
Page 1 of 7 

 

GLENMARIE COVE DEVELOPMENT SDN BHD 

  

STANDARD OPERATING PROCEDURE FOR SECURITY (“SOP”) 

 

 

A.  General Definitions 
 
1. The Security Management Company (“SMC”) is the company appointed by 

Glenmarie Cove Development Sdn Bhd (“the Management Company or the MC”) 

to provide the security guards and services in Glenmarie Cove (“GC”).  

 

2. The SMC must be duly registered with the Ministry of Home Affairs and other 

governmental agencies, as appropriate. 

 

3. The SMC shall report to the MC and shall also liaise with a designated 

Committee Member of the Glenmarie Cove Residents and Owners Association 

(“the DCM”). 

 

4. “Common Property” shall refer to so much of the land in GC  as is not 

comprised in any individual parcel belonging to an Owner or the Developer of 

GC and all the fixtures and fittings, facilities and installations used or capable 

of being used or enjoyed in common by all the Residents.  

5.  “Owner” refers to a person who owns a property in GC and who has legal title 

of the same. 

6. “Visitor” or “Guest” refers to any person, including contractors, deliverymen, 

servicemen, etc., whose presence in Glenmarie Cove is at the invitation of a 

Resident. 

7. “Lessee” refers to any person, who is for the time being leasing one of the 

properties and who is also residing therein. 

8. “Resident” refers to a person who is either an Owner or a Lessee and who is 

presently residing in GC. 

 

B.  Responsibilities of SMC  

 
1. To provide 24 hours of effective security coverage  to safeguard the wellbeing of 

Residents and their property in GC as well as the property and premises in all 
common areas in GC. 
 

2. To ensure that all security guards and officers assigned to GC are adequately 
trained and are knowledgeable about the contents of this SOP. For this purpose, 
SMC shall undertake the translation of the SOP into Bahasa Malaysia and other 
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appropriate foreign language(s). For avoidance of any doubt, the English version 
of the SOP is the official version. 
    

3. To prevent unauthorized entry into the premises by the use of proper access and 
exit procedures approved by the MC in consultation with the DCM. 
  

4. To maintain a register of Visitors and vehicles entering and exiting GC and to 
keep such records for a minimum period of ____________. 
  

5. To record any irregularity, unusual occurrence or incident in a bound record book; 
this record shall be kept for a minimum period of _____________. SMC shall 
report such events to the MC and DCM immediately or by the following day, as 
appropriate. 
 

6. To ensure that the main guard house and all security posts are kept clean and 
tidy at all times. 

 
7. To conduct regular checks and patrols of the premises as required in Section 

D.2(a). 
  

8. To protect equipment and properties against acts of vandalism, theft or sabotage. 
  

9. To maintain a high standard of discipline and smartness in appearance of the 
guards at all times. 
 

10. To ensure that a Duty Officer shall be present in GC at all times. 
 

 
C.  Responsibilities of Security Guards and Officers 
 
1. Guards and Officers engaged by SMC must perform their duties diligently at all 

times. 
 

2. All guards and Officers are to report for duty fifteen (15) minutes before 
commencement of duty for roll call and briefing and must not be under the 
influence of alcohol or any drug while on duty.  

 
3. Guards on duty must be neatly attired in full uniform, well pressed and fully 

buttoned up. The full uniform shall comprise the following items: 
 

 Security Uniform 
 A headgear (hat,cap or beret) 
 A name tag 
 Two(2) Pair of socks 
 A pair of black leather shoes 
 A whistle 
 A truncheon 
 A notebook and a pen 
 A torch light 
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 A fully serviceable walkie-talkie 
 

4. Guards must record the time of their arrival and departure in a punch card; such 
cards to be endorsed by the Security Officer on duty. 

 
5. Except to render assistance in an emergency, a guard must not leave his 

assigned post before the arrival of another guard to relieve him. The Security 
Officer on duty must be notified immediately of the emergency situation. 

 
6. Guards must always be courteous, polite and tactful, but also firm, when dealing 

with Residents and Visitors. If a guard encounters rude or difficult Residents or 
Visitors, he shall alert the Security Officer immediately for assistance. 

