is permitted.  At no other time should an Officer leave his assigned areas.

15. Warning Citations – Officers will issue cites, unless directed otherwise.

16. Wash each Security vehicle on XXXX.
A. Obtain coupons for car wash from the Owner.
17. Fill vehicles with gas each day.

Officers are not to give anyone a ride in patrol vehicles, unless authorized.  This includes off-duty Officers, past employees, or other patrons.

In order to maximize exposure, Officers are to patrol alone during the entire shift.

A. Complete a incident report for any missing keys

B. See Section 8.0 for listing of “Tour Station” check points.

.

SUBJECT:  SWING WEEKEND PROCEDURES – FRIDAY , SATURDAY AND SUNDAY
These procedures are to be followed at all times while working the shift on Friday Saturday and Sunday.

1. Sign in at Station and be ready for duty. 

.  Check your box, bulletin board, and any other posted material for special duties.  Do not loiter in the office.

2. Radio check with other Officers on-duty.  
The Senior Officer is in charge.

4.
Officers are entitled to the following breaks.
A.
Lunch – ½ hour for every 8 hour shift – subject to call.
2. Break – 15 minutes for every 4 hours on duty – subject to call.
5.
Check with Senior Officer for specific assignment and patrol duties to include:

            A.        Checks of  all buildings and areas.

C. Parking lot, campus perimeter, and building patrol.

D. Special event patrol.

6.
Required checks are as follows (See Section 8.0 for listing of  “Tour Station” check points):

7.
In order to maximize exposure, Officers are to patrol alone during the entire shift.

8.
Officers are not to give anyone a ride in Security patrol vehicles.  This includes 


off-duty Officers, students, past employees, or other staff members.

10. Check and log condition during each check.
A. Take messages from the telephone and respond accordingly.

11. Close public restrooms by on Friday, Saturday, and Sunday at 2300.
12. When going off-duty, do not report to Station earlier than 10 minutes before EOW time.

13. At conclusion of shift, vehicles used during the shift shall be signed off and secured in lot.

15.
Complete all paperwork from shift (place in appropriate boxes) and relate any 

information, unusual occurrences, etc. to Senior Officer relieving you at end of shift.

16.       Report equipment needing repair to the Director, in writing (be specific).

17.
Watch Commander has the responsibility to insure all keys are returned to the key 


cabinet before EOW.

A. Note on the log the time of the check.

B. Complete an Incident Report for any missing key.

18.
Officers are expected to patrol and protect the campus in the best interest of the 


District.

19. If deemed necessary, back-up shall be requested.  Protect yourself first and 

foremost.

20. At no time will the campus be left without Officer coverage on the premise.  The 

only exception is when only one Officer is on-duty and a response to an off-campus alarm is required.
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SUBJECT:  VEHICLE TOW-AWAY PROCEDURE
1. An illegally parked vehicle may be towed if it blocks traffic, presents a hazard, or blocks a fire lane.

2. No tow-away is to be made without the approval of the 

Owner.
3. Complete a “Vehicle Removal Report” (see next page).

4. Contact any of the local tow companies for removal.

A. Give them a copy of the “Vehicle Removal Report” (as required by CVC22658).

5. If the owner of the vehicle does not contact the Security Department by the next working day, send the registered owner and legal owner a copy of the Vehicle Removal report” (CVC22658).

SUBJECT:  ABANDONED VEHICLES
1. Vehicles parked on premises without permission, for 72 or more hours shall be consider abandoned vehicles.
2. Vehicle tires must be marked to insure vehicle has violated the 72 hour period.
3. Officers shall advise the Owner of Gladiator Security of abandoned vehicles.
4. The Owner of Gladiator Security shall send written notification (via registered mail with registered return receipt) that the vehicle is considered abandoned.
5. If the vehicle is not moved in accordance with the notification the vehicle may be towed and impounded in compliance with the vehicle tow away procedure.
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UNIFORMS AND EQUIPMENT
SUBJECT:  UNIFORMS
Officers are responsible for wearing the following uniforms and equipment as noted:

Uniform and Equipment List (REQUIRED)

Badge:


furnished


Flashlight:

Black, aluminum– not to exceed 4 cell.


