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I. MISSION STATEMENT

The mission of full and part-time School Security Aides is to promote a safe, orderly, friendly and helpful 
environment throughout the building by maintaining a strong security presence. 

II. PERFORMANCE EXPECTATIONS

The presence of School Security Aides in schools helps to create and maintain a positive learning 
environment for the students of Middletown. In addition to providing a secure and safe environment, 
School Security Aides are placed in highly visible positions and in many cases can be viewed as role 
models. In order to foster the best possible professional attitude and behavior the following guidelines will 
be followed: 

1. All students, staff, and visitors will be greeted in a professional, positive and friendly
manner.

2. Interaction with students will be in a helpful and considerate manner. Students needing
to have behavior corrected or modified will be dealt with in a firm, fair, consistent and
professional manner.

3. Pleasantly assist other School Security Aides and other staff members when called upon
to do so.

4. Communicate with administration immediately and directly when there are work related
issues needing to be resolved.

5. All scheduled training sessions will be attended unless properly excused by an
appropriate administrator.

6. Demonstrate excellent attendance and punctuality.
7. Actively patrol assigned hallways, cafeterias and other assigned areas. Patrolling School

Security Aides are more effective than static ones.
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8. No books, magazines, radios, or other recreational/therapeutic use materials are 
authorized while on duty. 

9. Security personnel shall receive training on and familiarize themselves with all written 
regulations and memos which apply to their assigned tasks. (e.g., Code of Conduct, 
District and Building Level Safety Plan, etc..) 

10. School Security Aides are responsible for knowing floor plans, building layout and traffic 
patterns of their assigned school and grounds. 

11. School incidents are not to be discussed outside of work. School Security Aides must be 
discreet with the public, regarding names of persons involved and descriptions of 
incidents. 

 
 
 
 
 
 

III. STAFF, VISITOR & STUDENT INTERACTIONS 
 
 

1. STAFF INTERACTION: 
 

Each staff member, in the Middletown City School District, plays an important role in the education of our 
students. Whether providing quality student instruction, ensuring a clean and safe environment, or 
providing a hot, nutritious meal, each member contributes to the educational process. 

 
School Security Aides will deal with all staff members in a courteous and professional manner. Should a 
situation arise involving a difference of opinion or questioning of instructions by another staff member, 
School Security Aides should: 

• Continue with the task at hand. 
• Keep a calm voice when dealing with the staff members. 
• Inform the staff member that this may not be the proper time and place to discuss the 

issue. 
• If warranted, report the situation to a building administrator. 

 
All staff members are professionals and should model appropriate behavior at all times. 

 
 

2. VISITOR INTERACTION: 

FRONT DESK 

All visitors to our schools will be treated in a polite and professional manner. Visitors who cannot produce 
an ID or who cannot be assisted due to the lack of an appointment or other reason will be turned away. 

 
If a visitor becomes upset or angry, every attempt will be made to keep the situation from escalating. At 
no time will a School Security Aide become confrontational. A building administrator should be contacted 
as soon as possible if a visitor becomes upset. 

 
If a visitor should attempt to proceed past the front desk, without being properly cleared, they should be 
informed to stop. If they proceed after being told to stop, a call should be made via radio immediately to 
the building principal and or designee. A general call of assistance should also be made via radio to 
School Security Aides in the area. 
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IN THE BUILDING 

Visitors inside the building will be treated in a polite and professional manner. Visitors inside the building 
should have already processed through the front desk and have a visitor ID in their possession. Visitors 
who may be lost should be politely directed to their proper destination. Visitors who do not have an ID 
should be considered an intruder. (See “Challenging Unauthorized Visitors” on page 15) 

Visitors to the building could include: parents and family members, vendors, repairmen, staff from other 
schools and state or local officials. 

3. STUDENT INTERACTION:

School Security Aides will be interacting with students on a daily basis. As a general rule, remain calm 
and professional when dealing with students. Caution should be taken not to make loud or demanding 
requests. Do not get too close to a student when speaking or put hands on a student. 

An effective means of interacting with students is to model the behavior you desire from them. Using 
words like please, thank you, and good morning can often set the tone for future interactions. 

There may be times when students will be non-compliant with a request. Remember, it is the obligation of 
the student to honor reasonable requests of staff members. If there is defiance and the student is with 
peers, try to get him/her to step away from them. It may be easier to have a successful resolution of the 
problem when the student is not among friends. When dealing with students who may not want to comply 
with your directives you should: 

• Inform the student of the corrective actions to be taken
• Inform the student of the consequences of non-compliance
• If warranted, follow through calmly and professionally with appropriate notifications to a

building administrator.

School Security Aides shall not fraternize with any enrolled student or transport students in their privately 
owned vehicle for any purpose. 

