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1 Purpose

The purpose of this procedure is to describe the duties of the security guards contracted and
deployed within the ERLSB premises.

2 Scope

This procedure applies to the third party security personnel engaged in the KRU, at the
stations/terminals and along the track perimeters. The third party security personnel’s shall
include:-

o Security Manager (Third Party Management)

e Security Officers / Supervisors

» Security Guards

This procedure is accessible in EDMS and E-MAS portal'; a hardcopy will be handed over to the
appointed third party security contractors for reference.

3 Definition / Abbreviation

Terms Description
ERLSB | Express Rail link Sdn Bhd (375839 — H)
E-MAS ERL Maintenance Support Sdn Bhd (498574 -T)
EDMS Electronic Documentation Management System |
SAS E-MAS Safety & Security Department
0ss | E-MAS Station Supervisor
CSM ERLSB Customer Service Managers inclusive Ticketing Officer
; An unplanned or uncontrolled event giving rise to death, ill health, injury or
| Accident d
| amage to property
' . An unplanned, uncontrolled event, which under different circumstances could
Incident ; .
have resulted in an accident _
Kompleks Rel Udara, Salak Tinggi — depot and management center including
KRU buildings and facilities for administration and maintenance, workshops, plants,
stabling and open yard. o
ERLSB Means all buildings and facilities for the KLIA Ekspres & KLIA Transit services
réniises including stations at KL Sentral Terminal, KLIA and KLIA 2, intermediate
P stations, tracks perimeters and KRU.

" E-MAS internal portal (http://express50/e-mas_portal/SAS%20PROCEDURES html)
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4 Procedure

4.1 Reporting

4.1.1 Security guards at KRU
The security guards at KRU report to the SAS Supervisor.

4.1.2 Security guards at the Stations and Terminals

Generally, all security personnel shall report to the SAS Supervisors on duty.

The security guards deployed at station which manned the Ticket Offices and Automated
Collection Gates (ACG) shall adhere the instructions received from the CSM and/or OSS
on duty.

The CSM, OSS and the SAS liaise in order to keep each other informed.

4.1.3 Security guards at Lineside Track

The security guards deployed at lineside along the mainline shall report to the SAS
Supervisor.

4.2 Security Guard Duties at the Kompleks Rel Udara (KRU)

‘ 4.2.1 Control area
Two security guards are permanently deployed at KRU. They are based at the guardhouse
and their duty is to control access to and exit from KRU.
During the times specified, one of the security guards has the duty to: -
i. Patrol the KRU area.
‘ i. Clock the punch card located at the designated location.

iii. Update the logbook.

4.2.2 Entry of ERLSB, E-MAS and other authorized personnel to KRU

e The gate must be kept closed and shall be opened after the security check has been
completed. If there is a queue of vehicles, the gate may remain opened, but one of the
security personnel’'s must give the drivers a sign to stop.

e Check that the vehicles have a valid car sticker before allowing the vehicles to access
the area.
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4.2.4

4.2.5

4.2.6

427

428

Cars without valid car sticker

e The gate must be kept closed and shall be opened after the security check and
registration has been completed. If there is a queue of vehicles, the gate may remain
opened, but one of the security personnel’s must give the drivers a sign to stop.

e Register all cars without a valid car sticker in the guard's logbook register.

e Provide the drivers with the VISITOR FORM and advise them to return it when leaving
the premise.

e Advise drivers that they must park their cars at the parking lots provided near the
Administration Building.

e Inform drivers that the speed limit within the KRU is 30 km/h.

Access of Visitors, Contractors & Supplier

e Check with the visitor, contractor & supplier who they wish to see.
e Confirm with the person to be visited.

e Fillin the guard's logbook register.

= Provide the Visitor Form.

e Advise Visitors/Contractors to read the Security Instructions on the
Visitor Form and to acknowledge by signing.

e Remind the visitor/contractor/supplier to get the acknowledgement the person they
meet in the Visitor Form.

Leaving KRU
o Identify staffs, visitors, contractors and suppliers.
e Check the contents of the vehicle including trunk/boot.
e Collect and ensure that the Visitor Form is signed before allowing the vehicle to leave
the area.
Patrolling KRU

e One guard shall patrol KRU at the specified times.
¢ Check that persons met within KRU display a valid identification pass.

e Report any persons unable to identify themselves as staff, visitors, contractors and
suppliers to the SAS.