Handcuff Case:
Black, basket weave, silver hardware.


Handcuffs:

Peerless or  Smith and Wesson 

Keepers:

Black, basket weave, silver hardware, double snap.

L.A.P.D. Style


Jacket:


Black 


Name Tag:

Not to exceed ¾ “ x 3”, metallic (gold or silver) or black plastic.


Pants:


Dark navy blue, poly-tex.

Raincoat:

Yellow, to be  worn only in inclement weather.






Sam Brown Belt:
Black, basket weave, silver hardware.

Shirt:


White, short sleeve, (patch on each sleeve), flap pockets, shoulder straps, and badge reinforcement.
Shoes:


Black with plain toe.


Silent Key Holder:

Black, leather, silver hardware.


Underbelt:

Black, basket weave, silver hardware.


Socks:


Dark.

Optional Equipment List

Hat:

Plain black, baseball style worn only when raining or warm, sunny days at discretion of Security Owner.

Knife:


Locking blade type (buck knife style).  Must be fully
enclosed in a black, leather belt case.


Turtleneck:

Black or dark navy.  Worn only in cold weather.

All uniforms and equipment must be clean and in appropriate working order, shoes shined, leather gear polished and without discoloration or blemishes.  Badge and any metallic hardware to be shined.  Officers must be in comp0lete uniform and present a neat and appropriately attired appearance at all on-duty times.
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OWNER OF DISTRICT SECURITY AND SAFETY

CLASS SUMMARY
Under general direction, the Owner of Gladiator Security plans, organizes, and directs the department of Security; is responsible for crime prevention, facility security, emergency preparedness, handling and disposal of hazardous materials, facility and employee safety, departmental budgeting, parking and traffic control.

REPRESENTATIVE DUTIES
Responsible for the efficient organization and operation of the Security department; responsible for the development of policies and procedures covering the operation of security, including technical advice and administrative direction; responsible for parking administration; handles public relations with outside law enforcement agencies; administers workers’ compensation program; responsible for adherence to CAL/OSHA regulations; including environmental health and safety for employees and students; prepares and coordinates disaster plan and emergency preparedness; serves as Safety Compliance Officer; chairs the Safety Committee including security and safety surveys of buildings and grounds; responsible for budget development and budget administration; responsible for communications re:  safety, parking and police procedures; conducts staff development and in-service training for officers; responsible for development of crime prevention program including public awareness and education; supervises, coordinates, and orients Security personnel; determines work schedules and assignments; briefs personnel on policies and procedures; plans and supervises appropriate security for, community group activities, and other special events where large numbers of people are in attendance using facilities; trains personnel in information, assistance, and first aid.

ORGANIZATIONAL RELATIONSHIPS

This position reports to the Owner of Gladiator Security and supervises a large staff of regular full-time and part-time officers.

DESIRABLE QUALIFICATIONS GUIDE
Training and Experience
Equivalent to graduation form a four-year college or university with a major in police science, criminology, or public administration.  (Experience may be substituted above the level of an AA degree on a year-for-year basis).  Six years of progressively responsible law enforcement, security, or public safety experience including four years in a supervisory capacity.  Current and continuous certification in First Aid, CPR and chemical agent within one year of employment.

Knowledge and Abilities
Thorough knowledge of:  Public safety, law enforcement and security methods; sound management practices; crowd control techniques as they pertain to a campus environment; pertinent state and federal laws as well as relevant knowledge of environmental health and safety concepts; training methods; budgetary matters; personnel procedures and current makeup of the campus community and the local community.

Abilities:  Develop and administer a sound public safety and law enforcement program in a fair and objective manner; supervise, train and evaluate subordinate employees; prepare clean and concise reports; plan and implement security and safety surveys of the campus; assess a law enforcement or other hazardous situation and determine an appropriate course of action; maintain a calm, courteous and objective attitude in all situations; establish and maintain cooperative working relationships with others; and relate to and gain the confidence and cooperation of members of the campus and local communities.