IV. CHAIN OF COMMAND
(Fill in based upon building assignment and current position holders) 

Immediate supervisor:………………………………… 

Building Administrator………………………………. 

Building Administrator………………………………. 

District Administrator………………………………… 

Superintendent of Schools……………………………. 

NOTE: There may be times when no building administrator is in the building. The supervisor in this case 
would be the teacher left in charge of the facility. The extent of this supervision is limited to the time when 
no building administrator is in the facility. 
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V. ENTRY CONTROL TO SCHOOLS 
 
 
 

The most effective method of deterring unauthorized persons from entering schools is through 
implementing proper entry control measures. Strict enforcement of entry control procedures coupled with 
limited building access and tight perimeter control not only keeps unauthorized personnel from entering 
the building, it also helps maintain an accurate list of who is in the building. In the event of an emergency 
this information could be extremely important. 
1. CHECKING CREDENTIALS 

 
All persons seeking to enter our schools must have some form of picture ID. The type and variety of 
picture IDs available today are numerous. In order to determine the validity of someone’s identification we 
first must determine which forms of ID are acceptable. 

 
When checking IDs be sure to look for obvious signs of tampering such as inked in alterations to data, 
obscuring of photo, peeling of ID’s outer plastic cover and raised areas of ID possibly indicating data 
alteration. 

 
Any current ID issued by the NY State Dept. of Motor Vehicles constitutes a valid form of ID. However, 
since transfers of new students into our schools could come from a variety of locations throughout the 
country, any ID currently issued by any state or federal agency will suffice as a form of valid ID. 

 
To assist in determining the validity of an ID, each school has a copy of the ID Checking Guide. This 
guide contains a variety of IDs and or licenses currently being issued throughout the country, including 
military IDs and immigration IDs. When confronted with an unfamiliar ID, this guide can be used to verify 
its legitimacy. If an ID is presented and is not listed in this guide, the visitor should be denied entry. 

 
If a visitor is denied entry due to lack of ID, a building administrator should be notified. The building 
administrator may authorize a visitor without an ID. 

 
 

2. PROCESSING VISITORS 
 

a. Visitors will show a valid form of ID. 
b. The ID will be examined and verified as legitimate. 
c. The visitor will be asked the reason for their visit. 
d. The visitor will be asked if they have an appointment. 
e. A call will be made to the person or area to be visited in order to verify an 

appointment or clear the visitor. They will then be asked to come escort the 
visitor or arrange for an escort for the visitor. 

f. Once cleared for a visit, the visitor will be asked to wait until an escort comes 
for them. Visitors will be logged into the school either manually (Visitor Log 
Book) or electronically (Visitor ID System) and be issued a temporary ID. 

g. Visitors may not proceed into the school without an escort unless approved by 
the building principal. 

h. All visitors will proceed directly to the area of their visit and upon conclusion 
of their business immediately return to the front desk. 

i. Prior to leaving, all visitors will turn in their temporary ID and sign out. 
j. Visitors to the building should not be allowed access during changing of classes 

or other student movements. 
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3. DELIVERIES 
 

All vendors or delivery persons will be stopped at the front desk and asked to produce a valid form of ID. 
After checking their ID, they will be asked to present a delivery invoice or school addressed package to 
be delivered. Vendors who stock vending machines may not be able to produce an invoice but should 
have a noticeable supply of stock to be delivered. After the vendor has been checked he will be signed in 
and given a temporary school ID. All vendors going into the school must be accompanied by an escort. 
Vendors will be processed out the same way as other visitors. 

 
 

4. MAINTAINING SURVEILLANCE 
 

Although the proper clearing of visitors is their primary function, School Security Aides posted at the front 
desk must be able to perform a variety of functions. In addition to dealing with visitors they must also 
watch the main entrance and keep an eye on adjacent hallways. 

 
5. USING PROPER TELEPHONE ETIQUETTE 

 
Personnel posted at the front desk will be responsible for making phone calls to a variety of areas 
throughout the school. They may also, at times, receive calls to the desk. All personnel using district 
phone lines will use proper telephone etiquette. All calls will be handled politely and professionally. If a 
caller needs further assistance they will be directed to someone who can assist them. If at any time a 
caller becomes angry or irritated and begins to use crude or profane language they should be warned not 
to speak this way. If this should continue the call should be ended. 

 
If a call is received indicating some type of threat, an attempt should be made to keep the caller on the 
line as long as possible. Even if the call is not for a “Bomb Threat” the “Bomb Threat Response Form” can 
be used to collect certain pieces of information. As soon as is practical a building administrator should be 
notified of any threats. 

