Job Action Sheet

Security (Internal)

Level 3 (Non-licensed)

Security (Internal)
Site: 


Position Assigned To:


Job Shift(s):


You Report To: Clinic Manager

Mission:
Ensure the inside of the emergency clinic facility is safely secured.
Qualifications:
Non-medical, basic clerical and typing skills preferred, required training, required vaccine/prophylaxis

Possible Candidates:

__ MRC Level 3

__ Law Enforcement

__ Citizens Academy graduates
Equipment:

__ Vest/ ID Badge

__ Radio communications

__ Cell phone and contact numbers
Initial Action:

__ Put on ID badge and vest/uniform shirt

__ Arrive at assigned site when notified and check in with Clinic Manager.

__ Read this entire Job Action Sheet.

__ Obtain orientation and familiarize yourself with all clinic areas.

__ If not with local law enforcement, contact local law enforcement and establish emergency protocols.

__ Initiate a reconnaissance of the clinic facility during the clinic set-up for any compromising security issues.

__ Review response plans with Greeter, Exit Worker, and Clinic Manager in anticipation of any security problems.
Primary Duties:

__ Station security personnel at the clinic entrance, and inside the clinic. (number to be determined)

__ Secure the building site, medical supplies and medication.

__ Assist staff with any internal emergencies.

__ Maintain communication with Clinic Manager.

__ Clinic Greeter and the Clinic Manager will have an approved access list of all personnel.  Staff granted access to the emergency clinic will have appropriate identification badges

__ Unexpected persons seeking entrance into the clinic must be approved through the Clinic Manager.

__ Observe all packages or cases brought in by clients or staff.

__ Refer distressed, upset and anxious clients to the Counseling & Support area.
Deactivation Phase:

__ Ensure the prophylactic medicines or vaccines are safely secured.

__ Confirm status of the facility upon closure and note any damages or problems.

__ Assist with the tear down and clean up of the area.

__ Check out with Clinic Manager.

__ Identify issues for debriefing report.

__ Participate in debriefing sessions at shift change or close of clinic.
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