 
7. Smoking, drinking, eating and the use of mobile phones while on duty are strictly 

prohibited. All such activities may only be done in an inconspicuous manner            
during break times. 

 
8. Guards and Security Officers serving inside the guard house must be properly 

attired in accordance with Section C.3 above. 
 
9. Except on official matters, security guards must not indulge in idle talk with any 

Resident (including his domestic helper, driver or gardener), Visitor or staff of MC. 
 

10. Guards must immediately report to the Security Officer any unusual occurrence 
or suspicious activity. If a guard encounters a difficult situation while on duty, he 
shall immediately request for assistance from the Security Officer. 
 

11. Guards and Security Officers on duty are not permitted to invite any acquaintance 
or relative into GC.  

 
 
D.  Operations 
 
 

1. Main Guard House (Boathouse): 1 Supervisor & 3 Guards 
 

a. Only vehicles with a valid access card are allowed entry through the Residents’ 
lane. 
 

b. Any person (including a Resident) in a vehicle without a valid access card must 
register at the main guard house. All registered vehicles shall use the Visitors’ 
lane. 
 

c. Vehicle Entry and Exit Procedure 
 

i. In the case of a Resident who is unable to furnish a valid access card, the 
guard must obtain proof of status by inspecting the NRIC or driver’s licence of 
the Resident, the current car sticker displayed on the windscreen and check 
that the name and vehicle registration number tally with the record of the 
Resident kept on file. The Resident shall be issued a Visitor placard in the 
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absence of a valid car sticker to facilitate exit. 
 

ii. In the case of a Visitor, the guard must call the Resident (at least 3 attempts be 
made) to obtain permission for the Visitor to enter the premises. If the guard is 
unable to speak with the Resident or another authorized family member, such 
as the spouse, the Visitor must be denied entry. 
 

iii. Upon confirmation by the Resident, the guard will register the name, NRIC and 
vehicle number of the Visitor, the number persons in the vehicle, the house 
address to be visited, time and date. At the same time the guard shall inform 
the Visitor he must be accompanied by the Resident if the purpose of the visit 
is to use an amenity within the premises. 
 

iv. A Visitor who refuses or is unable to furnish the documents needed for 
registration purpose shall be denied entry unless the Resident comes in person 
to fetch the Visitor. The Resident shall, if necessary, be required to offer proof 
of his identity. 
 

v. Where a request in writing has been made to the SMC by a Resident to not 
register his Visitor(s), the guard shall at the very least record the gender of the 
Visitor(s), the vehicle number and the number of persons in the bound record 
book. The Resident must come in person to fetch the Visitor. The Resident 
shall, if necessary, be required to offer proof of his identity. 
 

vi. The guard shall issue an appropriate ‘visitor placard’ to all Visitors; such 
placard to be displayed on the dashboard of the vehicle. 
  

vii. Upon leaving, a Visitor must return the temporary placard issued to him on 
entry. If a Visitor loses the placard, he shall pay the prescribed fine before the 
Visitor is allowed to leave the premises. 
 

viii. The time of exit by a Visitor shall be recorded in the register. 
 

ix. In the case of construction workers (whether new constructions or major 
renovations), only those workers with unexpired pre-approved passes shall be 
allowed into the premises. These pre-approved passes shall have been issued 
by MC upon its approval of the building works pursuant to the GC House Rules 
and the construction guidelines published by MC. 
 

x. For minor renovation or repair works, upon confirmation by the owner at home, 
the guard shall allow the worker entry after completing the Vehicle or Walk-In 
procedure. 
 

xi. Except for emergency maintenance and repairs, no other construction worker 
shall be allowed entry on Sundays and public holidays. 
 

xii. In exceptional circumstances and upon the request by the Resident, the MC 
may allow the delivery of machinery or materials to a construction site after the 
6:00 pm. MC shall inform the SMC of any such approval to facilitate the entry of 
the delivery vehicle(s).  
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d. Walk-in Visitors 
 

i. The same procedures as in Section D.1(c) shall apply for the registration of 
walk-in visitors. 
  

