RFP 9-75

Attachment D
GUARD JOB DUTIES

Polices Indiana Veterans' Home buildings and grounds to prevent fire, theft, vandalism and illegal entry: 

1. 
Tours buildings and grounds, examines doors, windows and gates to determine their security. Records visits at each station to indicate rounds have been completed at specified intervals. NOTE: The Contractor will provide and maintain necessary equipment for automated check-in stations.
2. 
Intercepts unauthorized person(s) for questioning, routes or detains them or telephones for assistance, according to circumstances. 

3. 
Assist with traffic control at fire site and other emergencies and special agency activities. 

4. 
Reports unusual conditions or malfunctioning of heating, plumbing, electrical systems, road conditions during snow or rain storms and unusual or unexpected weather changes. Reports all safety problems. 

5. 
Patrols Indiana Veterans' Home resident areas and grounds to detect unauthorized person(s) or vehicles, using flashlight in poorly lighted areas. Checks cars for parking authorization and determines if vehicles are parking in restricted areas such as near fire hydrants, driveways, ambulance entrance or reserved parking spaces. Checks exterior lighting and access routes throughout the Indiana Veterans' Home. 

6. 
Escorts individuals to and from parking or buildings as requested; instructs visitors regarding building and staff locations. Requests identification from individuals who do not display valid employee or visitor badges. 
7. 
Assists staff with the location of residents absent from their area; notifies IVH of residents who are located outside the premises, return residents to Indiana Veterans' Home when requested.  NOTE: Security personnel may be asked to help lift, restrain and transport residents in the event of an emergency. 

8. 
Guard will operate a motor vehicle to patrol grounds and may make special trips as requested by Indiana Veterans' Home officials.  NOTE: Security personnel must be in possession of a valid driver's license. 

9. 
Conducts fire drills and various other duties when requested. Rescues persons trapped on malfunctioning building elevators. Training to be provided by contractor and certificate to be provided to IVH Security Director.

10. 
Prepares written reports relating to events which occurred during the tour of duty. May make special reports for unusual events and circumstances. 

11. 
Relieve switchboard operator for two 15 minute breaks and one 30 minute lunch break each eight hour shift and at other times requested.
12.
Provides twenty-four (24) hour coverage in guard shacks to log in all visitors and provide visitor badges, contact appropriate staff of special visitors, monitor and log when residents enter and exit the facility and provides other monitoring as requested by IVH.

12.
Is a primary responder to all emergency situations.

