STANDARD CORE PERSONNEL DOCUMENT                                                                             Number:  9G713


AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD)

ORGANIZATION:

SCPD NUMBER:
9G713


SUPV LEVEL CODE:
8
COMP LEVEL CODE:  
073A


TARGET GRADE:
04
FLSA:
Non-Exempt


JOB SHARE:

CAREER PROG ID:


SENSITIVITY:
Noncritical Sensitive
BUS:



EMERGENCY ESS:

DRUG TEST:
Yes



KEY POSITION:

POSITION HIST:


__________________________________________________________________________________________________
CLASSIFICATION:  Security Guard, GS-0085-04  

DUTY TITLE:  

__________________________________________________________________________________________________
ORG & FUNC CODE:

1ST SKILL CODE:
100%          
ACT              Guard
2ND SKILL CODE:
      %
 
3RD SKILL CODE:
      %
__________________________________________________________________________________________________

SCPD DEVELOPED AND CLASSIFIED BY:  HQ AFPC/DPCMC, 10/02/03
CLASSIFICATION CERTIFICATION:  SCPD adequately and accurately reflects the local work situation to meet classification, staffing, and performance management purposes.
________________________________________________________           _________________

CLASSIFIER’S SIGNATURE


                   DATE

__________________________________________________________________________________________________

SUPERVISOR’S CERTIFICATION:  I certify that this Standard Core Personnel Document is an accurate statement of the major duties, knowledges, skills, and abilities, responsibilities, physical and performance requirements of this position and its organizational relationships.  The position is necessary to carry out government functions for which I am responsible.  This certification is made with the knowledge that this information is to be used for statutory purposes relating to appointment and payment of public funds and that false or misleading statements may constitute violations of such statutes or their implementing regulations.

________________________________________________________           _________________

SUPERVISOR’S SIGNATURE


                   DATE

__________________________________________________________________________________________________
PERFORMANCE PLAN CERTIFICATION:

[image: image1.wmf]Rater/Supv.

Date

Reviewer

Date

Employee*

Date


*Signature acknowledges receipt.  It does not indicate agreement/disagreement.

PURPOSE OF POSITION AND ORGANIZATIONAL LOCATION:  

The primary purpose of this position is:  To protect Federal property from hazards such as sabotage, trespass, theft, fire, and accidental or willful damage and destruction.

The organizational location of this position is:  

__________________________________________________________________________________________________
ORGANIZATIONAL GOALS OR OBJECTIVES:
The organizational goals or objectives of this position are:
__________________________________________________________________________________________________

DUTY 1:








%
Critical
Performs security patrols within and adjacent to restricted and controlled areas to include flightlines.  At the beginning of each shift checks operation of electronic alarm systems and receives report from security guard on the previous shift.  Either by foot or driving a motor vehicle, patrols installation perimeters, flightlines, office buildings, and industrial facilities to prevent unauthorized entry, theft or damage to government property.   Controls the movement of persons by checking identification credentials, including controlled/restricted area badges.   Detains and apprehends unauthorized individuals, using force if necessary, and promptly notifies supervisor and/or Security Forces.   Responds to violation and duress alarms and emergency situations as directed.  Conducts vehicle searches in accordance with prescribed directives.  Reports safety hazards and unsafe working conditions to supervisor. Performs closed circuit television surveillance as assigned.         

STANDARDS:
A.  With few exceptions, performs thorough patrols of buildings, facilities, installation perimeters, and flightlines.  

B.  With rare exception, reports evidence of theft or unauthorized entry in a timely manner.
C.  Nearly always conducts vehicle searches in accordance with prescribed directives.
KSA:  1, 2, 3, 4, 6  

__________________________________________________________________________________________________
DUTY 2:








%
Critical
Controls personnel access to restricted buildings, facilities, and areas.  Enforces specialized entrance controls for the buildings, facilities, or areas.  Controls entry by checking identification credentials, including controlled/restricted area badges.  Denies entry to unauthorized personnel.  Detains and apprehends violators who attempt to resist.  Examines contents of unusual packages being brought into restricted areas.   Checks authorizations for individuals to remove government property from facilities.  May operate metal and explosives detecting machines.  