Nighttime and Weekends

e Visitors, contractors and suppliers are not allowed to access KRU except accompanied
by staff or special arrangement/approval has been made.

e Contractor personnel must be in possession of a Contractors Identification Pass.

Accidents / Incidents

e All accident/incident must be reported immediately to OCC and subsequently submit
the written report to SAS.
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] 4.3 Security Guards Duties at KLIA & KLIA2

4.31 Control area

A control area is defined at KLIA and KLIA2 whereby two guards are assigned at the ERL
| platform at Automated Collection Gates (ACG) sections.

‘ 4.3.2 Automated Collection Gates (ACG)

e Advise passengers on departing or arriving trains.

s Collect found items and hand over to the CSM.

e Advice passengers stand clear of the yellow line.

e Assist CSM personnel in crowd control.

e Assist CSM personnel whenever asked to do so.

= Intervene in cases of vandalism in his control area.

e Look out for suspicious persons loitering at the Ticket Office and TVM.

e Ensure that unauthorized persons do not enter the Baggage Handling Area.

e Ensure that unauthorized persons do not stay in the disserved area at the end of the
platforms.

4.4 Security Guards Duties at KLS

441 Control areas
Control areas at KLS are:

1. Departure & Arrival Forecourt (Drop-off zone)
2. Departure Check-in section

3. Departure ACG

4. Departure Retail Areas

5. Arrival ACG

6. Arrival Retail Areas

7. Transit ACG

4.4.2 Departure & Arrival Forecourt (Drop-off zone)

e Control traffic on the forecourt and keep clear from unauthorized parking.

e Control the traffic movement in/out of the area to ensure smooth traffic flow.
e Control the designated parking space for taxis, hotels shuttle and limousine.
e Direct delivery vehicles to the designated areas.
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4.4.3 Departure & Arrival ACG

Supervise the Express ticket barriers.

Supervise the exit ticket barriers.

Prohibit unauthorized persons from entering through the exit gates.

Assist CSM personnel in crowd control.
Advise passengers on departing and arriving trains.

Ensure staff including contractors’ staff display their identity pass.
Assist CSM personnel whenever asked to do so.
Intervene in cases of vandalism in the assigned control area.
Look out for suspicious persons loitering at the Ticket Offices and TVM.

4.4.4 Departure & Arrival Retail Areas

e Look out for suspicious persons loitering at the assigned control area.

Intervene in cases of vandalism in the control area.
e Strive to ward off theft or robbery.
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4.45 Transit Automated Collection Gates (ACG)

e Supervise the Express and Transit ticket barriers respectively.

e Assist CSM personnel in crowd control.

o Advise passengers on departing trains.

¢ Ensure staff including contractors’ staff display their identity pass.

e Assist CSM personnel whenever asked to do so.

¢ Intervene in cases of vandalism in the assigned control area.

e Look out for suspicious persons loitering at the Ticket Offices and TVMs.

4.5 Security Duties at the Intermediate Stations BTS, PJS and STS
4.5.1 Control areas
Control areas at BTS, PCS and STS are defined at Ticket Office and ACG.

4.5.2 Ticket Office / Ticket Barriers

e Supervise the ticket barriers.

o Advise passengers on departing trains.

e Ensure staff including contractors’ staff display their identity pass.

e Assist CSM personnel or OSS on duty in crowd control.

e Assist CSM personnel whenever asked to do so.

® Intervene in cases of vandalism in the assignhed control area.

e Look out for suspicious persons loitering at the Ticket Office and TVM.
o Prohibit access to the platforms to trespassers on the railway.

4.6 Security Duties along the Line

46.1 Control areas
The control sections for line guards will be identified according to the prevailing risk level.

4.6.2 Line Guard’'s Duties

e Patrol the assigned control section as specified by the SAS.

e Check for trespassers on or near the line.

e Check the integrity of the fencing including the emergency access gates.
e Intervene in cases of vandalism in the assigned control section.

e Strive to ward off trespassers on the railway and warn trespassers of the risk to their
lives.

¢ Report any observations and occurrences to SAS.
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4.7  Working Guidelines

Guidelines for working at terminal and intermediate stations for security guards are available in
appendices. Guidelines requirements will be briefed by SAS to the PIC.