 
 
 

VI. CAFETERIA DUTIES 
 
 

1. ASSISTING STUDENTS 
 

In any environment that mixes students and staff there exists an opportunity for positive interaction. 
School Security Aides, by the nature of their employment, are placed in positions of high visibility. With 
this high visibility comes much responsibility. Any interactions between School Security Aides and 
students should be handled in an open, honest and consistent manner. Students who approach School 
Security Aides may need assistance for a variety of reasons. Whether interceding in a minor altercation or 
directing a student to the appropriate assistance it is important to keep lines of communication open. 

 
 

2. STUDENT TRASH PROCEDURES 
 

Each student is responsible for cleaning up his or her trash after lunch. School Security Aides will take an 
active role in ensuring this happens. Students will be asked to clean up if they attempt to leave trash on 
the table. 
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In order to maintain a safe and clean facility, no food or drinks will be allowed out of the cafeteria unless 
appropriate administrative permission is granted. 

 
 

3. MAINTAINING AN ORDERLY ENVIRONMENT 
 

While posted in the cafeteria it is expected that School Security Aides will actively patrol the area. While 
walking, School Security Aides should look for unauthorized materials such as dice, cell phones, or other 
contraband. They should also keep an eye out for signs of potential violence such as arguments, fight 
posturing, and crowds. If any students should approach a School Security Aide with information regarding 
inappropriate activities or behavior in the cafeteria the School Security Aide should immediately 
investigate the report and inform a building administrator of the result. Over time, School Security Aides 
will be able to see patterns to certain types of student behavior such as seating areas, conversation 
levels, travel patterns, social interactions, etc. Paying attention to these typical patterns may help to 
predict potential problems before they arise. 

 
 
 
 

4. INTERCEDING IN STUDENT ALTERCATIONS 
 

In an environment such as a cafeteria the likelihood of student altercations increases. Although 
precautions are taken to mitigate these types of activities, inevitably they will occur. If it becomes 
necessary to intercede in a student altercation there are several guidelines that need to be followed: 
(These guidelines will also be used outside of the cafeteria.) 

 
• As soon as an altercation has been identified stern verbal commands should be issued to the 

students involved telling them to stop fighting or cease the inappropriate behavior. The use of 
de-escalation techniques should be applied. 

• It may be prudent to ask for assistance from a fellow staff member or administrator if needed. 
• As soon as is practical, School Security Aides must notify via radio appropriate school staff 

that a problem exists and assistance is needed. 
• If a student altercation involves fighting or other violent acts and the student will not follow 

verbal commands, it may become necessary to use physical force to intervene. When physical 
force is used the following should be considered: 

 
o Use the amount of force needed to de-escalate the situation, no more. 
o Use physical restraint techniques that are appropriate to the age, size and physical 

condition of the student. 
o Never hit, punch or strike a student in any manner. 
o Never throw a student into a wall, locker, or other object. 
o Never use a foreign object to strike, subdue or threaten a student. 

 
 

• Students involved in a physical altercation will be taken, as directed, to the appropriate building 
administrator for disciplinary processing. While transporting a disruptive student be sure to 
maintain positive control over his or her actions. If needed, ask for assistance in transporting a 
student. 

• Once delivered to the appropriate building administrator, it may be necessary for the School 
Security Aide to watch the student while he or she is processed. 

• Any School Security Aide applying physical force during a student altercation must document the 
incident in their personal log book. Additionally, they may need to provide a statement pertaining 
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to what they did or witnessed. They may also have to testify at a future hearing or in some cases 
criminal court. 

 
VII. PARKING LOT PATROL 

 
 

1. DIRECTING TRAFFIC 
 

Personnel assigned to the parking lot may at times need to perform traffic control duties in order to 
ensure a safe environment. Due to the number of new drivers entering and exiting the parking lot 
combined with the high volume of pedestrian traffic, it is important to keep an eye out for hazardous 
situations. If a hazardous traffic condition is noticed every effort should be made to rectify the situation. 

 
2. ASSIGNING PARKING SPACES 

 
Parking spaces may or may not be assigned. If assigned parking is mandated, School Security Aides 
may be used to assist in the assignment of these spaces. Personnel assigned to parking lot patrol will 
need to ensure all students and staff park in the correct areas. 

 
If any areas of the parking lot are reserved, only the appropriate person or persons are allowed to park in 
these spaces. Additionally, there is no parking authorized in fire lanes. These areas should be kept clear 
at all times for emergency response personnel. 

 
3. REPORTING UNSAFE DRIVERS / CONDITIONS 

 
It is important that all people driving on school property obey all the rules of the road and follow all posted 
signage. Any drivers who show blatant disregard for safety or who violate traffic rules will be reported to 
the building administrator. 

