Welcome To
K4 Security

K4 is distinctive from any other security
company because we ensure that the
security personnel we provide to our
client are of the high calibre.
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INSTRUCTIONS

Please make sure that you follow the
instruction that all staff need to follow
before going to cover any assigned
site, unless any special instruction are
forwarded by the administrator to
follow for any shift.
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PARIM |=

e You can pick and .

choose the
K4 uses PARIM system o] available shifts for
which allows you flexible the whole month. :
working hours. i s

e This gives you the
freedom of taking
the days on and off
by marking yourself
available and

unavailable.

Sunnyhill Farm Stafford sites
Dog Handler

e Login to Parim and
apply for upcoming
shifts.

® 19:00
Sunnyhill Farm Stafford sites

Dog Handler
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® 22:30
KEWSWORTH FARM

Dog Handler
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RULES

e Make sure that you apply for the
shift once you intend to attend it
to avoid disciplinary

e You can see the postcode and
timings before booking for the
shift

e Once shift is accepted you will
receive a confirmation message
with all the instructions which
you should strictly adhere to.

INFO

& Position Dog Handler

9@ Location Sunnyhill Farm Stafford sites

Time 07:00-19:00

PAY

Sunnyhill Farm Stafford sites Rate

Dog Handler

2] Total pay

® 19:00
Sunnyhill Farm Stafford sites

Dog Handler

e 22:30
KEWSWORTH FARM

Dog Handler

[ Apply J I'm unavailable




CLOCK IN & OUT

e On the day of your shift, ensure that
you arrive on site at least before 10 o v
minutes from the start of the shift to Clock history . Clock history
avoid the lateness and disciplinary ot e

* You will also receive a confirmation
call from K4 control room for your
ETA.

e Once on site you will have to Clock
in on PARIM app and after finishing __
and leaving the site, you need to __ | | coeeot
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clock out.



SHIFT CANCELLATIONS,
NO SHOWS & LATENESS

e If you want to cancel your shift, can't make it for the shift or will be
|late due to some unforeseen circumstances. You MUST need to
email admin@k4security.co.uk to avoid the no show charges.

NOTE:

® No phone calls or text messages will be considered as
acknowledgement of shift cancellation.




DRESS CODE

Make sure that you look Fresh &
Professional. Wear:

e Smart White Shirt

e Smart Black trouser

e Black Clip on Tie

e Black Jacket or Blazer

m SHOES

e Smart Black Shoes
It must be well polished.

HE NOT ACCEPTABLE

Do not wear Joggers, Jeans, Chinos,
Combats (Unless required), Trainers or
Open Shoes
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LICENSE

Before going to the shift make
sure you have your SIA License.

e Keep your License with you
and it must show all the time
of your working hours.

e Tt must be physically present
while you are working.

e Keep the license hanging
around your neck with the K4
lanyard when going for any
site to cover.




m VALIDITY OF LICENSE

Q Before going to the site make sure that you hold a valid
4 SIA License.
In case it's expired or about to expire you need to
inform the admin team and do a top up course for
renewal.

K4|S.curlty|50rvﬁp NOT ACCEPTABLE
'." S e License in the pocket
e License in arm band

e Electronic Picture of License

H RELEVANT LICENSE

Make sure that you hold the relevant license for the
Site you are going to cover.
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CLIENT'S SATISFACTION

Make sure that you always listen to the
client and meet their expectations.

HELP ON SITE

If you need assistance on site. Our 24/7
control room is there to assist you.
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TIMESHEET
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A link will be sent to all staff via email which
needs to be submitted at the end of the month.
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Make sure you put: 1
e Your name

e The month you worked
e Sort code

e Account number

e Name on account

w
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This needs to be sent to us by the 3rd or
every month.

If we don’t receive it payment can’t be
authorised and processed for payment.

Any bank account details that need changing
needs to be sent to our accounts department
Accounts@k4security.co.uk
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Corporate and
Social
Responsibility

How do we improve our service

* Identify the individual / wrongdoing
 Investigate / speak to staff member
« Communicate with duty manager
 If minor, then issue warning and
educate them to correct practices

* Monitor staff

 If deemed unacceptable — staff
member sent home and disciplinary
procedure followed

* Feed back forms

Jot forms

* We a supporting member of Social
enterprise UK and chambers of commerce
* Supporting member of the British Red
Cross

 Work with local schools

* Supporting local business
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ARSALAN KHAN
COMMERCIAL DIRECTOR

Team

CHRISTOPHER MOORE
COMPLIANCE & TRAINING

DEAN NEVILLE
OPERATIONS MANAGER
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ZEESHAN IRSHAD
BUSINESS DEVELOPMENT MANAGER

Team

SUZIE ALAM
OFFICE MANAGER

MARUF ALl

TRAINING 555
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Team
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LEONARD BISHOP
OPERATIONS

VIJAY SAI
KROTHAPALLY

OPERATIONS

CIARAN BASON
OPERATIONS
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K4 Security. Maintaining a Higher Standard
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Contact Us

02031433998

admin@k4security.co.uk.

www.k4security.co.uk

FOLLOW US ON

Tiktok: KASECURITYSERVICES
Linkedin: K4ASECURITY
Facebook: K4APEOPLE




