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THE WATCHMAN

A Recommended Manual of Instructions and Duties
for the Plant Watchman or Guard

(NFPA No. 601)

1. Purpose

11. This manual is designed to furnish a guide to plant .
management and watchmen or guards charged with the
responsibility of protecting property.

12. While the information contained herein is general
in scope, it is a pattern to be followed. It should be realized
that the successful protection of property requires a
thorough understanding of local problems and conditions.

2. Introduction

21. The term ‘“watchman’” is used throughout this
manual, but some plant managements may prefer to use
some other term such as “guard.” Any such term may be
sublstituted, if desired, as the text will apply equally as
well.

22. 1In this pamphlet, it is not the intention to direct
every thought and action of the watchman. Rather, it is
to guide him in the proper and efficient administration of
approved policies governing property protection.

23. It is not a matter of luck that many industrial
operations, whether large or small, have enjoyed immunity
from serious fire losses, but it is the result of careful plan-
ning which indicates that the plant has trained personnel
to protect property against fire loss.

24. Competent watchman service is an important part
of any plant organization. It is necessary that men em-
ployed as watchmen be men of ability who have keen powers
of observation. They should be loyal and courageous,
possess good personalities and self-control, be reliable, and
have keen interest in their work.

25. The watchman should be concerned with the iden-
tification of all persons entering and leaving the plant; fire,
theft, and accident prevention; air, water, oil, gas or steam
leaks; power and light, waste, property damage, house-
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keeping, violation of shop rules, control of traffic and other
matters peculiar to the property being protected.

26. It should be understood that, because of the differ-
ence in character of the properties, available fire protection
facilities, and other peculiarities, the information and in-
structions outlined suggest only a pattern to be followed.

3. Management-minded

31. The watchman’s value to management and his
desire to make his work interesting and become worthy
of the trust management has placed in him depend upon
his efficiency and knowledge of his work.

32. The watchman should be management-minded in
employee contacts. He should remember that he is a direct
representative of management and will be contacted fre-
quently for various types of information. In giving infor-
mation, he should be certain that it is accurate and he
should correct false rumors when they appear. Manage- -
ment should be advised of any irregularities.

4. Selecting the Watchman

41. It is of utmost importance to select competent
men to fill the position of watchman. In order for a watch-
man to assume the responsibilities and related duties re-
quired of him, he should be instructed fully and supported
thoroughly. Each plant should draw up a set of qualifica-
tions and requirements to be used in selecting watchmen
personnel.

42. The following is a list of suggested points to be
considered:

a. A very young man or extremely aged man should not
be employed. A very young man, ordinarily, has not
acquired judgment and a sense of responsibility. An
extremely aged man is not likely to be alert or to have
the requisite physical strength and endurance.

b. He should be of medium height.

¢. He should be of medium weight. Height and weight
should be in relation to each other as short, fat men
or tall, thin men usually do not “fill the bill” as well
as men who are of good build.

d. The man should be in good physical condition. He does
not need to be an athlete, but neither should he have
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a heart condition or other physical ailment which might

work to his disadvantage in moments of stress.

The watchman should have a high school education

or its equivalent. ‘

He should be a citizen of the country.

He should have no police record and should be of good

character. : .

His maximum age for active service, ordinarily, should

be not more than 60, although this age limit may be

exceeded in exceptional cases. -

1. A new watchman should be placed on probation for a
period of about six months, after which time he should
be required to pass a written examination before he is
given a final appointment, .

43. There are two more important points which
should not be overlooked or neglected:

a. The watchman should be given an annual physical
examination. He might be perfectly sound and able
when he is employed, but he might not remain so.

b. He should be given an annual written examination on
pertinent facts and information. He should keep him-
self well informed and should not be allowed to de-
teriorate into just a clock puncher.

®
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5. Character and Appearance

51. Character, habits and reliability of the watchman
must be unquestioned. He should never smoke while making
a round, but may be permitted to smoke at a specified place
during his rest period. Proper ash receptacles should be
provided for disposal of discarded smoking materials.
Good appearance is a most desirable quality. A clean-
shaven, neat-appearing watchman creates respect from
others, which is a great help in the performance of duties.

6. Courtesy and Self-control

61. Courtesy and self-control are absolute require-
ments and always should be practiced in contacting fellow
employees and the public. The watchman should be firm,
calm and, above all, courteous, both in the enforcing of
company rules and in the ordinary performance of his
duty. Whatever the assignment may be, he should do his
work as instructed, protect the employees’ and the plant
properties, and do it in a pleasant and courteous manner.
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Such behavior is an expression of respect and it is some-
thing the management expects of every watchman, even
in a difficult or trying situation.