 
In addition to unsafe traffic conditions, any unsafe physical conditions present in parking lots must be 
reported. Some examples of unsafe conditions are: ice, large pot holes, debris, missing/broken traffic 
signs, etc… 

 
 

4. OBSERVING PARKING LOT ACTIVITY 
 

Personnel assigned to parking lot patrol are responsible for actively patrolling and observing the parking 
lot for signs of illegal or unauthorized activity and maintaining a strong visible presence as a deterrent. 
Areas to consider while patrolling are: 

 
• Suspicious persons observing the school from off school property. 
• Persons entering school property for no valid reason. 
• People walking around the parking lot looking into parked vehicles. 
• Delivery vehicles parked in the wrong place. 
• Passenger vehicles driving through the parking lot for no apparent reason. 
• Unauthorized persons on school grounds. 

 
Any activities that seem suspicious should be recorded in a note pad and reported to the building 
administrator. As much information as possible should be captured relating to suspicious activity such as; 
plate numbers, make and model of vehicles, times, exact locations and descriptions of persons. Keep in 
mind it may be possible to capture suspicious activity on the buildings security camera. 
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5. KEEPING STUDENTS ON SCHOOL GROUNDS 
 

One of the most important functions of a School Security Aide is to ensure that students do not leave 
school property during the instructional day without proper permission. Any students leaving school 
grounds prior to the end of the day must have some form of written permission from the school to do so or 
be escorted by a parent or guardian. 

 
Any students attempting to leave school grounds, either on foot or in a vehicle, prior to the end of the 
school day will be asked to provide a permission slip. Any students who cannot provide this slip will be 
directed to head back to the building. The main office should immediately be notified when a student has 
been caught attempting to leave school grounds without permission. 

 
 
 
 

VIII. GENERAL DUTIES 
 
 

1. MAINTAINING A VISIBLE PRESENCE 
 

School Security Aides must project a strong visible presence in order to deter unauthorized activities and 
establish a safe environment. Security Aides must actively patrol the halls, common areas, restrooms and 
grounds in order to be effective. Security Aides should also maintain a high degree of professionalism 
and should act and behave in a manner which we would want the students to mirror. 

 
2. PERFORMING SECURITY RELATED CLERICAL DUTIES 

 
At times, School Security Aides may be asked to perform light clerical duties that may be linked to safety 
or security. The types of clerical duties are wide ranging and may include writing witness statements, 
assigning lockers, collecting attendance forms, issuing parking permits, or posting informational bulletins. 

 
3. REPORTING AND INVESTIGATING UNUSUAL OCCURRENCES OR BEHAVIOR 

 
One of the most important functions of a School Security Aide is to report and investigate unusual 
occurrences or behavior. An unusual occurrence would be anything observed that falls outside the scope 
of normal operations within the facility. If under normal circumstances a particular section of the building 
is normally a low traffic area and then suddenly becomes more congested, with no increased instructional 
activity in the area, this could be considered an unusual occurrence and should be investigated and 
reported. As the school year progresses, School Security Aides may start to see certain student behavior 
patterns change that could indicate something may happen. By maintaining a high degree of vigilance 
and quickly investigating unusual occurrences or behavior it is possible to head off trouble before it starts. 
The range of unusual behavior or occurrences is very broad and could include a variety of situations or 
circumstances. Areas of typical concern are; 

 
• The distribution, sale or use of alcohol, tobacco, or drugs 
• Vandalism to school property 
• Indicators of gang activity 
• Bullying 
• Signs of impending physical altercations 
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Anytime an unusual behavior or occurrence has been identified, it must be reported to a building 
administrator. If the behavior warrants immediate action by the School Security Aide in order to stop an 
incident that could jeopardize the health, safety and/or welfare of students, staff or visitors in the building, 
then appropriate measures should be taken to stop the inappropriate behavior or condition. 

 
 
 

4. MAINTAINING AN ORDERLY ENVIRONMENT 
 

In order for the educational process to work it is imperative that students focus on school work with 
minimal distractions and or disruptions. By maintaining an orderly environment we can minimize incidents 
that could potentially impact student learning. 

 
While classes are in session hallways should be clear of traffic with the exception of other staff or 
students who have permission to go to other locations. Any disruptive behavior such as loud talking, 
running, stopping at classroom doors or other types of behavior that could impact instruction should be 
stopped. 

 
Although it may be difficult to maintain absolute order while students are traveling between classes, it is 
possible to monitor the traffic flow and control certain behaviors that may create problems. Running, 
jumping and “horseplay” are not allowed and should be stopped. Additionally, students who slow the 
traffic flow by stopping to converse with friends should be moved along as soon as a problem is identified. 

 
If altercations between students are observed, they need to be dealt with quickly and effectively. The 
same procedures previously outlined in “Interceding In Student Altercations” on page 7, should also be 
followed during altercations in other parts of the building. 

