Daily Assignment Instructions – Security Officer
Morning Duties
· Deliver milk and newspapers floor by floor, completing a full sweep of each floor.
· 07:35 hours – Return to reception and open the main doors to receive post.
· Remain at reception to meet and greet visitors:
· All visitors must sign in.
· Visitors must be confirmed by a staff member before being granted access.
· No visitor is to be given access without confirmation.
· Staff members who have forgotten their passes must sign in at reception.
Midday Duties
· 12:00 hours – Commence patrol of the Ground Floor Customer Service Area.
· Provide assistance to internal staff as required throughout the shift.
Shift Handover
· 15:00 hours – Complete handover with the oncoming officer.
· 15:00 hours – Oncoming officer to take handover from outgoing officer and book on with Control.
Afternoon / Evening Reception Duties
· Remain at reception until 19:00 hours to manage visitor access and egress checks.
· 19:00 hours – Close and lock the main doors.
· Unlock the side door to allow staff exit only.
Night Duties
· 21:30 hours – Commence full building patrol:
· Ensure all staff have left or are preparing to leave.
· Switch off lights/electric equipment which are unnecessary overnight as each floor is cleared.
· Ensure all windows and fire exits are securely locked and closed.
· Switch off TVs in the basement and reception areas.
· Switch off small internal security camera.
· Lock side door and unlock main doors.
· 22:00 hours – Reset the alarm, exit the building, and lock the main doors.