License:  A valid Californis Motor Vehicle Operator’s License.

SENIOR SECURITY OFFICER
CLASS SUMMARY
Under the general supervision and direction of the Director of District Security and Safety, performs duties related to maintenance of safety and security of District facilities and grounds, materials, and equipment; insures the safety and protection of students, staff and visitors; and performs related work as required.

REPRESENTATIVE DUTIES
Guards the entire facilities, and protects the property by making rounds of inspection on foot and in vehicles; inspects and checks security of doors, windows and equipment; reports presence of unauthorized persons on grounds or in buildings; renders first aid as required; controls parking and directs traffic on property; directs visitors and provides information; inspects facilities to identify fire hazards; takes immediate action to reduce danger and prevent possible damage when leaks or malfunctions in electrical, plumbing, heating or other equipment are detected; prepares written reports on accidents, fires, property damage, safety hazards, thefts, intrusions; writes citations, provides security for events; checks weekly calendar in order to assist in locking/unlocking doors; assists local sworn police officers in arresting violators of laws and ordinances; participates in crime prevention programs including presentations to staff; provides escort for staff and patrons as needed. operates two-way radios to communicate with base station and other officers; provides information and assistance to the public; performs safety inspections; attends in-service training programs; performs related duties as assigned.

When acting as Watch Commander, shall provide supervision to assigned shift and see that work is organized and completed with a minimum of errors.  Responsibilities shall include, but not be limited to, activities, events, and special orders occurring on shift; proper condition and order of reports, logs, equipment and vehicles; assignment and direction of officers on shift; supervision of District security operations; contacts with outside law enforcement agencies and satisfactorily completes required departmental training and/or meetings.

ORGANIZATIONAL RELATIONSHIPS
Positions in this class report to the Director of District Security and Safety, and supervise District Security and Safety, and supervise District Security and Safety Officers on any assigned shift.  May be assigned to any shift, including weekends, swing and graveyard shifts.

DESIRABLE QUALIFICATIONS GUIDE
Training and Experience
Graduation from high school (or G.E.D.) and sufficient training and experience to demonstrate the knowledge and abilities listed below.

Knowledge and Abilities
Knowledge of:  District policies and procedures; first aid, CPR, chemical agents (mace) and baton; basic methods of plant protection; procedures and practices necessary to insure the safety of students, staff and the public; location of utility controls and “shut-off” valves in buildings; fuse amerpage requirements; various types of fire extinguishers and their correct usage; pertinent provisions of ordinances and regulations of the County of Orange, the Education Code, and the Penal Code of California pertaining to the guarding and security of buildings and grounds and relating to theft and illegal entry of District property; hazards involved in security work.

Ability to:  plan, coordinate and supervise the work of others; act quickly and with mature judgement; deal tactfully with others; patrol property effectively and detect and prevent damage, theft, and trespassing; make reasonable and quick decisions in emergency situations; write required reports clearly and concisely, work effectively with District personnel, students, the public, and local fire and police officers; resolve problems or quickly contact the proper authority for assistance; communicate effectively, both orally and in writing; operate District vehicles and emergency equipment including fire extinguishers; learn District Disaster Plan and explain procedures to others.

Required Licenses and Certifications:  Possession of a valid and appropriate California

Driver’s License with a driving record that meets minimum standards established by District’s insurance carrier, within six months of employment current and continuous certification by an authorized agency in First Aid, CPR, chemical agents (mace) and baton.  Within nine (9) months of employment, a course in the laws of arrest.

Additional Qualifications:  Must be physically fit and pass written, oral, psychological and background testing; and continue to meet physical fitness requirements on an ongoing basis as established by District guidelines.

DISTRICT SECURITY AND SAFETY OFFICER

CLASS SUMMARY
Under the general supervision and direction of the Director of District Security and Safety, performs duties related to maintenance of safety and security of District facilities and grounds, materials, and equipment; insures the safety and protection of students, staff, and visitors; and does related work as required.

