General Guidelines for SOs
EMERGENCY REPONSE
1. In case of any emergency, please inform Duty Mgr / RS immediately. 

2. Any call received from RSOC – first inform Duty Mgr / RS immediately. 

REPORTS

1. Any incident in site, please forward the report for the same to Duty Mgr / RS immediately, don’t wait for end of the shift.

2. In case of SP2I violation, please confirm the WS owner from facility (if not sure).
3. In case of Desktop SP2I violation, only lock the system, Don’t Log off.
4. Please generate the report as per Report Matrix and forward well in time.
LOADING DOCK

1. Lady guard at loading dock should always be accompanied either with SO or with SG.

2. The entire contract workforce should be frisked thoroughly while exiting.

3. No harsh language with contractors and vendors. Be polite and firm.

SECURITY PATROLLING
1. Patrolling rounds should be carried out at an every hour.
2. Reception SO, Loading Dock SO and patrolling guard will be taking the rounds one after one.
3. Check for alertness of the deployed guards and any other abnormal activity.
