
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

� INTRODUCTION 

Training of employees takes place after orientation takes place. Training is the 
process of enhancing the skills, capabilities and knowledge of employees for 
doing a particular job. Training process moulds the thinking of employees and 
leads to quality performance of employees. It is continuous and never ending in 
nature. Without question, the primary contributor to poor job performance is 
inadequate training. Although the value and absolute necessity of sound training 
are extolled by all, training dollars seldom materialise. Other demands on the 
organisation seem to push training activities down the list of priorities, and 
training-real, formalised training-is always going to happen tomorrow. No other 
single organisational function gets as much lip service as training. Business 
dictionary defines training as „Organised activity aimed at imparting 
information and/or instructions to improve the recipientÊs performance or to 
help him or her attain a required level of knowledge or skill‰. 
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LEARNING OUTCOMES 

By the end of this topic, you should be able to: 

1. Explain the meaning, need and importance of training; 

2. Discuss the types of training; 

3. Describe the types of security training programmes; 

4. Identify the role and need of discipline in the realm of security 
management; 

5. Explain the supervisorÊs role in discipline; 

6. Discuss the problems and solutions of disciplinary problems; and 

7. Explain the basic rules of the disciplinary process. 
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 IMPORTANCE OF TRAINING 

Training is crucial for organisational development and success. It is fruitful to 
both employers and employees of an organisation. An employee will become 
more efficient and productive if he is trained well. Training is given on four basic 
grounds: 

(a) New candidates who join an organisation are given training. This training 
familiarises them with the organisational mission, vision, rules and 
regulations and the working conditions.  

(b) The existing employees are trained to refresh and enhance their knowledge.  

(c) If any updations and amendments take place in technology, training is 
given to cope up with those changes. For instance, purchasing new 
equipment, changes in technique of production, computer installation. The 
employees are trained about use of new equipments and work methods.  

(d) When promotion and career growth becomes important. Training is given 
so that employees are prepared to share the responsibilities of the higher 
level job.  

 
The benefits of training can be summed up as follows: 
 
(a) IImproves morale of employees 
 Training helps the employee to attain job security and job satisfaction. The 

more satisfied the employee is and the greater is his morale, the more he 
will contribute to organisational success and the lesser will be employee 
absenteeism and turnover.  

 
(b) LLess supervision 
 A well trained employee will be well acquainted with the job and will need 

less of supervision. Thus, there will be less wastage of time and efforts.  
 
(c) FFewer accidents 
 Errors are likely to occur if the employees lack knowledge and skills 

required for doing a particular job. The more trained an employee is, the 
less are the chances of committing accidents in job and the more proficient 
the employee becomes.  

 
(d) CChances of promotion 
 Employees acquire skills and efficiency during training. They become more 

eligible for promotion. They become an asset for the organisation.  
 

6.1 
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(e) IIncreased productivity 
 Training improves efficiency and productivity of employees. Well trained 

employees show both quantity and quality performance. There is less 
wastage of time, money and resources if employees are properly trained.  

 METHODS OF TRAINING  

Training is generally imparted in two ways: 
 
(a) OOn the job training 
 On the job training methods are those which are given to the employees 

within the everyday working of a concern. It is a simple and cost-effective 
training method. The inproficient as well as semi-proficient employees can 
be well trained by using such training method. The employees are trained 
in actual working scenario. The motto of such training is „learning by 
doing.‰ Instances of such on-job training methods are job-rotation, 
coaching, temporary promotions, etc.  

 
(b) OOff the job training 
 Off the job training methods are those in which training is provided away 

from the actual working condition. It is generally used in case of new 
employees. Instances of off the job training methods are workshops, 
seminars, conferences, etc. Such method is costly and is effective if and only 
if large number of employees have to be trained within a short time period. 
Off the job training is also called as vestibule training, i.e., the employees 
are trained in a separate area (may be a hall, entrance, reception area, etc., 
known as a vestibule) where the actual working conditions are duplicated. 