REPRESENTATIVE DUTIES
Guards the entire campus including satellite facilities, and protects the property by making rounds of inspection on foot and in vehicles; inspects and checks security of doors, windows and equipment; reports presence of unauthorized persons on grounds or in buildings; renders first aid as required; controls parking and directs traffic on District property; directs students and visitors and provides information; inspects facilities to identify fire hazards; takes immediate action to reduce danger and prevent possible damage when leaks or malfunctions in electrical, plumbing, heating or other equipment are detected; prepares written reports on accidents, fires, property damage, safety hazards, thefts, intrusions; writes citations; provides security for events; checks weekly calendar in order to assist in locking/unlocking doors; assists local sworn police officers in arresting violators of laws and ordinances; participates in crime prevention programs including presentations to students and staff; provides escort for students and staff as needed and for transporting money; operates two-way radios to communicate with base station and other officers; provides information and assistance to the public; performs safety inspections; attends in-service training programs; performs related duties as assigned.

ORGANIZATION RELATIONSHIPS
Positions in this class report to the Director of District Security and Safety or to the Senior Security and Safety Officer.  May be assigned to work any shift including possible weekends, swing and graveyard shifts.

DESIRABLE QUALIFICATIONS GUIDE
Training and Experience
Graduation from high school (or G.E.D.) and sufficient training and experience to demonstrate the knowledge and abilities listed below.

Knowledge and Abilities
Knowledge of:  First aid, CPR, chemical agents (mace) and baton; basic methods of plant protection; procedures and practices necessary to insure the safety of students, staff and public; location of utility controls and “shut-offs” in buildings; fuse amperage requirements; various types of fire extinguishers and their correct usage; pertinent provisions of ordinances and regulations of the County of Orange, and the Penal Code of California pertaining to the guarding and security of buildings and grounds and relating to theft and illegal entry of property; hazards involved in security work.

Ability to:  Patrol property effectively and detect and prevent damage, theft, and trespassing; make reasonable and quick decisions in emergency situations; write required reports clearly and concisely; work effectively with personnel, the public, and local fire and police officers; resolve problems or quickly contact the proper authority for assistance; communicate effectively, both orally and in writing; operate vehicles and emergency equipment including fire extinguishers; learn Disaster Plan and explain procedures to others.

Required Licenses and Certifications:  Possession of a valid and appropriate California Driver’s License with a driving record that meets minimum standards established by owners insurance carrier; within six months of employment, current and continuous certification by an authorized agency in First Aid, CPR, a course in the laws of arrest.

Additional Qualifications:  Must be physically fit and pass written, oral, and background testing.  Must continue to meet physical fitness requirements on an on-going basis as established by Gladiator Security guidelines.

SUBJECT:  DISPATCHER – JOB DESCRIPTION
Duties are as follows:

1. Maintain radio contact and availability at all times.

A. Transmit using approved radio codes only.

2. Answer telephone and relay messages.

A. Unless it is an emergency, messages for Officers will be place in their mailbox.

3. Act as office receptionist.

4. Answer any questions or complaints.

A. Those that cannot be resolved shall be referred to the senior Officer.

5. Working hours shall be maintained inside the office, behind the counter.

6. Complete assigned clerical work.

7. Contact the senior Officer to maintain the office during the allocated 15 minute break period.

8. Maintain Department log of office contacts.

PERATIONAL ORDERS

SECTION 8.0

MISCELLANEOUS PROCEDURES AND INFORMATION
SUBJECT:  ROOM/BUILDING ACCESS POLICY
The formulation of this policy is to insure a clear understanding of the procedures and responsibilities for the opening/closing of rooms, doors, and buildings .
The following policy should be adhered to: XXXXXX
SUBJECT:  ELEVATORS
1. Emergencies
A. Each elevator is equipped with an emergency telephone that is monitored 

by an answering service.  The answering service telephones the elevator repair company for emergencies.

