	Sr. No.
	Topic
	Status

	1
	Emergency Handling Procedure
	Ready

	2
	Visitor Handling
	Ready 

	3
	Temp Badge Issuance
	 

	4
	Material Entry
	 

	5
	Personnel Frisking
	 

	6
	Patrolling
	 

	7
	Traffic Control
	 

	8
	General Observations
	 

	9
	Code of Conduct - Security Personnel
	 

	10
	Expectation - Security Force
	 

	11
	Communication
	 

	12
	Record Maintenance
	 

	13
	Security Enrichment
	 

	14
	Report Generation
	 

	15
	Behavioral Aspect
	 

	 
	 
	 



VISITOR MANAGEMENT
INSTRUCTION

· Once visitor approaches the reception, should be handled politely.

· Confirm the purpose of visit and ask him to wait.

· Confirmation from Concerned personnel.

· Print the badge through Easy Lobby.

· All the relevant details of the visitor should be captured with us.

· Visitor Badge should be issued only on Daily Basis.
· Ensure the visitor is escorted.
IMPORTANT
1. Security personnel needs to very firm n polite.

2. Capturing of entire visitors data with security record (Either Easy lobby / Register)

TEMPORARY BADGE ISSUANCE
INSTRUCTION

· Temp badge is issued only to the employees on need basis

· Temp badge is issued only on daily basis. (Some cases may be considered with due approval of Security Manager).

· Before issuing the temp badge, please ensure the status of employee in LENEL.
· Keep a track on issueance.
· Night shift SO will follow up about no returned temp badges.
· Entry is to be done in Register meticulously.
IMPORTANT
3. Security personnel needs to very firm n polite.

4. Capturing of entire visitors data with security record (Either Easy lobby / Register)
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Fire Alarm Received





Check Panel for Location & Acknowledge / Silence It. 





Loading Dock SO / Patrolling Guard to rush to the location Imm.


Target: NO TIME DELAY








Is there any fire or difficulty in identifying cause?





Yes





No





Announcement on PA system not to panic & keep working





Announcement on PA system to Evacuate immediately





Assist Employees in Evacuation





Loading Dock SO / Patrolling Guard to Communicate to Reception SO.


Target: NO TIME DELAY





EMERGENCY HANDLING PLANNING





If Actual





If False















































