Guardian Position Duties for Lead Guard
Oversee security team details / main sanctuary

1 - Arrive at HC: Sunday am - 9:30 am
	        Sunday pm – 30 minutes pre service
                      Wednesday – 6:30 or ASAP
2 - Radio up / check in with Head Usher and Armorbearer
3 - make sure all emergency exits are unlocked
4 - walk entire property, addressing anything that could be a security concern, ie. loitering persons, unclaimed objects such as backpacks, etc.
5 - coordinate with other scheduled guardians, make adjustments to positions as needed.  If short-handed, make sure Mighty Kids is secured and move to monitor.
6 - 9:50 am, be outside the hospitality room during staff meeting
7 - Praise and Worship starts, lock the West entrance and hang the detour sign
8 - sit in back of sanctuary, unless covering monitor 
9 - offering, escort counters from main foyer hallway to admin office
10 - at end of service, take attendance to Pastor and Donna’s office
11 - unlock west door, remove sign
12 - hang around until Pastors leave
13 - ensure emergency exits are relocked before leaving (Jerry usually does this)





Guardian Position Duties for Monitor
Secure foyer, east hallway

1 - arrive at HC 30 minutes before service
2 - radio up / check in with Lead Guard
3 - mingle in general foyer area before service
4 - when Praise and Worship starts (Sundays only) lock back door
5 - take position in foyer where you have eyes on both the back door and main entrance
6 - when counters come down, radio to Lead Guard to meet them in main foyer west hallway
7 - do not leave until all children have been picked up from kid’s classes, hang around until most people have left
8 - sign out with Lead Guardian before leaving






General Guard – in the case of special services there will be a security detail depending on the public profile of the guest ministers in attendance.  

As well, when there are women’s meetings, children’s meetings, or youth activities there needs to be a guard on site.  These will be rotation-based helps positions.
 

[bookmark: _GoBack]Meal Guard – in the case of after service meals, we will have one Guardian to stay on the facility until faculty have left.
Guardian Position Duties for Mighty Guard
Secure Mighty Kids / J12 classrooms / parking

1 - arrive at HC 30 minutes before service
2 - radio up / check in with Lead Guard
3 - main purpose = secure Mighty Kids / J2 classes
4 - go to Mighty kids and familiarize yourself with the kids / parents and volunteers
5 – help with check in / check out of children
6 - doggle down crash bar to limit access to class
6 - once parking lot crew goes in (9:45), make rounds every 15 or 20 minutes.  Look over the parking lot, front and back and make sure everything is as should be
7 – take offering and attendance from class and put under Mrs. Donna’s door
8 - stay in Mighty Kids classroom until all kids have been picked up, assist with the pick-up process when possible
9 - sign out with Lead Guardian before leaving


Guardian Position Duties for Undercover
Secure guest minister / spouse

1 - arrive at HC 30 minutes before service
2 - radio up / check in with Lead Guard
3 - shadow guest minister at a distance.  Make sure anything they need is taken care of. 
4 – do not leave until they have either left the building or you have been dismissed.