B. Most important – assure any trapped occupants that you are working on 

problem and will have them out very soon.  As certain if the occupants have talked to anyone on the telephone and what was said.

C. Call Maintenance for assistance.

D.
If the problem cannot be rectified, contact the elevator service company as
soon  as possible.

A. Never attempt to force open the door or let occupants crawl out between 

Floors.  This is extremely dangerous.

1. Only exception – if a life threatening medical emergency exists – contact the Fire Department who can open the elevator doors with the “jaws of life”.


B.
Call elevator service only in emergencies.  Routine maintenance calls are
coordinated by the Maintenance Dept.

SUBJECT:  RELEASE OF INFORMATION 
1. The only information that can be released about a Shop owner without his written consent, is as follows:

A. Name of store
2. No other information shall be released to anyone including parents, friends, law enforcement agencies, etc.

Subpoenas for information shall be referred to the Owner of Gladiator Security.
Any questions or exceptions should also be referred to the Owner of Gladiator Security.
3.  Home telephone numbers and addresses of staff members shall never be released the public.

4. Home telephone numbers and addresses of staff members may be released to 

other staff members.

A. In order to insure that the requesting person is a staff member, these 

requests must usually be handled in person.

B. Release only information contained in the Staff  Directory.

5. Requests for information other than telephone numbers and addresses shall be 

referred to the District’s Personnel Office.

SUBJECT:  CONFISCATED EVIDENCE
1. An Incident Report will be completed for any confiscated evidence.

2. All confiscated evidence will be labeled as follows:

A. Description of item.

B. Number of items or amount.

C. Date and time.

D. Location.

E. Incident Report Number.

F. Officer’s Name.

3. In order to maintain a chain of evidence, the Officer who confiscates any evidence is responsible for its safe-keeping until the evidence is turned over to the Police.

A. Evidence shall be turned over to the Police, in person only, by the responsible Officer.

4. Alcoholic beverages will not be confiscated as evidence, but will be completely listed in a Incident Report as to description and quantity, poured out in front of the suspect, and the container disposed of.

5. Under no circumstances shall confiscated evidence, regardless of value or condition, be appropriated by a Officer for his own use, or the use of another.

SUBJECT:  USE OF SECURITY OFFICE 
1. Once on duty, Officers must obtain clearance from the Senior Officer to be present in Station .
A. Clearance is given only for official departmental business and must be justified by the person requesting clearance.

2. Loitering is never permitted.

3. No consumption of food is permitted.

A. The area must be left completely clean.

4. Beverage consumption is permitted at any time.

A. The area must be left completely clean and all containers placed in a trash  receptacle.

5. Telephone usage is restricted. 

6. Former employees are not to use Station  as a location for extended visitations.

A. Former employees are not permitted behind the counter.

B.
It is the Senior Officer’s responsibility to insure that former employees do not inhibit or interfere with any Security Officer performing his duties.

SUBJECT:  CAR STOP PROCEDURES 
1. DO NOT MAKE CAR STOPS.
SUBJECT:  POSTED ORDERS – REQUIRED SIGNATURES
1. Official posted orders shall be authorized with the signature of the Owner of Gladiator Security.

A. No other signatures are acceptable.

2. No Officer shall post any material on departmental or bulletin boards without approval and written authorization of the Owner of Gladiator Security. No officer shall mark, write upon, or make comments upon any posted material.

SUBJECT:  TELEPHONE CALLS – DURING DUTY HOURS
1. Personal calls will be made before coming on duty, during an approved break or 

lunch, or after duty.

2. No personal telephone calls are authorized while Officers are on-duty.

3.
Except for an emergency, any incoming telephone messages for an on-duty Officer will be placed within the Officer’s mailbox.

SUBJECT:  PADLOCK REMOVAL 
Officers are NOT authorized to cut open and remove padlocks.