 
The flow of visitors into our schools can sometimes be quite high. It is important to keep an eye on all 
visitors in order to prevent either intentional or accidental disruptions. Visitors must follow the same rules 
as students and staff when it comes to appropriate behavior. Any visitors becoming disruptive should be 
asked to cease the inappropriate behavior. Those visitors who do not comply will be asked to leave 
school grounds. 

 
 
 

5. RESPONDING IN ACCORDANCE WITH SCHOOL SAFETY PLANS 
 

There may be times when an emergency warrants the implementation of the school’s safety plan. When 
this occurs, there are certain actions which must be taken by School Security Aides. When implemented, 
directions to the School Security Aides will be provided by the building administrator regarding emergency 
actions and response. 

 
 
 

6. DETECTING, DETERRING AND REPORTING CRIMINAL ACTIVITY 
 

By maintaining a high level of professionalism and vigilance, detecting, deterring and reporting criminal 
activity should be second nature to a School Security Aide. Regardless of where the Security Aide is 
posted or assigned, they must always be aware of their surroundings. As soon as any criminal activity is 
suspected or observed it should immediately be reported to the building administrator. 

 
When detecting criminal action in progress, it may or may not be prudent to take steps to intervene. The 
actions taken during a criminal act in progress should be based on a number of conditions such as: 
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The type of crime being committed: A non-violent crime such as trespass, smoking on school grounds, 
or vandalism can usually be handled with verbal interaction. However, if the crime happens to be violent 
such as a stabbing, shooting, or assault, or involves the use of a weapon in any fashion, then 
consideration should be given to the security aides ability to successfully intercede without being injured. 

 
The number of security available to assist: A security aide assigned to the midnight shift may run into 
a crime in progress but due to the lack of immediate security support the intervention options available 
may be limited to issuing verbal commands or warnings and contacting the local police. The opposite 
situation would be working in the school during the school day. Security aides confronted with a crime in 
progress during the school day would have a number of security personnel to assist in a relatively short 
time span. 

 
The number of persons involved in the crime: A crime being committed by an individual, whether 
violent or nonviolent, is very different than one committed by groups. Even a nonviolent crime may 
become difficult to deal with when it involves a group which can easily intimidate a single security person. 

 
The location of the crime: A crime in progress, in the parking lot, may not have the same immediate 
concerns as one committed inside the building. If responding to a crime in progress would cause the 
degrading of security inside the building, thought should be given to waiting for police or more security to 
arrive. 

 
The level of physical ability of the security aide: Personnel performing duties as School Security Aides 
range in size, age, experience and physical ability. If confronted with a crime in progress a security aide 
should consider his or her ability to safely intervene without becoming injured in the process. It may be 
prudent to wait for assistance from other security staff before making any physical intervention. 

 
The crime involves a threat to a student: The primary purpose of the School Security Aide is to 
safeguard students. If a crime in progress should involve an act of violence toward a student, the need to 
intervene to stop the violence becomes more important. 

 
NOTE: When considering actions to take during a crime in progress, the information provided in this 
section must be taken in its entirety. A single piece of information should not guide your decision. The 
crime in progress must be quickly assessed and evaluated against all the conditions impacting your 
decision on what actions to take. 

 
 
 

7. PROPER USE OF HAND HELD RADIOS 
 

School Security Aides are required to carry and use hand held radios as a primary means of 
communication. In order for these radios to be effective it is important to utilize them properly. 

 
When speaking on the radio you should clearly identify who you are, and who you are calling. 

Always speak in a clear and steady voice. Try to avoid panic or yelling on the radio. 

When transmitting information it should be done using “clear speech radio procedures”. Simply put, say 
what you need to say without using codes or other confusing information. If a fight is breaking out and you 
need assistance make sure that is the message sent. Do not simply say “I need assistance”. Not 
providing accurate information could mean the difference between an immediate response for assistance 
and a casual response to a non-emergency request. Remember, always make emergency calls in a 
clear, concise and complete manner. 
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If the information needing to be transmitted is overly lengthy or may contain information that is sensitive 
and should not be transmitted openly, try to use a phone or have the intended receiver meet you in 
person. 

When using a radio certain words or phrases are used to help clarify or transmit information: 

SAY AGAIN..…….. This means repeat your transmission. 
COPY……………..  This means you understand the transmission. 
I SPELL…………… This is used to inform the receiver you will be spelling a name. 
BREAK……………. This is used when radio transmissions are being sent and you need 

to break in on the conversation due to an emergency or to provide 
important information. 

