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ESSENTIAL/NON-ESSENTIAL FUNCTIONS
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SPECIAL/ADDITIONAL REQUIREMENTS AND DESIRABLE QUALIFICATIONS

PERSONAL CONTACTS

EMPLOYEE ACKNOWLEDGEMENT
I have read and understand the duties and requirements listed above, and I am able to perform these duties with or 
without an accommodation. (If you believe an accommodation may be necessary, or if unsure of a need for an 
accommodation, inform the hiring supervisor or the Accommodations Coordinator at Accommodations@cde.ca.gov.) 

EMPLOYEE NAME EMPLOYEE SIGNATURE DATE

MANAGER/SUPERVISOR ACKNOWLEDGEMENT
I certify this duty statement represents a current and accurate description of the essential functions of the position. I have 
discussed the duties of this position with the employee and provided the employee a copy of this duty statement.

MANAGER/SUPERVISOR NAME MANAGER/SUPERVISOR SIGNATURE DATE

HRD C&P ANALYST HRD APPROVAL DATE EFFECTIVE DATE DATE UPLOADED

This form will be kept in the employee's Official Personnel File.

Original - Classifications & Pay Office Copies - Employee and Supervisor
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	CDESeal: 
	: 
	PRLogNum: 
	Classifications: Security Guard
	WorkingTitle: Security Guard
	Branch: State Special Schools Services Div
	Division: California School for the Deaf, River
	Office: Security Services
	CBID: R15
	WWG: 2
	PCN: 
	PositionNumber: 205-301-1985-002
	City: Riverside
	Probation: 6 Months
	Tenure: Permament
	TimeBase: Full-Time
	Bilingual: No
	Telework: Not eligible for Telework
	SafetySensitive: Yes
	ConflictofInterest: No
	GeneralDuties: Under the direction of the Director of Student Life and/or Assistant Director of Student Life, provide security to CSDR property by conducting regularly scheduled rounds of the CSDR campus as determined by school policy. 
	ConductExp: All employees are expected to work cooperatively with others, maintain regular, consistent, predictable attendance, and possess integrity, initiative, dependability and good judgment.
	SupervisorRec: Assistant Director of Student Life
	SupervisorEx: None
	WorkingConditions: This position may require working long shifts or irregular hours.  Incumbent should have the physical endurance to maintain alertness and focus throughout their shift. ie: day shift, evening shift or overnight shift.  (6am to 2pm, 2pm to 10pm, 10pm to 6am). Must also be able to work a long shift (10am to 10pm or 10pm to 10am).  Have the ability to walk for extended periods of time to do campus door and building checks.  Must be able to drive an electric and/or gas cart to patrol campus.  Be able to work indoors and outdoors, be able to lift 25 pounds or more.  Be able to visually monitor security cameras which may involve extended periods of sitting.
	TimeRequired1: 40
	Duties1:  Makes rounds of inspection at fixed and/or varied intervals securing doors and windows.  Performs regular door and building checks.  Keeps current with on-campus visitor authorizations and facility reservations.  Submits daily written security reports, including special reports for unusual conditions if required.    
	TimeRequired2: 40
	Duties2: Monitors security cameras.  Monitors, opens and secures gates.  Opens and closes/locks gates according to schedule, after hours, for staff, students and visitors and for special events.  Daily posting and removal of flags.Observe and make reports of any trespassing on the campus by unauthorized persons. Investigates and reports unusual conditions such as plumbing, electrical equipment malfunctions, or burned-out lights.
	TimeRequired3: 10
	Duties3: Assists CSDR staff and the Fire Department during fire alarms including directing the fire department to the affected areas and/or resetting the alarms.  Places the fire alarm in test mode or takes it off line in the event of a system miscommunication or error.  Communicates with the fire alarm monitoring company.  Acts as a liaison between the Fire Department and CHP.
	TimeRequired4: 5
	Duties4:      Informs appropriate staff when students are out of their cottages after scheduled bedtimes or are engaged in any     kind of misbehavior.  
	TimeRequired5: 5
	Duties5:      Escorts or transports ill and/or injured students to the infirmary.  
	TimeRequired6: 
	Duties6: 
	AdditionalReq: Be accountable for the general monitoring of CSDR property.  Ensure the school environment is safe and sound.  Represent CSDR with intelligence and decorum when dealing with students, staff, parents and the public.  Adopt a team attitude toward co-workers and work for the mutual interests of the CSDR community.  Dress professionally and appropriately for the job utilizing a security uniform and attire.  By signing this duty statement, the employee understands and adheres to all policies and procedures related to Mandated Reporting of Suspected Child Abuse and Dependent Adult Abuse.
	PersonalContacts: 
	EmployeeName: 
	EmployeeSignature: 
	EmployeeSignatureDate: 
	ManagerSupervisorName: 
	ManagerSupervisorSignature: 
	ManagerSupervisorSignatureDate: 
	CPAnalyst: 
	HRDApprovalDate: 
	EffectiveDate: 
	UploadedDate: 