SUBJECT:  SUBPOENA SERVICE
Any person coming onto the sites to serve a subpoena for records or any other purpose, to issue a warrant, to deliver a garnishment, to collect bills, or for any other similar process, is to be referred to one of the following offices for verification, coordination, and processing: XXXX
STANDARD OPERATING PROCEDURES

AND
CLARIFICATION ON SECURITY ISSUES
1. RESPONSE TO INTRUSION ALARM – An officer witnessing an intrusion Alarm should report the incident immediately via two-way radio to the dispatcher, or via telephone to the local police.  A request for assistance and response from on-duty  security officers and the local police should be made.  If the situation is perceived as life-threatening, a 9-1-1 call should be made.  The responding officer should proceed cautiously in investigating the emergency.  Back-up assistance must be received prior to entering a building or attempting to physically confront a suspect.  If a suspect is spotted leaving the scene, the responding officer should make observations of the physical characteristics of the suspect while following at a safe distance.  All pursuit should end if the suspect exits the grounds (the defined perimeter of any center

2. TOUR STATION CHECKS 

A 20-station tour station program shall be completed twice per shift by security officers.  One of these checks is to be completed in the start of the shift.  The second tour will be conducted in the last half of the shift.  These tour station checks are required seven days per week.  Entering the tour key in any station location implies that the entire building has been patrolled and inspected for possible safety/fire hazards or conditions which may adversely affect patrons and staff.  Upon completion of the tour station checks, the officer(s) performing the checks will sign the print-out and submit to the senior officer for review.  This printout will be attached to the officers’ daily log for review and verification by the director of security.

3. CRIME-LEVEL OF SIGNIFICANCE – Crimes against persons (staff, public) are of particular significance to the Security Department. Crimes against property follow closely.

7.
AUTHORITY OF SITE DIRECTORS –Site Directors have administrative authority over their respective centers during hours of operation.  Site Directors are considered the supervisor for their sites, and are the officers’ immediate contact in regard to incidents and particular situations on those centers. Any conflict in orders, or when unusual incidents occur, will be discussed with the shift supervisor and the Site Director.  Site Directors may assign specific responsibilities, i.e., area of concentration of supervision, to officers as unique center

Sites dictate.  One center may require primary concentration of supervision in the parking lot, another may require constant patrols within rooms or buildings.  Another may require a combination of such.  Site directors are require a
combination of such.  Site directors are required to follow standard operating procedures.  Major deviation from pre-established post orders of officers should
be referred to the senior officer of the watch.


Also, refer to current procedures manual regarding Site Director duties and res-


ponsibilities.

8.
DISRUPTIVE PERSONS - 

A. DETENTION – A detention is a temporary holding of a suspect, with or without his/her will and consent.  The officer must have reasonable grounds for supposing the suspect to be guilty of an offense.  Detention is a restraint of a person’s freedom for a temporary period, usually to determine the basis for further action against the person, i.e., arrest.  The same probably cause which exists for authorized arrests exists for detention.  Such probable cause can be:

1) The officer saw the suspect commit a misdemeanor.

2) The officer saw the suspect commit a felony.

3) The officer saw the suspect attempt to commit a felony.

4) The officer has reasonable and probable cause to believe a suspect committed a felony.

5) The officer has reasonable grounds for believing that the suspect has committed an offense, i.e., another staff members, faculty, or student may provide an eye-witness report that an offense has been committed on the property.
B. GUIDELINES FOR DETENTION –

1) Probably cause must exist (see above).

2) Privacy of the suspect should be maintained to prevent charges of slander or humiliation.

3) Detention must occur based upon an offense, or suspected offense that was committee on campus.  Detention must take place on the premises.

4) Reasonable conditions of detention must be provided.  Suspect should not be subjected to unreasonable or harsh conditions, such as being tied to a chair, handcuffed to a fixed object, placed in a cold or wet environment, or held in a constant physical restraint (other than authorized handcuffs).

5) A reasonable time for detention should be established.  A decision for releasing or arresting should be made in the quickest time possible.  Twenty (20) to thirty (30) minutes may be used as a guideline.