 
When a transmission includes the name of a person or place it may be necessary to spell the name. If the 
transmission is not very clear the spelling may need to be done using a “Phonetic Alphabet”. An example 
of this is: 
A=ALPHA N=NOVEMBER 
B=BRAVO O=OSCAR 
C=CHARLIE P=PAPA 
D=DELTA Q=QUEBEC 
E=ECHO R=ROMEO 
F=FOXTROT S=SIERRA 
G=GULF T=TANGO 
H=HOTEL U=UNIFORM 
I=INDIA V=VICTOR 
J=JULIET W=WHISKEY 
K=KILO X=X-RAY 
L=LIMA Y=YANKEE 
M=MIKE Z=ZULU 

 
The radio is a tool to help Security Aides perform their jobs more effectively and efficiently. Personnel 
should refrain from making unnecessary transmissions and should at no times use inappropriate 
language. 

 
 

IX. EXTERIOR BUILDING SECURITY CHECKS 
 
 

1. INSPECTING WINDOWS AND DOORS 
 

School Security Aides may be assigned to check the perimeter of the school to ensure doors and 
windows are locked. As a general rule there should only be one entrance to the school. All other doors 
should be kept closed and locked at all times. If doors are found open they should be secured and 
reported to the building administrator. Although windows may be left open during the day, there may be 
times when a Security Aide is instructed to ensure they are also secured. 

 
Windows and doors should also be checked for signs of tampering or damage which could indicate an 
attempt to enter the building illegally. Anything unusual should be reported. 

 
2. INSPECTING LIGHTING 
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If a School Security Aide is assigned to an evening or early morning post they may need to conduct a 
lighting check of the area. If lights are found to be out or there is inadequate lighting found in certain 
areas, it should be reported to the building administrator in a timely fashion. 

 
3. INSPECTING PARKING AREAS 

 
Schools that do not have a School Security Aide assigned to their parking lot may occasionally have to 
perform a sweep of the parking lot. When this happens follow the guidelines printed in Section VII. 
“Parking Lot Patrol” 

 
4. INSPECTING EQUIPMENT 

 
School Security Aides assigned to exterior building checks should check all school owned equipment on 
the grounds for signs of tampering, theft, vandalism or other criminal activity. Some of the areas and or 
items to inspect are sheds, playgrounds, fencing, cameras, etc…. 

 
 
 

X. INTERIOR BUILDING PATROLS AND POSTS 
 
 

1. RESPONDING TO ASSISTANCE CALLS 
 

In order to keep the building safe and secure it is important for School Security Aides to react quickly and 
effectively to neutralize incidents. There may be times when incidents do not occur in your presence and 
you will hear calls for assistance. Whenever a call for assistance is heard it is imperative that any School 
Security Aides in the area respond to the scene. The determination of which School Security Aide will 
respond to a call will be dependent upon several factors: 

 
• How close are you to the caller? 
• What did the caller say was happening? 
• Are you performing a task that merits your complete attention for safety or security reasons? 
• Are you currently involved in an altercation or incident? 
• As a general rule, if you can assist then do. 

 
As personnel arrive on the scene they should perform a quick assessment of the situation. This 
assessment should include: 

 
• What is the nature of the incident? Fight, protest, intruder, other emergency. 
• How many people are involved in the incident? 
• Are there adequate personnel on hand to deal with the situation? 
• Is there a large crowd of spectators to deal with? 
• What are the immediate safety or security concerns with this incident? 

 
As stated earlier in this handbook, any calls made for assistance should be clear, concise and complete. 
It is important to let other School Security Aides as well as administrators know what they may be walking 
into. 

 
2. OVERSEEING GROUP OR CROWD ACTIVITIES 

 
Some of the most difficult situations to deal with are large crowds. At times the school may have an event 
or activity that involves a large number of students and staff in one location. 
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One group or crowd activity that occurs on a regular basis is the arrival and dismissal of students. When 
overseeing arrival activities attention should be paid to keeping students on school grounds and ensuring 
they are ushered into the building at the appropriate time. At dismissal, ensuring students are not involved 
in unauthorized activities and keeping watch for unauthorized persons mingling with students are major 
concerns. 

 
When dealing with school sanctioned events such as concerts and assemblies, there are typical concerns 
of ensuring students don’t “”slip out” or become overly rowdy. However, when dealing with crowds it 
should always be remembered that the dynamics of a well behaved crowd can change very quickly and 
have the potential to become out of control. In these circumstances it is important to act quickly to de- 
escalate the situation. As soon as a crowd becomes unruly a call should go out for as much support as 
possible, to include police officers if needed. If possible, the crowd should be confined to a certain area. If 
a main instigator or cause for the incident has been identified, he/she should be removed from the crowd 
as soon as is practical. 

 
 

3. CHALLENGE UNAUTHORZED VISITORS 
 

All visitors to our schools must process through the main entry point into the building. As such, all visitors 
will have in their possession some type of visitors pass. If during the course of the day a visitor is 
encountered who does not appear to have a visitor pass, they should be challenged. When challenging: 

 
• Inform an administrator you are approaching someone who apparently has no ID. 

Remember to give your location. This is extremely important because it may be the only 
time you have to sound the warning to others. 