 NEED FOR TRAINING 

Different kinds of companies existing in different parts of the world have now 
understood the need for superior quality security training or advanced security 
training. Most of the information regarding the company and its internal 
operations will be made available to all the employees as a part of the internal 
network. But the company should also make sure that this internal network has 
been secured in the right manner so that the information does not reach the 
wrong hands. Advanced security training will definitely be needed in order to 
ensure that the most superior levels of security and protection have been 
provided for the internal network of every company. 
 
There are many companies which specialise in offering advanced security 
training courses for people working in different companies. Penetration testing, 

6.3 

6.2 
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exploit writing, attack of web applications, wireless auditing and general 
penetration testing are some of the aspects which will be covered during these 
advanced security training courses. A lot of benefits can be gained by people 
who decide to attend these advanced security training courses.  
 
People will be able to realise their complete potential in the field of security 
management when they attend these advanced security training courses. Their 
level of knowledge with regard to network security management will also 
improve by leaps and bounds by the time the course has been completed. 
Theoretical as well as practical training is also provided as a part of the 
curriculum of these courses. 
 

 
Figure 6.1: Security guards getting training in a proper shooting facility 

 
A proper facility (see Figure 6.1) should also be made available for all people 
who have decided to take up this training course. A proper business network is 
made available to the candidates in order to practice all the theory which has 
been imparted during the classroom sessions. Every candidate who attends this 
training is encouraged to think on his own and find solutions to the security 
problems which have been placed before him. They are provided with the right 
amount of incentive to think on their own and devise their own innovative 
solutions to the security issues which have been given to them for solving. There 
are many companies which provide certifications on security training and 
management and these certifications are very well known all over the world.  
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 ON-THE-JOB TRAINING 

On-the-Job-Training can be a totally unstructured, unplanned, ill-advised 
teaming-up of the new employee with who ever is available or it can be a 
meaningful and informative process that adequately prepares the novice to 
perform satisfactorily in a relatively short period of time. The difference lies in 
properly structuring the experience and the careful selection of the trainer. 

6.4.1 Structuring the On-the-Job-Training Experience 

Structuring On-the-Job-Training means identifying what the new employee 
should know, determining how much time it will take to expose him or her to 
that information, and ensuring that the trainer indeed follows the plan detailing 
what is to be covered. Undeniably the best way to do this is to develop a 
checklist, logically prioritised, that guides both the trainer and trainee through 
the programme. To ensure compliance, the checklist should have the material to 
be covered spelled out, for example: 
 

6.4 

1. What is the difference between „Off the Job Training‰ and „On 
the Job Training‰? 

 
2. Why is training essential for performing a job efficiently? Give 

your own reasons. 

SELF-CHECK 6.1 

Think about a training programme or course you attended in the past. 
In what ways could it have been improved? 

ACTIVITY 6.1 
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Figure 6.2: Example of an On-the-Job checklist 

 
This checklist is turned in each day to the new hireÊs supervisor who can see 
what progress was made and what remains. At the end of that On-the-Job-
Training period of the whole training, which may take anywhere from 16 to 40 
hours, the supervisor signs off and dates the checklist, signifying that this initial 
phase of the training has been completed. That checklist is then made a part of 
the employeeÊs training file.  

6.4.2 The On-the-Job Trainer 

A popular term used in the public sector for On-the-Job-Training trainers is Field 
Training Officers (FTOs). In the private sector, we can use that same title, and 
here we will do so for the balance of this particular topic. Field Training Officer 
assignments must be coveted and sought after because of the prestige attached to 
that classification. Only the best security employees should be allowed to train 
their colleagues and they should receive a bonus or incentive pay. Field Training 
Officers could be a rank between the line security officer and first supervisorial 
rank. If the Field Training Officer is a uniformed employee, a special uniform 
designation, such as a gold embroidered star on the sleeve just above the cuff, 
could visibly identify this employee as someone who is charged with training 
new employees. This adds dignity to the trainer as well as to the process. These 
Field Training Officers must also be trained for their special duties as a trainer. 
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 POP FORMULA: POLICY, OBJECTIVE, 
PROCEDURE 