6) If handcuffs are applied, they must be inspected for degree of tightness to ensure circulation.  A suspect so detained must be given the opportunity to go to the rest room or have a drink of water if requested.

7) Potential detention should be reported to the Director of Security.  If time or circumstances do not allow, the detention must be reported immediately after effecting.

8) If a decision to proceed with an arrest is made, the citizen’s arrest form must be completed by the person observing the offense (or by the victim of the offense).  The officer should complete the form is he/she is the observing person.

9) Detention should be made cautiously.  Officers effecting a detention shall take all necessary steps to ensure the safety and well-being of those detained.  If the subject can be escorted off campus, and no damage has been done to property or persons, this is the preferred action.

10) A full and detailed report of each detention must be completed by the officer in charge.

11) In each case, a detention must be approved by the senior officer in charge of the shift.

C. ARRESTS – An arrest is the detention of a suspect with the intent of delivering that suspect into legal custody.  This is a restraining of a person’s freedom of movement, intending to file charges or accepting the formal charges of a victim or witness.  The taking into custody of another person, in order to bring that person before a court to answer a criminal charge.  The security officer’s authority to arrest is provided in Section XXX of the California Penal Code.  This section outlines a private person’s authority to arrest.  A security officer may arrest another:

1) For public offense committed or attempted in his/her presence.

2) When the person arrested has committed a felony, although not in his/her presence.

3) When a felony has been in fact committed, and he/she has reasonable cause for believing the person arrested to have committed it.

4) The document for arrest is the citizen’s arrest form.  In each case of an arrest, it must be completed by the person ordering the arrest.

5) The local police department must be called immediately when an arrest is made.  This reduces the responding time for police to assume custody of the suspect.  Long periods of detention time prior to an arrest should be avoided.

6) Arrests of juveniles should be avoided if at all possible.  Parents or guardians should be notified of the incident and requested to take custody of the juvenile.

7) The same probable cause guidelines for detention are in effect for arrests (see items 1-8 under Guidelines for Detention).

9.
AUTHORIZED EQUIPMENT FOR SECURITY OFFICERS – See section 5.0 of the Policy Manual and Operational Orders

10.
AUTHORITY TO INVESTIGATE –security officers are provided the authority to investigate crimes and other incidents. 

9. SEXUAL ACTIVITIES  Overt sexual activities on Shopping Center grounds are prohibited.  Officers who observe such conduct should direct the parties to discontinue their activities.  Names and identification should be obtained.  A full report of such incidents will be prepared by the officer and forwarded to the Owner of Gladiator Security. Staff should be referred to their supervisor(s), they should be ordered off grounds if they are visitor.  A field investigation card should be completed.
10. AUTHORITY TO QUESTION PERSONS REGARDING NAME, AGE –Security Officers are granted the authority to question or investigate persons on Shopping Center property when probably cause to do so exists.  Such probably cause would include investigations of incidents, crimes or suspected crimes, suspicious circumstances involving person(s), accidents, assaults, or complaints.

11. USE OF FORCE – Reasonable and necessary force, or the minimum amount of force necessary to control a situation, may be used by a security officer to:

A. Make a citizen’s arrest.

B. Defend or regain personal property.

C. Defend oneself or another from bodily harm.

Use of force shall be considered carefully, and other alternatives must be considered.  All reasonable efforts shall be made to act as a negotiator and facilitator during incidents which may ultimately lead to the use of force.

In deciding whether or not to use force, the following things should be considered:

A. Is the suspect resistive of detention or arrest?

B. Is the crime or incident serious?

C. What are the relative physical capabilities of those involved?  Age, degree of sophistication, size, attitude, cohorts, language, energy level.  All these will give insight as to the appropriate degree of force necessary.

D. Is a weapon or suspected weapon involved?

Ability to control a situation without use of overt force is always the preferred action by an officer. 

In some cases, rather than a confrontation with a subject, it may be more prudent to retreat and regroup, waiting for back-up to arrive.