• Politely ask the visitor if he has a visitor pass. 
• If the visitor has a pass, ask them to display it at all times. Then escort the visitor to the area 

they need to go. 
• If the visitor cannot find their pass escort them to the main entrance in order to get a new 

one. Once there, confirm that they did indeed process in before giving them a new pass. If 
they did not have a pass immediately notify an administrator and do not allow the person to 
enter the building. 

• If a visitor does not listen to your requests or tries to get away from you, immediately 
contact an administrator and inform them that you have an intruder in the building. 

• If a visitor begins to show signs of violence or emotional instability immediately contact an 
administrator and inform them that you have an intruder in the building. 

• Do not try to challenge an already hostile or violent unauthorized visitor. The most 
important thing to do is sound a warning by contacting an administrator. 

 
 

4. INSPECT LOCKED AREAS AND “HOT SPOTS” 
 

An easy way to help maintain a safe, secure and orderly environment is by randomly patrolling certain 
areas of the building to ensure no unauthorized or illegal activities are occurring. 

 
School Security Aides should randomly check the following areas throughout the day: 

 
• Rest Rooms – Look for illegal/unauthorized activities and vandalism. 
• Custodial closets - Should be locked. 
• Mechanical rooms - Should be locked. 
• Vacant classrooms – Should be locked when empty. 
• Vending machines – Look for tampering or vandalism. 
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• Supply closets – Should be locked. 
• Fire extinguisher boxes – Look for tampering and vandalism. 
• Out of the way stairwells and exits - Look for illegal/unauthorized activities and vandalism. 
• “Hot Spots” – These areas can be determined as they pop up based on frequency of incidents 

and evaluation of other collected data. 
 
 

XI. SPECIAL DUTIES 
 
 

1. DETECTING AND REPORTING HAZARDS 
 

In addition to performing typical security related functions and tasks, School Security Aides must also be 
aware of different types of hazards that could threaten the health and safety of students and staff. While 
on duty all personnel should be aware of and report: 

 
• Open electrical boxes or outlets. 
• Extension cords used continuously to supply power to an area or item. 
• Portable heaters without a tip over shut off feature. 
• Broken stairs, ladders, curbs or other substandard pedestrian paths. 
• Wet floors or noticeable leaks. 
• Strange fumes or smells. 
• Blocked emergency exits. 
• Fires- Immediately pull the nearest fire alarm if a fire is observed. 
• Icy surfaces. 
• Any other noticeable condition that could impact the health and safety of students or staff. 

 
2. ESCORTING AND OVERSEEING VENDORS 

 
There may be times when a School Security Aide is asked to escort a vendor in the building. While 
conducting an escort every effort should be made to keep the vendor away from students. While the 
vendor is on school grounds they are to proceed directly to the areas needing servicing and then return to 
the main entrance to process out upon completion of their task. Vendors will never be allowed in a 
classroom, rest room or other room alone with a student. 

 
Normally vendors should be escorted by the department or section requesting or paying for the desired 
services. 

 
 

3. PARTICIPATING IN MEETINGS 
 

At the start of each day School Security Aides may need to participate in a daily “Stand Up” meeting. The 
purpose of this meeting is to ensure that all personnel have arrived for work in the proper attire, with the 
proper equipment and to share information pertinent to the day’s activities. As the need arises School 
Security Aides may occasionally be asked to attend other meetings. It is expected that all personnel 
involved in meetings play an active role by listening and providing feedback when appropriate. 

 
 

4. COMPLETING REPORTS 
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The proper documentation of incidents cannot be understated. Whether used in a criminal prosecution, 
Superintendent’s Hearing, or other disciplinary case, a well written report or narrative can play a critical 
role in determining guilt or innocence. 

 
All School Security Aides will be required to carry a notepad and pen. Any incidents, altercations, unusual 
observations or other noteworthy information should be logged. If a Security Aide is involved in an 
incident they may need to supply a written statement to an administrator or in some cases a police officer. 
When completing a statement always try to be clear, concise and complete. Try to stick to the facts 
surrounding the incident as you know them. Do not speculate or determine guilt. 

 
It may be possible that a School Security Aide could be asked to complete an incident report. If this 
should occur, the same guidelines should be followed as in writing a statement. Keep the report clear, 
concise and complete. Include only facts as they relate to the incident and do not determine motive or 
guilt. 

 
5. RENDERING AID TO INJURED PERSONS 

 
Part of the training for School Security Aides is CPR, First Aid and AED. 
Although the school nurse is the preferred person to render aid, there may be times when School Security 
Aides must act. The following guidelines should be followed when determining what type of aid is needed: 

 
• Notify the main office that an injury has occurred and a school nurse is needed. 
• Clear the immediate area of students and staff that may be in the way of responders. 
• Wait for the arrival of a school nurse and assist as needed. 
• If no school nurse is available: 

o Render aid commensurate with training level. 
o If needed, call for ambulance. 
o Call to get items to your location that you may need. AED, first aid kit, water, etc… 
o Keep the building administrator informed. 