STANDARDS:
A.  With rare exception, properly checks the specialized identification credentials of persons desiring entrance to restricted buildings, facilities, or areas.
B.  Typically responds to individuals who do not have proper identification credentials in a courteous manner.

C.  Routinely performs thorough examinations of unusual packages.

KSA:  1, 2, 3, 4, 6 

__________________________________________________________________________________________________
DUTY 3:








%
Critical
Performs traffic control duties.   Establishes cordons in areas around buildings or facilities affected by bomb threats or other emergencies.  Directs responding fire and emergency vehicles.  Directs traffic at designated control points.  Enforces applicable motor vehicle laws and/or traffic regulations.  Issues armed forces traffic tickets and Department of Defense violation notices.  
STANDARDS:

A.  Almost always promptly establishes cordons in areas affected by emergencies.  
B.  With few exceptions, properly directs fire and emergency vehicles.  

C.  Usually responds to traffic law violators in a courteous manner.
KSA:  4, 5, 6   

__________________________________________________________________________________________________
DUTY 4:








%
Critical

Performs administrative duties.   Maintains records and updates log books, events logs, and/or computer databases.  Prepares written reports of unusual occurrences, incidents, or conditions and any security violations found during patrols.  Assists in the preparation of investigative reports.

STANDARDS:

A.  Routinely maintains records and updates log books, events logs, and databases in an accurate and timely manner.

B.  Usually prepares accurate written reports in a timely manner.

KSA:  1, 6 
__________________________________________________________________________________________________ 

RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):  
1.  Knowledge of a standardized body of security guard operations, procedures, and terminology to perform guard work independently in a variety of fixed-post and patrol assignments.
2.  Knowledge of the rights of detained individuals.  
3.  Ability to learn organizational rules regarding the appropriate use of force to be used in the apprehension of persons.       

4. Ability to act decisively in emergency situations. 
5.  Ability to direct fire and emergency vehicles and restrict other traffic from entering areas in the vicinity of emergency situations.
6.  Ability to accurately update records and prepare reports; and communicate effectively, both orally and in writing. 

__________________________________________________________________________________________________

CLASSIFICATION CRITERIA:
Factor 1, Knowledge Required By The Position



Level 1-3
350 Points

-- Knowledge of a body of established rules, procedures, and methods of operating to perform independently the full range of security guard activities.

-- Knowledge of specialized operating requirements, methods, and procedures used in enforcing specialized personnel access controls; protecting and preventing unauthorized access to buildings, facilities or areas where stringent security requirements are in force; detaining violators who attempt to resist; and performing other guard duties requiring special training and experience. 

-- Knowledge of the appropriate use of force according to circumstances encountered during the performance of duties.

-- Knowledge of the rights of detained individuals. 

Factor 2, Supervisory Controls





Level 2-2
125 Points

The supervisor makes assignments by indicating generally what is to be done, the priority of assignments, and any special concerns or approaches to be taken by the employee.  The supervisor provides additional, specific instructions for new, difficult, or unusual assignments.  The employee carries out recurring assignments independently without further specific instructions about how to proceed.  The supervisor is consulted when unusual problems or unfamiliar situations present themselves.  Completed work is reviewed for technical adequacy, adherence to standard procedures and methods, and compliance with any special instructions.

Factor 3, Guidelines






Level 3-2
125 Points

Procedures, instructions, and numerous specific guidelines for performing assigned duties have been established. They include local manuals and handbooks that describe guard force jurisdiction, limits on authority to detain individuals, responsibilities for protecting property and persons, operating manuals for communications and other equipment commonly used by guards; and standing and special operating procedures for different posts of assignment.  The guidelines may be supplemented by special instructions, methods, techniques, and procedures.  The number and relationship of the guidelines requires the employee to use judgment in identifying and applying the proper procedures and techniques for application to specific actions when enforcing the law, protecting government property, or detaining individuals.  The employee also exercises judgment in making minor deviations from available guidelines according to the specific circumstances encountered at the scene of activity.  
Factor 4, Complexity