5 Appendices

Appendix 1 : Guidelines For Working at KL Sentral Terminal (G00.OMZ.M15400.CZ.1012.%)
Appendix 2 : Guidelines For Working at Intermediate Stations (G00.OMZ.M15400.CZ.1013.%)
Appendix 3 : Guidelines For Working at KA & KIA2 Terminals (G00.OMZ.M15400.CZ.1014.%)
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Appendix 1: Guidelines For Working at KL Sentral Terminal
REMAS P E-MAS
il Wl Secusity (husdy Lank Weat Sseurlly Guardy
Giusdadisint Far Werking AL EL Sentis Gharis Pamduan Barkeris DLEL Sentrd]
o4y [T Boleh Tielalt Boleh
1. Must ke propeely attlred | 1. Mot allowed to sleep while on 1. Mests berpakalan kemas Thlak dkbanardcan tidur semass
{uniform, shee, tdentity card) duty (uniform, kasut, kad bertugas.
2. Fhysical apgearances {tardiness, | 2. Not allowed to eat at public area pengenalan).
iflugi plish while on duty 2. Penampllan fizlkal (kekemasan, | 2. Tidak dibenarkan makan dl
3. Follow instructlon from | 3. Mot allowed to play with 1T ___chlpding. tempat awan semasa bertugas
Immadiate Superuisor, ERLSB/E- gadgst or hand phone while on 3. Menglkut  arahan  dasipada | 3. Tidak dibenarkan bermaln gajet
WAS appointed representatlves ity 1] penyelia, wakdl yang dilantik oleh I atau telefon bimbit semats
4. Raspending to dlistress call 4. Nar allowed to ke rude to any ERLSB/E-MAS. hariugal
' s, s1affs or contractors 4. Menjawab panggllan kecemasan . Tidak dibenarkan berkelakuan
5. Report ta tlcketing ccunter of | 6. riot allowed to smoke Inside kasar kepada penumpang, staf
any wn-authorlzed entry urmping saabion. atauw konbrakics.
L e} 5. Melaporkan sebarang | 5. Tldak dibenarkan untuk merokak
6. Guard must not work &xceeding | 6. Off duty guard not altowed 1o hamandan g bedak di dlatarn s1mses.
1zhours {If exceed due to mingle at other dasignated pest dinemariian ke kaunter flkel
avertine, max dhours altowed) 8. Pengawal mestllah berker]a tidak | 6. Pengawal yang tidak bertugas
7. Pawrol at retalls  area  after | 7. tiot allowad to laave asslgn post leblh dari 12 jam (jika melebihl tidak dibenarkan untuk barada di
passengers have cleared from tefora raplacement s1aff arrives disebabkan kerJa lebth masa, pos lala yang telah ditetapkan.
ALG Arrival {only apply to guard niaksimum hanya 4 Jany yang

stand by at Exgress Arrlval) dibenarkan}.

I -
8. Diract passangers to tlcketing | 9. Mot allowed to physically handle 7. Membuat rondaan di kawasan | 7. Tidak dibenarkan untuk
| countar In case thera Is a ticketiog passengar or any mamkeer of the pernlagaan setelah penumpang meninggalkan pos yang telah
problem public keluar darl *ACG Jerval® (bagl ditetapkan sehlngga staf gantian
| pengawal bertugas di ‘Express tlha.
HamE Passpoct/ID: Jertilty
B ’ 8. Mengarah penumpang ke | 8. Tidak dibenarkan untuk
Signature: Date: kaunter tiket Jlka penumpang mengendal} secara fizlkal
mengalaml  sebarang  masalah terhadap ARNE TS
herkenaan tiket geaumpang stau orang awam
[ ETL 1% PassportfiD!
Tandatangan: Tadiid

.Prepared by: door Hispan
Mederente ne. : GOOCHALMISAN0 CE101EA

2 A8 ¥
Reference no.: GOO.OMZ.M1S400.C21013.4
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Appendix 2: Guidelines For Working at Intermediate Stations