• When professional assistance arrives; 
o Brief them on all the actions you have taken. 
o Provide them with as much information as possible regarding what may have happened. 
o Get the location of the hospital they are taking the injured person to. 
o If a student, make sure personnel items not taken on the ambulance are secured in the 

main office. 
o Keep the building administrator informed. 

• Document the incident. 
 
 

6. USING SECURITY CAMERAS 
 

One of the best tools available to assist School Security Aides in the performance of their duties are 
Video Surveillance Cameras. These cameras can be used to augment available security personnel by 
covering a large visual area with a minimal amount of people. 

 
School Security Aides may be required to have a working knowledge of these systems. Some of the tasks 
that may be performed are: 

 
• Surveillance. 
• Reviewing old data for evidence. 
• Retrieving data. 

 
As systems are brought into service, applicable training will be provided. 

17



 
 
 
 
 

7. MAJOR EMERGENCIES OR DISASTERS 
 

In most cases, it is impossible to predict when and what type of major disaster or emergency may hit a 
certain area. In an emergency, quick and effective action must be taken to help ensure the safety of as 
many students and staff as possible. 

 
During an emergency or disaster, the schools will initiate actions based on their School Level Emergency 
Plan or as directed by higher authorities. This plan may involve the use of School Security Aides to assist 
in managing the crisis. As situations develop the building administrator, acting as the Incident 
Commander, will provide instructions that could include: 

 
• Securing all exterior doors 
• Getting students and staff into classrooms 
• Searching the building for suspicious items 
• Evacuating the building 
• Rendering aid 
• Distributing supplies 
• Sheltering students 

 
If an emergency should arise prior to a scheduled lunch break, it may be necessary for the School 
Security Aide to remain on school grounds and assist in response to the incident. 
Missed lunch breaks will be rescheduled when the emergency is over. 

 
Some School Security Aides may find themselves assigned to a Building Response Team and may play a 
more detailed role in responding to a crisis. 

 
DRILLS: In order to be prepared for an emergency, drills are sometimes conducted. School Security 
Aides are expected to participate seriously and professionally. This is an opportunity to practice actions 
that are expected during an emergency as well as test plans. Report any problems or possible barriers to 
implementation of plans or directives as soon as they are discovered. 

 
XII. DRESS CODE AND EQUIPMENT 

 
 

1. DRESS CODE 
 

In the performance of their duties, School Security Aides interact with students, staff and visitors on a 
daily basis. In many cases it is the School Security Aide who will be setting the first impression of the 
district or school. 

 
In order to ensure a consistently professional image, all School Security Aides will adhere to the following 
dress code: 

 
• French blue uniform shirt (District issued) 
• Black slacks 
• Black boots or shoes 

 
Clothing worn to work should be clean and serviceable. No extra accoutrements will be added to the 
uniform without the permission of the building administrator. Staff ID cards are the only item authorized to 
hang from the uniform. Hanging earrings, long necklaces and other dangling jewelry may present a 
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physical risk to security aides while performing their duties and must not be worn. If religious chains 
are worn they must be tucked into the shirt. 

 
 

2. EQUIPMENT 
 

Each school may opt to issue different types of equipment such as flashlight, rubber gloves, or CPR 
shields. These school issued items must be carried at all times while on duty. If, at any point in the 
future, the District opts to issue equipment, it will also become mandatory to carry. 

 
As a minimum, School Security Aides must possess and carry, at all times, a pen or pencil 
and a notepad. 

 
School Security Aides entrusted with keys shall keep them safe and return them at the end of the 
school year or as dictated by the building policy. At the end of employment, security personnel must 
return emergency plans, floor plans, note books, district ID and any other district issued clothing 
and equipment. 

 
3. FITNESS FOR DUTY 

 
School Security Aides are responsible for observing the actions and behavior of students and 
visitors to the building. They must also continuously watch for threats to the building occupants 
from a variety of sources and locations. As such, it is imperative that School Security Aides adhere 
to the following: 

 
• School security personnel shall not consume intoxicating beverages while on duty, in 

uniform or out of uniform, or use (inject, ingest or inhale) any illegal drugs in any form. 
Security personnel shall not report for duty exhibiting the odor of intoxicants, or any of the 
elements or appearance of intoxication, no matter the source. 

• Intoxicants, in any form, shall not be brought into any district facility or onto district grounds. 
• Federal and state law prohibits the use of tobacco products on school grounds and at 

school events. 
 

------------------------------------------------------------ END OF HANDBOOK-----------------------------------------
---- 
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