Level 4-2
 75 Points

The work includes various duties requiring the employee to perform related steps, processes, or methods for the completion of each assignment.  The employee performs such different tasks as controlling the entrance of persons to restricted buildings or areas, performing patrols, and detaining and apprehending persons.  The work varies depending on the rules or laws which apply to situations encountered and the nature of specific situations.  Each kind of assignment comes under the same general set of guidelines and procedures.  Decisions regarding what needs to be done involve assessing each situation as it occurs and determining the existence of and difference among situations.  The employee identifies the conditions involved and decides what kind of action to take, including the level of force required. 
Factor 5, Scope and Effect





Level 5-2
 75 Points

The employee performs a full range of security guard duties by following and executing specific rules, regulations, or procedures.  The work performed affects the secure flow of work processes and materials, and provides for a sense of personal security that enhances productivity of individuals in the work place.

Factor 6, Personal Contacts 





Level 6-2
25 Points
Personal contacts are generally with employees in the same agency but outside the immediate organization.  Contacts with members of the general public are conducted in a moderately structured setting.  Contacts typical of this level are with cooperative persons attempting to enter buildings or facilities without required identification, or cooperative persons stopped for traffic violations.
Factor 7, Purpose of Contacts





Level 7-1
 20 Points
The purpose is to obtain, clarify, or give facts or information such as straightforward explanations of established security procedures.
Factor 8, Physical Demands





Level 8-2
 20 Points

The work requires regular and recurring physical exertion such as long periods of standing, walking, bending, stooping, reaching, crawling, and similar activities.  Employees engage in such exertions when responding to alarms and walking foot patrols in and around buildings.  This position may require common physical characteristics and abilities and dexterity and the strength to pursue, apprehend, and detain uncooperative suspects.
Factor 9, Work Environment





Level 9-2

 20 Points

The work is performed in settings in which there is regular and recurring exposure to moderate discomforts and unpleasant work conditions, such as high levels of noise or adverse weather conditions during extended periods of foot patrol duty.  The employee may be required to wear protective clothing such as coats, boots, and vests.
__________________________________________________________________________________________________

Other significant facts pertaining to this position are:
1.  This position has been identified as a designated position under the Air Force Drug Testing Plan.  Incumbent(s) of this position are subject to the possibility of a random drug test.
2.  May be required to use firearms in performing duties.  Incumbent must be qualified in the use of required weapons.

3.  This position is covered by the Domestic Violence Misdemeanor Amendment (30 Sep 96) of the Gun Control Act (Lautenberg Amendment) of 1968.  An individual convicted of a qualifying crime of domestic violence may not perform the duties of the position.  

4.  May be required to work an uncommon tour of duty, to include nights, weekends, or holidays.

5.  May be required to wear special protective clothing such as coats, boots, or vests.

6.  May be required to operate a government vehicle in the performance of duties.
_________________________________________________________________________________________________
CLASSIFICATION SUMMARY:
CLASSIFICATION STANDARDS USED:  US Office of Personnel Management (OPM) Grade Evaluation Guide for Police and Security Guard Positions, GS-0083/0085, Apr 1988, TS-87; and US OPM Digest of Significant Classification Decisions and Opinions, Apr 1986, Number 08-05.  

FACTOR LEVELS AND POINTS:  1-3/350, 2-2/125, 3-2/125, 4-2/75, 5-2/75, 6-2/25, 7-1/20, 8-2/20, 9-2/20
GS-04 Point Range:  655 - 850  

Total Points:  835  

Grade:  GS-04
CLASSIFICATION REMARK(S):

1.  Headquarters Air Force functional offices are active participants in development of SCPDs and unless there are significant differences in duties and responsibilities, support implementation of SCPDs to all like positions in the Air Force.  SCPDs may be applied once mutually agreed upon by the supervisor and servicing classification specialist.

NOTE(S) TO USERS:

1.  Minor changes, including skill code shreds, may be made to fit local requirements, using the existing SCPD number, as long as the changes do not affect the classification or staffing patterns of the SCPD.

____________________________________________________________________________________________
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