Interestingly enough, that what, why, and how of training correlate to policy, 
objectives, and procedures. From this correlation, the POP formula has been 
developed as the basic building block for job training. The area of the 
Why/Objective in Table 6.1 deserves special attention. Too frequently the 
training process overlooks the need of informing employees why this should be 
done, why that should not be done, and so forth. When employees are informed 
as to the whys, their performance will improve. This point cannot be 
overstressed. By the way, those who are familiar with the who, what, where, 
how, why, and when investigative formula may wonder what has happened to 
the who, when, and where. The Who (the employee who is being trained) is 
obviously implied, and the when and where, in this context, are included in the 
how. 
 
Now let us translate the POP formula into training for a specific job, such as 
Shoplifting Detective. Reexamining the suggested definition, it will be seen that 
there are three aspects of training: education, information, and skill development. 

6.5 

1. Select the correct answer for the statement below.

 Depending on the level or degree of complexity of any given 
security position, (On-the-job-training/classroom) instruction may 
be mandatory. 

 
2. „On-the-Job-Training can be a totally unstructured, unplanned, ill-

advised teaming-up of the new employee with who ever are available 
or it can be a meaningful and informative process that adequately 
prepares the novice to perform satisfactorily in a relatively short 
period of time.‰ Explain this statement with your own views. 

SELF-CHECK 6.2 

Write a script for role play in a classroom training for the purpose of 
training security guards. 

ACTIVITY 6.2 
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The example in Table 6.2 makes it apparent that, of the three tiers of the formula, 
the How or Procedure tier addresses itself to skill development, whereas the 
other two tiers, Policy and Objective, are educational and informative in nature. 
 

Table 6.1: The POP formula for training 

What Management 
Wants Done? 

Policy Education Employees Know what is 
expected. 

Why Management 
Wants it Done? 

Objective Information Employee understands why he 
or she is doing this job. 

How Management 
Wants it done? 

Procedures Training Employee knows how it is to be 
done. 

Source: Adapted from Effective Security Management, Charles A. Sennewald 

 
It is not enough for the detective to know that managementÊs policy is to arrest 
and prosecute every shoplifter. He or she must also understand the objectives 
that make this policy reasonable and necessary and must thoroughly grasp the 
various procedures required for the detectiveÊs own execution of responsibilities. 
The proper combination of education, information, and skill development round 
out and give substance and definition to training. 
 

Table 6.2: The POP formula for Shoplifting Detective training 

Company Programme Employee Function Policy 
(What 

management 
wants done) 

� Arrest and prosecute 
every shoplifter. 

� Has been hired by the company 
to specifically detect and 
apprehend shoplifters. 

Objective 
(Why 

management 
wants it done) 

� Reduce shoplifting 
losses.  

� Deter others by example 
of arrests.  

� Punish or discourage 
offenders. 

� Helps to reduce losses caused by 
shoplifting.  

� Deters others from shoplifting.  

� Helps to punish offenders 
through the criminal justice 
system. 

Procedure 
(How 

management 
wants it done) 

� Lawful gathering of the 
necessary evidence to 
justify arrest and 
support prosecution of 
shoplifters. 

� Sees customer approach 
merchandise.  

� Sees customer select 
merchandise.  

� Sees secretion of merchandise.  

� Sees that no payment is made.  

� Sees removal of merchandise 
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from store.  

� Approaches customer and says. 
„Excuse me,‰ etc.  

� Carries out arrest with 
justification.  

� Makes written report of 
incident, etc. 

Source: Adapted from Effective Security Management, Charles A. Sennewald 

6.5.1 Detailed Expansion of Procedure 

Although each tier of the training formula is significant and interrelates with the 
others, the Procedure tier will receive, by far, the most attention. Consider 
another job classification, that of Lobby Desk Officer. ManagementÊs policy of 
controlling access and unauthorised removal of equipment, materials, or supplies 
and its twin objectives of preventing trespassing and theft are quickly grasped. 
What remains, for the new employee, is the question of how to carry out this 
assignment-how to do the task. Once on this track, the skill development process 
of training is well on its way. 
 
