
Standard Operating Procedure (SOP): Communication
Protocols for Security Personnel
This SOP details communication protocols for security personnel, encompassing the standards for effective and secure
information exchange among team members, use of communication devices, emergency communication procedures, reporting
and documenting incidents, coordination with law enforcement agencies, and guidelines for maintaining confidentiality and
operational security. The goal is to ensure clear, timely, and reliable communication to enhance situational awareness, response
efficiency, and overall security operations.

1. Purpose

To establish clear and secure communication standards for all security personnel, ensuring information is exchanged efficiently
and confidentially to support safety and operational effectiveness.

2. Scope

This SOP applies to all security personnel, supervisors, and contractors engaged in security operations within the organization.

3. Communication Devices and Channels

Approved devices: two-way radios, mobile phones, intercom systems, and designated alert applications.
Personal devices may NOT be used for official communications unless authorized in emergencies.
All devices must be kept charged, functional, and secured from unauthorized access.

4. Communication Standards

Use concise, clear, and professional language at all times.
Identify yourself and location at the start of each transmission.
Avoid unnecessary chatter and keep communications relevant to security operations.
Use 24-hour time and official code/language (e.g., 10-codes, phonetic alphabet) as per training.

5. Emergency Communication Procedures

All emergencies must be reported immediately to the Security Control Center (SCC) and Supervisor.
Use pre-defined emergency codes/phrases for specific incidents (e.g., â€œCode Redâ€​ for fire).
Maintain calm and deliver factual, timely information during high-stress incidents.
Escalate to law enforcement or external emergency services as per protocol.

6. Incident Reporting & Documentation

All incidents and unusual activities must be documented using the official Incident Report Form within 1 hour of occurrence.
Oral and radio reports should be immediately followed by written/electronic documentation.
Reports should include: date, time, personnel involved, location, nature of incident, actions taken, and outcome.

7. Coordination with External Agencies

Only authorized personnel (e.g., Supervisors, Security Managers) will communicate with law enforcement/emergency
services unless in immediate danger.
Maintain courteous, factual, and professional communication at all times.
Share sensitive/operational details only as required and permitted by organizational policy.



8. Confidentiality and Operational Security

Do not discuss sensitive operations or incidents over unsecured channels or in public areas.
All communications must comply with data protection, privacy laws, and internal confidentiality guidelines.
Supervisors will conduct regular reviews to ensure compliance with communication security standards.

9. Roles and Responsibilities

Role Responsibilities

Security Personnel Follow communication protocols; report and document incidents; use devices responsibly;
maintain information security.

Supervisors Enforce protocols; monitor compliance; coordinate with external agencies; provide guidance
during incidents.

Security Control Center
(SCC)

Central point for all communications; maintain logs; relay critical information; support incident
response.

10. Training & Review

All security staff will receive training on communication protocols annually.
This SOP will be reviewed and updated every 12 months or after any significant incident or operational change.

11. Enforcement

Non-compliance with this SOP may result in disciplinary action, up to and including termination.

12. References

Company Security Policy
Incident Reporting Guidelines
Data Protection Policy

Approved by: ____________________    Date: ____________
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