SOP Template: Security Personnel Deployment and
Briefing Procedures

This SOP details the security personnel deployment and briefing procedures, encompassing the systematic
assignment of security staff, role-specific briefing protocols, communication guidelines, shift scheduling, contingency
planning, and performance monitoring. lts objective is to ensure effective security coverage, clear role understanding, and
seamless coordination among personnel to maintain a safe and secure environment.

1. Purpose

To outline procedures for deploying security personnel and conducting briefings to ensure optimal security operations and
coordinated responses to incidents.

2. Scope

This SOP applies to all security managers and personnel assigned to site security duties.

3. Responsibilities

¢ Security Supervisor/Manager: Overall responsibility for deployment, briefing, and monitoring of staff.
¢ Security Personnel: Adhere to assignments, participate in briefing, execute duties as instructed, and follow
communication protocols.

4. Procedures

1. Personnel Assignment and Deployment
o Prepare daily/weekly deployment plans based on site security requirements.
o Assign staff to designated posts with consideration to experience, skillset, and risk level.
o Record deployments in the Security Personnel Register.
2. Briefing Protocols
o Conduct pre-shift briefings at the start of each shift.
o Cover the following in all briefings:
s Post assignments and area of responsibility.
Specific duties and patrol routes.
Recent incidents and risk updates.
Emergency procedures and contacts.
Equipment checks (radios, PPE, etc.).
s Communication protocols and codewords.
o Supervisors ensure all staff sign attendance and briefing acknowledgment.
3. Communication Guidelines
o Use designated communication devices with tested frequencies.
o Follow established radio procedures; maintain professionalism at all times.
o Report all incidents immediately via supervisor or control center.
4. Shift Scheduling
o Maintain a shift rotation schedule to ensure adequate coverage and staff rest.
o Update schedules as required for operational changes or emergencies.
5. Contingency Planning
o Review and rehearse emergency response procedures (fire, intrusion, medical, etc.) regularly.
o Assign roles for contingency situations during briefings.
6. Performance Monitoring
o Supervisors conduct random post inspections to ensure compliance.
o Document observations, feedback, and corrective actions.

5. Documentation and Records

Security Personnel Register
Briefing Attendance Sheet
Post Assignment Log
Incident and Activity Reports
Shift Schedules

6. Review and Improvement



e Conduct periodic reviews of deployment and briefing effectiveness.
¢ Update SOP as necessary based on feedback, incident reports, and operational requirements.

7. Approval

Name Title Signature Date
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