7. Number of Watchmen Required

71. Adequate protection requires complete coverage
of all plant property. Due to wage and hour laws, it is
. almost impossible for a plant to employ only one watchman,
especially when the plant must be patrolled from 6:00 p.M.
to 6:00 A.M. or for a period of twelve hours a night. Most
watchmen will be on duty for-an eight-hour shift and must
be relieved for the remaining four hours. There also must
be separate watchmen for the daytime shifts on Sundays,
holidays and at other times when the plant is not in full
operation. Enough watchmen should be provided so that
each man can cover his assigned route in forty minutes,
a%lowing ample time to check valves, windows, doors, lights,
ete.

72. Constant walking for more than forty minutes
at any one time will result in excessive fatigue and lower
efficiency over an eight-hour period. The interval between
rounds may be utilized for performing other related duties
or for rest.

73. It is not good judgment to increase the area
covered by a watchman beyond that which he can patrol
reasonably in forty minutes by cutting down his rest
period or by omitting any building or room from his route.
Additional watchmen may be required.

74. Where two or more watchmen are employed,
one should be appointed as supervisor.

75. Watchmen should not begin their rounds at the
same time or finish together for the rest period.

76. Routes should be scheduled so that rest periods
will be separated; thus, insuring maximum protection.

77. When there are two or more watchmen, each
route should be patrolled continuously by the same man,
who will be held responsible for anything that occurs on
his assigned route during his shift. This is preferable
to the plan of alternating every other round. However,
it is desirable to alternate the men every other night so
that they will be familiar with all parts of the plant.

78. Where there is no supervisor or no central control
system and there are two or more watchmen on duty, it

6




is good practice to adopt a plan whereby the watchmen
should check each other on every round so that, in case
of sickness or accident, investigation may be made and
help summoned.

8. The Watchman’s Duties

81. It should be understood thoroughly that the watch-
man on duty may be sole custodian of the property for
much of the time and will be held responsible for any
occurrence within his control. It is only through careful
planning and by diligent study of his duties that he be-
comes efficient and able to use good judgment in emergen-
cies that require quick decision. His duties should never
be secondary to other work.

82. The watchman should patrol the plant property
to protect it from fire, vandalism or other damage and to .
prevent or detect pilferage and other irregularities or in-
fractions of plant rules and regulations. He should observe
carefully general conditions of buildings and equipment,
detecting and reporting any irregularities or defects in
plumbing, piping, lighting, power and other equipment
and all apparent or potential fire and accident hazards. He
should make certain that fire-fighting equipment, aisles,
pbassageways, valve pits, fire escapes and fire doors are
secured properly and have not been rendered ineffective.
He should know how to turn in fire alarms and assist in
extinguishing fires.

83. The watchman should be required to make a
daily report, preferably on a printed form. This report
should list all items and hazards pertaining to watchman
service and also will serve as a constant reminder of im-
portant things to look for in making tours of duty. All
dangerous and unsatisfactory conditions should be brought
to the attention of responsible parties so that corrective
action can be taken.

9. Reporting for Duty

91. The watchman should report for duty at a stated
time, shortly before the departure of those whose responsi-
bilities he assumes. This will enable the man on the pre-
ceding shift to pass on any essential information to the
man who relieves him. If unable to report for duty for
any reason, the watchman should notify his employer in
plenty of time in order that a substitute may be obtained
or other arrangements made.
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10. The Gate Watchman

101. Since the gate watchman is usually the first
representative of management with whom the visitor or
employee comes in contact, it is essential that he display
a spirit of friendliness, helpfulness, courtesy and coopera-
tion.

102. The duties of a gate watchman include the
guarding of an assigned entrance to the plant area, open-
ing and closing of gates, observing the movement of em-
ployees and visitors entering or leaving, and determining
that all are identified properly. When badges or passes
are issued for the admission of employees to the premises,
the watchman should actually see them and not pass anyone
merely because he recognizes him. The individual he
recognizes may have been discharged previously. He should
require submission of the necessary passes approved by
authorized persons for all bundles and packages being re-
moved from the premises by employees or visitors.

103. Watchmen should be thoroughly acquainted with
the entire property and all operations, location of fire
alarm boxes and always should be able to direct the muni-
cipal fire department and other municipal agencies in
emergencies.