12. OFFICER PROTECTION AGAINST LIABILITY – Officers working within the scope of their responsibility are protected against potential liability.  Pursuit of suspects, if justified with probable cause to pursue, is within the scope of responsibilities.  All pursuit should end if the suspect exits the grounds (the defined perimeter of any center).  Citizens arrests effected in the manner set forth in section 8.C., above, are within the scope of responsibility.  Officers may administer medical aid only if certified in first aid/CPR.  Such certification is required within 6 months of employment. Officers are protected from liability if appropriate certifications are maintained.

16.
DISCIPLINE PROCESS

Discipline process applies to security officers.  Officers who violate established rules and procedures are subject to such discipline.  The level of discipline imposed shall be guided by the concept of progressive discipline.  Prior to discipline, the officer shall be given the appropriate notice which shall outline the specific acts upon which the action is based.  The officer will have the right to
respond orally or in writing to the notice.

17.
ROLE AND AUTHORITY OF SENIOR OFFICERS – Senior officers may act as 

watch commander, providing general direction to assigned shifts and see that work is completed and organized with a minimum of errors.  Responsibilities include activities, events and special orders occurring during the shift; proper condition and order of reports, logs, equipment and vehicles; assignment and direction of officers on shift; supervision of district security operations; contracts with outside law enforcement agencies and completion of required departmental training and meetings.

Senior Security Officers provide input into the performance process of Security Officers.  General guidance is provided to trainees and part-time officers as well as formal on-the-job training.

The class specification of Senior Security Officer authorizes this position to act in a lead capacity.

Incidents and occurrences of negative and positive nature regarding officers during their on-the-job activities are reported by senior officers in charge.  These reports are reviewed by the Owner of Gladiator Security and appropriate action is taken.

19. DETENTION OF JUVENILES – Juveniles should be detained only when a misdemeanor or felony is committed in the presence of an officer.  Local police should be notified when a felony is committed, and a response requested at the earliest possible time.  The requesting officer should complete the citizen’s arrest form for the police.  When a misdemeanor is committed in the presence of an officer, the juvenile should be detained for a limited time while the necessary investigation and reports are completed.  The juvenile’s parents or guardian should be notified of the offense.  A request for pick-up at the campus should be made of the parents/guardian.

The time the juvenile is detained should be limited in any case (there are no provisions to present the juvenile to a magistrate after 10:00 p.m.).  If police are unable to respond within a reasonable period of time to a request for arrest, the juvenile should be released upon his own recognizance for later referral to the local jurisdiction.  Parents/guardian should be notified of the charged offense.

20. QUALIFICATIONS FOR OFFICERS – See Policy Manual and Operational Orders

Add:
Each prospective security officer will submit a set of fingerprints.  Fingerprints will be submitted to the Department of XXX for processing.

Driving records will be checked on a periodic basis to ensure that all officers meet minimum standards established by the Owners  insurance carrier.

A background investigation of each prospective officer, including previous employment and references, will be conducted by the Owner of Gladiator Security.

21. USE OF LETHAL FORCE – The right to use lethal force is closely linked to the right of self-defense.  A weapon likely to cause death or serious injury should be used only if the officer’s life or the lives of others are threatened.  Lethal force cannot be used solely to defend property (if a thief is fleeing from campus with stolen goods, lethal force is not authorized or justified to stop the subject).

Officers should do everything possible to avoid using lethal force.  If necessary, the officer should retreat, seek help and back-up from police.  If an assailant has a lethal weapon and retreat is impossible, the officer should warn the subject that he/she has a weapon and intends to use it to defend himself/herself and others.

Conditions under which lethal force may be justified:

A. A felony is being, or has been committed, and

B. The officer is assisting a police officer in arresting a felon, and

C. The officer believes that using lethal force poses no substantial risk or injury to innocent persons, and

D. The crime involving the incident involved the use or threatened use of lethal force, and

E. There is substantial risk that the subject will cause death or serious bodily harm if his apprehension is delayed.

F. This section does not authorize and is not intended to authorize the use or carrying of firearms.

