JSC DATA REQUIREMENTS DESCRIPTION (DRD)

(Based on JSC –STD-123.  See work page for instructions.)


	1.  DRD Title
	2. Date of current version
	3. DRL Line Item No.
	RFP/Contract No. (Procurement completes)

	Standard Operating Procedures (SOP)
	7/27/11
	015
	NNJ11367009R

	4.  Use (Define need for, intended use of, and/or anticipated results of data)
	5.  DRD Category:  (check one)

	To document the contractor’s standard operating procedures for tasks performed under the contract and as required by regulations.
	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

	Technical

Administrative

SR&QA

	6.  References (Optional)
	7.  Interrelationships (e.g., with other DRDs) (Optional)

	NPR 1600.1, NASA Security Procedural Requirements
	PWS paragraphs 3.1.5.

	8.  Preparation Information (Include complete instructions for document preparation)

	Frequency of Submission:  Initial SOP's within 60 days of contract start.  All SOPs shall be reviewed and updated annually or more frequently if changes in procedures are required.

Distribution:  JSC CO, COTR and CCS (Center Chief of Security); WSTF Alternate COTR for initial approval and revisions, then maintained by contractor. 

Remarks:  SOPs shall be standardized at JSC and WSTF and are subject to review and approval by the JSC COTR and CCS, as well as the WSTF Alternate COTR.

Format:  All procedures shall be written in the International Standard Organization (ISO) format.

8.1
Preparation Information:

8.2
SCOPE:  Specific SOPs shall address those recurring tasks performed by the Protective Services personnel at JSC and WSTF/WSC.

8.3
APPLICABLE DOCUMENT:  NPR 1600.1.
8.4
CONTENTS:  SOPs shall address actual duties, responsibilities, and special instructions that relate to a particular post, patrol, Special Response Team, and any other security task performed in support of the contract.  JSC and WSTF/WSC SOPs include:

Management


Standards of Conduct


Uniform Standards and Dress Code


Vehicle Standards

Administrative Services

1.
Badge Processing Procedures


Building 110 Desk Procedures


Building 419 Desk Procedures


SCTF-SDIL Badge Office Procedures


Clerk Operations Training Guide


Family Support Member Badges


Fingerprinting Procedures


Fingerprint Card Delivery Procedures


Astronaut Dependent Badges


Foreign National Badge Processing Procedures


Issue of Foreign National Spouses


Foreign National PIV II Encoding and Issuing


Terminations Help Desk Procedures


Badge Process Procedures for Former Astronauts


Handling PIV II card stock


NASA PIV Badge Pin Reset Procedures


Issue of non-Access Tenant Badge


Official Escort Badges


Badge Processing Procedures for Summer Students


Temporary Badge Processing Procedures for HSPD

2.
HSPD-12 Procedures


Enrollment Issuance Procedures


Id MAX Remote User Identity User Guide


Procedures for Name Changes

3.
Building 419 Procedures

Emergency Dispatch Center



EDC Procedures 

Hurricane Plan

JSC Reserved Parking Desk Procedures

Locksmith Administrative and Operation Procedures

Property Management Procedures

Security Operations


Post Orders


General Orders


Supervisor’s General Orders


Patrol Orders

Physical Security 


PSS Training Checklist


SRT Training and Operations Procedures & Checklists


Explosive Recognition Procedures


Pre-Construction Briefing Procedures


Perimeter Fence Inspection Procedures


Annual Lunar Sample Inventory Procedures


Security Education Briefings Procedures


Close Call Investigation Procedures


Mission Readiness Security Plan Procedures


Security Investigation Procedures


Physical Security Data Management Procedures



Security Reports



Deny Access to Center 



Unsolicited Contract


Deny Access to Center Procedures


Unsolicited Contact Procedures


Law Enforcement Assistance and Civil Legal Process Procedures


Traffic Appear & Suspension Process Procedures


Mission Essential Infrastructure (MEI) Procedures

Foreign Nationals Compliance Procedures

Training for JSC and WSTF/WSC


Firearms and Electronic Control Devices (ECD)


Armory Access, Inventory & Issue/Turn-in Procedures


OJT Program


Initial Orientation Course


Annual Training Schedule


Security Police Officer and Security Officer Exercises

WSTF/WSC

General Orders 


Basic General Orders


Code of Conduct


Internal Directives


Safety and Hazards


WSTF Investigations


Armor Vehicle Control Duties

Standards Practice Procedures


Use of Deadly Force


Firearms


Electronic Control Devices (ECD)


Security Officer Duties and Responsibilities


Security Lead Duties and Responsibilities


Reporting and Handling Incidents


Threatcon Incident Command System


Security Vehicle Operations


Traffic Control


Vehicle Inspection


Accident Investigation


Driving Under the Influence


Fire and Explosion Plan


Hazardous Material Response


Outer Perimeter Patrol 


WSTF Main Gate


Forward Gate


Flag Protocol


Strike Labor Disputes


Civil Disorders


Ammunition Consumption & Control


Gate Runner Response


Container and Storage Check Procedures


Responding to Sensor Alarm


Forward Security Gate Visitor Processing


GRAB Barrier Weekly Maintenance


Hostage and Barricade Situation


Security Officer Guard Mount Safety Briefing


ATV Policy


Processing Visitor Vendors and Suppliers


Range Start Up and Shut Down


Rapid Gate Procedures and Control

Training


Lesson Plans and Exercises
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