Consider, for instance, just one of the procedural steps: 
 
Confirms visitors by telephone, issues visitor badge, and awaits escort. 
 
How should this be done? The following might be one acceptable procedure: 

(a) Request visitor to complete Visitor Card. 

(b) Use company directory to call employee whom visitor states he or she 
wishes to see. 

(c) If employee wishes to see visitor, request that employee come to desk to 
escort visitor. 

(d) Issue yellow visitor badge to visitor and record badge number on visitorÊs 
completed Visitor Card. 

(e) Place Visitor Card in Visitor Aboard Box. 

(f) Invite visitor, by name as indicated on Visitor Card, to have a seat until the 
escort arrives. 

 
The detailed expansion of procedures, or the „How-to-Do-the-How,‰ will be the 
primary focus area of the training efforts. It is, however, only a part of the whole-
a large part, granted, but still a part. 
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 TYPES OF SECURITY TRAINING 
PROGRAMMES 

Following is a list of types of training programmes that security management 
could provide the departmentÊs employees. 

6.6.1 In-Service General Seminars 

General seminars are usually most effective if conducted by employee 
classification; for instance, all patrol and uniformed personnel or all fraud 
investigators. 
 
So called general programmes are a potpourri of subjects that are important and 
meaningful to the group. One side effect of these sessions, which could be from 
1 to 3 days in duration, is the motivational aspect, this should be capitalised upon 
in the agenda. Following is a typical agenda: 
 

Table 6.3: Sample training time schedule 

9:00�9:30  Welcome and Introduction  Security Director 

9:30�10:15  Organisational Overview (transparencies and 
handouts)  

Security Manager 

10:15�10:30  Break  

10:30�12:30  Interpersonal Communications (from outside the 
department)  

Manager, Public 
Relations 

12:30�1:15  Lunch  

1:15�2:00  DoÊs and DonÊts in Handling Company Employees Training Officer 

2:00�3:30  Report Writing   
(work sheets and handouts) 

Chief 
Investigator 

3:30�3:45  Break  

3:45�4:30  Training Manual Update (revised pages) Security Manager 

4:30�5:00  Open Question-and-Answer Period  Staff 

5:00�5:45  Motivational Film  Training Officer 

 
The outline above illustrates how flexible a general seminar can be, depending on 
the objective. In this agenda, for instance, the real or basic objective of the session 
might have been to introduce and explain a major organisational change for the 
Security Department. This objective was achieved in the morning session. 

6.6 
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Because people had to come from far and near, the balance of the day was then 
devoted to training. 

6.6.2 Interrogation Workshop 

Interrogation workshops are a half to full-day session of principles and 
techniques of interrogation with role-playing and, ideally, video playback of role-
playing. 

6.6.3 Testifying in Court Seminar 

Testifying seminars are a half to full-day programme that includes preparation of 
evidence, dress, demeanour on the witness stand, voice, where to look, „traps,‰ 
stress, and attitude. 

6.6.4 Report Writing Workshop 

A report writing workshop can vary from a 90-minute review to a full day on the 
principles to be followed in reducing events to paper. 
 

6.6.5 Supervisory Training 

Supervisory training ranges from 2-hour topic sessions to 3-day seminars. Topic 
session could be „How to Handle Disciplinary Problems,‰ or „Management 
Styles, X, Y, or?‰ 
 
Training programme for Security Guard working in Leisure and Entertainment 
industry should include the following: 

(a) Physical training, marching, etc. 

(b) Rules and discipline, 

(c) Organisational set up of the company, 

(d) Organisational set up of Security Department, 

(e) Roles and functions of all units in the Security Department, 

(f) Criminal laws and other relevant laws, 

(g) Customer Relations Management, 

(h) Handling of customer complaints, 

(i) Counseling of staff, 
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(j) Report writing, and 

(k) Musketry and shooting practice, if applicable. 
 