B EMAS BEMAS

SERING Sscurity Guards SEMED Security Guardy
Guidednes For Worhlng AL I0tarmediete Slatlind Garis Pandwan Berkeris 06 Stesen Penergahds
Ba's [ Baoleh Tidak foleh
1. Must ke properly attlred | 1. Mot allowed te slzep white on 1. pdestl berpakalan keemas | 1 Thlak dkbanarean Thlur semasy
[uniferm, shae, Identity card) duty {unlform, kasut, kead bertugas.
2. Physical appearances {tardiness, | 2. Mot allewsd to eat at public area E:nzm.hn:l.
chgciphes| while on duty 2. penampllan flzlkal (kekemasan, | 2. Tldak dibenarkan makan di
3. Fellow Instruction from | 3. Mot allowed to play with IT disiphn], tempat awan semasa berupes
Imimediate Supervsor, ERLSB/E- gadget or hand phone while an 3. tMengikut  arahan  darlpada | 3. Tidak dlbenarkan bermain gajet
1 MAS appainted rapresentatlvas ity penyella, waklt yang dllantik IT atau telefon blmbit semasa
4. Responding to dlstress call 4. Mot allesed to he rude to any oleh ERLSB/E-MAS. Besriugas
passengers, staffi or contrackors 4. Men|awab pangailan kecemasan | 4. Tidak dibenarkan beskelskuan
5. Report to tickating counter of | 8. Mot allowed Do gmoka nsde kasar kepada penumpang, staf
any un-authorized entry statian. __aeau hontrakior.
[pamiging gale} 5. Melaporkan seba?ang 5 Tidak o Erarkan ik
€. Guard must nat work exceeding | 6. Off duty guard nat allowed ta bemasukan vang Eirlak manoked ol dalam esan.
12hours [If exceed dus to mingle at other dasignated post dibenarian  kepada  kaunter
___ovartime, max Jhours allowed) kgt
¢ Famml @ rerals oarea afer | 7. Naotallowed to leave assign post 6. Pengawal mestilah berkera | 6. Pengawal yang tidak bertugas
passengers have ceared from before reptacement staff arrlves tldak lebih dan 12 fam (lka tldak dlbenarkan untuk berada
[ ] melebihi disebabkan ker]a l2blh di  pos laln  vang telah
& Direct passengers to ticketing | 8. Nat altowed te physically handle mas3, maksiroum hanya 4 jam ditetapkan.
counger W case fhes & 8 passengar ac any meniber of tha yang dibenarkan).
tlcketing problam publkc 7. Mengarah  penumpang ke | 7. Tidak dibenarkan untuk
kaunter tiket jlka penumpang meninggalkan pos yang telah
mengalami  sebarang masalah ditetapkan szhingga staf gantian
Heme: PassportfID: barwgnaan iikst tiba
[ 9. Tidak dibenarkan untuk
Slgnature: Dale: mengendall  secara  fizika!
terhadap AN 3 MMy
’ DENUNGIng Bau Srang Mam
Pk Passport/ID:
Tandatangan: Tanih.
Pragared by: Noor Hlsva;n Prepared by: Moar Hls-,'amm o
Relerence no. GOOCME M1 SSC0.CEI00LA Referenca no.: GOO.OMZMISJ00.CZ1012.A
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Appendix 3: Guidelines For Working at KLIA & KLIA2 Terminals

E-MAS

SEREAD Socudity Guards

EMAS

ZEBIAD Sacurity Guards

r i I L1¥) Garls Panduan Berker[a (3 KLIA f KLIAS
Duo's Daon't Balah Tidak Baleh |

1. Must ke properly attired | 1. Not allowed to sleep while on 1. Mestl berpakalan bamat | 1, Tida dibssnackan taur sEmais

{uniform, shoe, Identity card] uly {unlforen, kasut, bad bartugas.
2. Physical appearances {tardlness, | 2. Not allowed to eat at public area penpEniling

discipina] witla oo ducy 2. penampllan flzikal (kekemasan, | 2. Tidak dlbenarkan  makan i
3, Follow REEIUCTion fram | 3. Not allowed to play with 1T dlsiplin. 1EMAat 3wam sernasa benugis

Immediate Sugervisor, ERLSB/E- gadget or haad phone whilz on 3. miengikut  arahan  daripada | 3. Tidak dibenarkan bermaln gajet

MAS appointed rapresentatlves duty penyelia, wakll yang  dilantik IT s Pelsdan Bt Eenase

4. Responding to dlstress call

_ Mot allewed to ha rude to any

passengers, staffs or contractors

5. Repoft to ticketing counter of

. Mat alfowed to smoke inslde

oleh ERLSB/E-NMAS.

bectugas.

4. hlen|awahb panggilan kecemasan
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