
 WEEKEND BUILDING SECURITY CHECKS 

 GENERAL PROCEDURES 

 

FORM USED:   WEEKEND BUILDING CHECK FORM 

 

SUPERVISOR: DOUG MONTEY    HOME PHONE: (269) 468-3067/(231) 462-9732 

 CELL PHONE: 921-7797 
1. Any changes in Weekend Building Check Schedule must be approved by the 

Supervisor prior to the weekend. 
 
2. A different shape and/or color sticker will be located at the sites listed on 

the Weekend Report Form in each building.  You are to take one sticker from 
each location, initial it, date it and apply it to the proper space on the 
report form.  Blossomland Learning Center only:  Complete pool test and 
record results on Weekend Report Form.   

 
3. As you approach the building observe the building and surrounding area.  Do 

an exterior building inspection.  Check for ladders around the perimeters of 
the building or anything that could be used as a ladder.  If you find any 
open windows or doors, return to your vehicle and go to a phone and call 911 
for assistance.  Open the building to allow a law enforcement officer to 
inspect for intruders.  Call the Supervisor after calling 911. 

 
a. After the exterior of the building is inspected, check all interior doors 

and windows to ensure they are locked/secured, roof hatches closed, check 
ovens, stoves, refrigerators, freezers, boilers and  exhaust fans. 

 
b. Please be alert for unusual noises, alarms, unusual odors, doors that are 

ajar, blocked exits.   
 

c. On the Weekend Building Check Form make notes of anything out of the 
ordinary that is not serious enough nature to call the Supervisor. (security 

lights out, exit lights outs,  etc.) 

 
4. Report any damage to building (immediately to Supervisor):  glass breakage, 

door damage, roof leakage, plumbing leakage. 
 
5. Note dates and times on Weekend Building Check Form during the winter months 

when you observe parking lots that have been cleared of snow or in need of 
plowing.   

 
6. Return report form to Supervisor first thing on Monday. 

BE OBSERVANT as you approach the building, check the exterior of the building and surrounding area for 

problems (missing equipment, additional equipment, suspicious people, open doors, open windows or ladders around 

perimeter of building).  Safety should be your priority.  Contact law enforcement for assistance if necessary, and/or call 

the Supervisor.  Whenever you encounter unauthorized persons, do not confront them, contact law enforcement 

(911) for assistance if necessary, and/ or call the Supervisor.  Document the incident in writing including the date, time, 

location, description, etc.  If you have any questions regarding this information check with me immediately.  

 

 REMEMBER:  OBSERVE & SECURE! 
S Safety comes first!   
E Exterior Building Check   
C Complete your interior building check 

U Unusual circumstances--Be Alert!! 

R React responsibly and appropriately by calling when necessary your Supervisor and/or law enforcement 

E Explain any unusual observations and/or things out of place on your Weekend Building Check Form 
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