 
 

 
 

 SECURITY MANUAL 

A Security Manual or Handbook is an absolute necessity, not only as an 
operational tool but also as a training guide, and it must be updated on a regular 
basis. Each page should reflect the month and year the material was originally 
written/created or updated. The subject matter should comprise pertinent 
company policies; departmental policies; job descriptions; emergency phone 
numbers; and a great many procedural instructions for specific incidents, such as 
a telephone bomb threat or a facility blackout. In some organisations, the manual 
is deemed sacred and consequently most employees are not allowed to touch it-a 
foolish attitude. The manual should be put in the hands of all regular proprietary 
security personnel. 

 DISCIPLINE 

As a rule, the very word discipline arouses an emotional reaction on the part of 
employees at all levels of the organisational pyramid. Most supervisors and 
managers would rather do anything but discipline, and it is human nature to 
resist and resent punishment. This negativism surrounding a critically important 
organisational process is needless and can easily be replaced with a positive 
approach, called „constructive discipline.‰ 

6.8 

6.7 

1. Which training method is best suitable for the security guard 
training and why? Give your reasons. 

 
2. Do you think that the POP formula really does work? Give 

reasons. 

SELF-CHECK 6.3 

Write an instructional manual for the new recruits for security 
mentioning the code of conduct on duty and off duty for them. 

ACTIVITY 6.3 
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Before discussing constructive discipline, it is instructive to consider a number of 
dictionary definitions of the word discipline: 

(a) Training that corrects, moulds, or perfects; 

(b) Punishment; 

(c) Control gained by obedience or training; 

(d) Orderly conduct; 

(e) A system of rules governing conduct or practice; 

(f) To punish or penalise for the sake of discipline; 

(g) To train or develop by instruction and exercise; 

(h) To bring a group under control; and 

(i) To impose order upon. 
 
The majority of these explanations emphasise punishment or control, both of 
which are aspects of discipline. Only the first and seventh in this list call attention 
to the key aspect of constructive discipline. Training that develops disciplined 
conduct. 
 
The word discipline is derived from the Latin word discipulus („learning‰). The 
word disciple also comes from the same root; the early Christian disciples were 
considered „students‰ of Christ. The origin of the word suggests this significant 
concept: Positive and constructive discipline is training that corrects, moulds, or 
strengthens an employee in the interests of achieving departmental and company 
goals. Punishment, the factor that is feared and hated by all, is secondary. Any 
punishment associated with discipline should always be a means to an end, and 
that end should be organisational, not personal.  

 BASIC RULES OF THE DISCIPLINARY 
PROCESS 

There are six fundamental rules in the disciplinary process that have universal 
applicability. 
 
(a) PPut rules in writing and make sure employees understand them. There 

should be no assumed rules. If a rule is worth having, it is worth writing 
down. Employees are entitled to know what the rules are if compliance is 
expected. 

 
  

6.9 
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 Many institutional rules are peculiar to the organisation and hence not of 
common knowledge, specially to someone new to the organisation. For 
instance, take the situation of a security officer who forgot his or her badge 
and being new to the business borrows a badge from another new officer 
who is going off duty. Experienced personnel would appreciate the logic 
behind prohibiting an officer from wearing another officerÊs badge, but a 
newcomer might not understand. If the employee is to be held responsible 
he or she should know the ground rules. A number of firms provide new 
employees with a copy of the rules and then have them sign a statement to 
that effect, which becomes part of their personnel file. This documents the 
fact that the employee knows and understands the rules. Other companies 
post rules in conspicuous areas such as employee locker rooms. It is 
suggested to do both. 

 
(b) DDiscipline in the privacy of an office. To the employee, being corrected for 

deficiencies in conduct or performance is a sensitive and frequently 
embarrassing experience. To be corrected in the presence of others is 
considered degrading, and the end result of that approach is seething 
resentment and angry embarrassment-emotions that are counterproductive 
to the true disciplinary goal. In addition, the privacy afforded in an 
enclosed office permits the participants to hear each other clearly. It is 
extremely significant for the supervisor to hear what the employee has to 
say and for the employee to hear what the supervisor is saying. 