ii. Domestic helpers are not allowed to enter unless the Resident is around or a 
prior arrangement has been made between the Resident and the SMC; such 
arrangements shall include the provision of a current passport-size photo of 
the domestic helper for identification purpose. 

 
e. MC to Provide 

 
To facilitate the smooth running of the vehicle or walk-in entry procedures, the 
MC shall provide the SMC: 
 
i. An updated Register of Residents which contains, in respect of each 

household, the names of the Resident, the spouse, children and other family 
members living therein and their contact telephone numbers, where available. 
In addition to a hard copy, SMC shall also provide a searchable file in a 
commonly used format like Microsoft Word or Excel with editing disabled. 
 

ii. A road map with street names to assist the guards when giving directions to 
Visitors. 
 

iii. A copy of the permit or authorization for major building or renovation works. 
 

iv. Placards for various categories of Visitors imprinted with the instruction to 
display the placard on the vehicle dashboard, surrender the placard on exit, 
prescribed fine for loss of article and a warning about the penalty for 
indiscriminate parking of vehicle 
 

 
2.  Patrolling Duties 
 

a) Guard Rotational Policy –  
 
     To be provided by SMC, MC 
 
 
 
 
b) A patrolling guard’s duties are: 
 
i. To stop/detain anyone committing an offence or breaking any rule in force. 

 
ii. To check the premises and perimeter fencing to determine whether there is a 

breach of security and to immediately report any such breach to the Security 
Officer. 
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iii. To ensure that vehicles are properly parked in an authorized area.. 
 

 A vehicle parked haphazardly in an authorized area or parked in an 
unauthorized area (designated clamping zone) may be clamped by the 
guard and be released on payment of the prescribed fine. Before the clamp 
is applied, the guard shall try to determine whether the vehicle owner is 
nearby so he/she may be asked to remove the vehicle. MC shall place a 
warning notice at designated clamping zones. MC and the DCM shall jointly 
determine the clamping zones. 
 

 The guard shall report any Visitor who habitually drives recklessly or parks 
his vehicle in discriminately. Upon receipt of such information, MC shall 
notify the Resident concerned and issue a warning that the Visitor shall not 
be allowed entry in a vehicle if the conduct persists. 
 

iv. To conduct checks at the various amenities to determine whether Visitors are 
accompanied by the Residents concerned. The guard shall politely request an 
unaccompanied Visitor to leave the amenity. The Guard shall report to the 
Security Officer where an unaccompanied Visitor refuses to leave the amenity 
and the Security Officer shall notify MC and DCM of such occurrence. MC 
shall notify the Resident concerned that his Visitor shall be refused entry into 
any amenity if the House Rule is breached again. 
 

v. To clock in at predetermined clocking points set jointly by SMC, DCM & MC. 
Refer to Appendix A. 
 

vi. During holidays and weekends and after office hours, security personnel 
should ensure that the common buildings & facilities are secured and the lights, 
air conditioning are switched off. To report such energy wastage in the Station 
dairy for the attention of the Security Officer. 
 

vii. The Security Officer shall daily at 1730hrs inspect the premises to ensure that 
building workers have stopped work or are in the process of winding down 
work.  The Security Officer shall report to MC any Resident’s and/or 
Contractor’s refusal to comply with the 6:00PM stoppage order. MC shall warn 
Resident that the workers shall be barred from entry if the House Rule is 
ignored. 
 

viii. The patrolling guard shall report to the Security Officer any damage to property 
in the common areas (such as plants and trees, lamp posts, gates and fencing, 
fitness equipment, swimming pool), malfunctioning electrical fittings and 
equipment including light bulbs, barrier gates and CCTV. 
 

 
REGULAR REVIEWS 
 
The MC, SMC and the DCM shall meet at regular intervals to discuss areas where 
improvements or modifications to the SOP are deemed necessary. 
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DEPLOYMENT OF GUARD FORCE 
 
Morning Shift Guards Deployment (15 Guards & 1 Supervisor) 
 
 
Night Shift Guard Deployment (15 Guards & 1 Supervisor) 
 
 
APPENDIX A 
 
CLOCKING POINTS 
 