 
(c) BBe objective and consistent. As stated earlier, effective discipline condemns 

the act not the person. That approach is obviously objective; the issues are 
not, or at least should not be, personalities. The supervisor who refers to an 
employee as „dummy,‰ who makes such statements as „CanÊt you get it 
through your thick skull . . . ,‰ or who succumbs to personal likes and 
dislikes loses objectivity and consequently loses credibility and respect. 
Thus the supervisor is no longer practicing truly constructive discipline but 
returns to the negative approach of punishing people who fail to meet 
standards. Inconsistency is equally deadly. If the policy of the department 
is to terminate officers who sleep on the job, then all officers so caught must 
be terminated. To fire one employee but not another breeds contempt for 
the management of the organisation. Conversely, if the same rule is 
consistently enforced and acted on, genuine respect for the rules and the 
management follows. 

 
(d) EEducate, do not humiliate. The concept here is to help not hurt an employee 

who has failed to meet standards of conduct or performance. If the 
disciplinary action truly corrects, trains, or moulds the individual to meet 
standards, the employee comes away from the experience with better 
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insight into himself or herself and what the company expects. The 
employee comes away educated. If he or she is berated and humiliated, the 
employee comes away angry and resentful and certainly destined to fail 
again, sometimes by design. Both the employee and the department suffer 
as a result of it. 

 
(e) KKeep a file on all employee infractions. This is not to suggest that a negative 

dossier be maintained on each employee. Rather, documented incidents of 
past failures are essential and useful reference for repeated incidents. Not 
only does the employee find it difficult to argue with these supervisorial 
records but so does any administrative hearing board that may someday sit 
in judgment over the companyÊs more drastic disciplinary action against 
the employee. 

 
(f) EExercise discipline promptly. The security supervisor should in all the 

conditions discipline promptly as per the organisational rules. 
 

 

� Effective training is an educational, informative, and skill-development 
process. The basic building block for training can be summed up in the POP 
formula.  

� Although the importance of why something must be done cannot be 
overstressed, primary attention in training will be on the procedural, or skill-
development, phase-learning "how to do the how."  

� Training should be an ongoing process, ideally in the hands of a professional 
Training Officer selected for qualities other than security experience.  

�  Discipline is training that corrects, moulds, and strengthens an employee at 
all levels in the organisation, in the interest of achieving departmental and 
company goals.  

� Constructive discipline is positive, focusing on corrective action rather than 
on personalities; it focuses on the wrongful act, not the employee.  

� Progressive discipline provides the offending employee with ample 
opportunity to improve. 

�  In the security organisation, discipline is primarily the responsibility of the 
supervisor. Effective discipline begins with effective communication and full 
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understanding of what is required. Its purpose is corrective training, not 
punishment.  

� The basic rules of the disciplinary process are (1) Put rules in writing, (2) 
Discipline in privacy, (3) Be objective and consistent, (4) Do not humiliate the 
employee, (5) Keep a record of infractions and disciplinary action, and (6) 
Exercise discipline promptly.  

� Effective discipline will find its model in the Security Manager's own self-
discipline and restraint. 

 
 

 
Disciplinary problems 

On-the-Job-Training 

Organisational needs 

Progressive disciplines 

Security supervisor 

Security training 

Structured training 

 

 

1. Define constructive discipline. 
 
2. Give several possible reasons for misunderstood assignments. 
 
3. Discuss the six basic rules of the disciplinary process. 
 
4. Why is it a good idea to keep a file of employee infractions? 
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1. What is a useful definition of training? 
 
2. What are the two basic ways to train a new employee? 
 
3. What are the three basic things that management wants employees to 

know? How does the POP formula relate to these? 
 
4. List four possible topics for security training seminars. 
 
5. What should the contents of a Security Manual include? 