104. Records as prescribed by management should be
maintained. All irregularities or unusual occurrences,
whether they occur on the premises or not, should be
reported immediately to designated persons in authority.

11. The Watchman’s Route

111. Two important parts of good property protection
are carefully laid-out routes and reliable watchman’s re-
cording systems. The authority having jurisdiction should
be consulted. A plan or other record of the route should
be prepared and should be available to the watchman.

112. The route should be so laid out that the watchman
is required to pass through the entire area. It should not
force him to retrace his steps any more than is absolutely
necessary to cover all parts of the property. It should be
laid out so as to prevent shortcuts by stairways, elevators
or bridges. The entire route should not require more than
forty minutes time.

12. Rounds .
121. For good property protection, rounds generally
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should be made hourly during non-operating periods.
Hourly rounds at night are required in certain types of
buildings which never close, such as apartment houses,
hotels, hospitals, telephone exchanges and similar occupan-
cies. Day and night rounds sometimes are necessary during
operating periods where the hazards involved warrant it.
In some industrial properties with extra-hazardous or un-
usual hazards, more frequent rounds are desirable.

122. Even though the plant is operating on a twenty-
four-hour schedule, hourly rounds should be made at night
because the officials of the plant are not present and the
same supervision which is present in the daytime is lack-
ing. Furthermore, employees are not so alert at night as
during the daytime. Rounds should be made on Sundays,
holidays and at other times when the plant is not in full
operation.

123. The authority having jurisdiction always should
be consulted and its approval secured of plans to be adopted
at each individual property. No géneral rule can be formu-
lated. Consideration should be given to the hazards involved
and what a loss would mean to production.

13. The First Round

131. Before starting out on the first round, the watch-
man should check his equipment. His flashlight or electric
lantern and watch should -be in working order, and he
should have a pencil and pad of report forms, keys, and
other necessities.

132. The first round is very important and during
this round a thorough inspection of the premises should

be made. In all probability, conditions will be found and

" corrected that otherwise might cause a fire or other loss.

This round should begin as soon as possible after the end

of activities of the preceding work shift.

133. Some of the important things'to check particu-
larly on the first round are:

a. Outside doors and gates should be closed and locked;
windows, skylights, fire doors and fire shutters should
be closed.

b. All oily waste, rags, paint residue, rubbish, etc., should
?e. removed from buildings or placed in approved con-
tainers.

¢. All fire apparatus should be in place and not obstructed. .
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Aisles should be clear.

Motors or machines carelessly left running should be

turned off.

Discarded smoking materials or matches should not

be left in areas where smoking is not permitted.

All offices, conference rooms, and smoking areas should

be checked for carelessly discarded smoking materials.

All gas and electric heaters, coal and oil stoves and

other heating devices on the premises should be checked.

t.  All hazardous manufacturing processes should be left
in a safe condition. The temperature of driers, anneal-
ing furnaces, etc., which continue to operate during
the night, and on holidays and week ends should be
noted on all rounds.

j. Hazardous materials, such as gasoline, rubber cement
and other flammable and highly volatile combustibles
should be kept in proper containers or removed from
buildings.

k. All sprinkler valves should be open with gauges indi-
cating proper pressures. If not open, the fact should
be reported immediately.

I. All rooms should be checked during cold weather to
determine if they are heated properly.

m. All water faucets and air valves found leaking should

- Dbe closed. If unable to stop leaks, the condition should
be reported.

n. Particular attention should be given to new construec-

tion or alterations which may be under way.

o
.

s e -

14. The Last Round

141. This round should start not more than one hour
before the day’s activities begin. The watchman should
leave the premises only when he is relieved properly—never
merely because his time has expired. If the watchman’s
duties include the starting of equipment, such as lighting
furnaces or ovens or starting machinery on the last round,
he should be instructed thoroughly. Heating equipment,
especially if automatically controlled, should be checked.

15. Watchman Recording Systems

151. In order to ascertain that routes are being cov-
ered, a clock record of the watchman’s movements should
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be maintained. Several methods and systems are available
for this purpose. Central station watchman’s service is
the best supervisory service obtainable. It has been found
to be the most reliable and trustworthy and the largest
credits in fire insurance rates are given for this type of
service. It is available for small plants as well as large ones.

152. Where the plant is large and a number of watch-
men are employed, the private proprietary system can be
installed. By using this method, the operator located at
the control center can supervise the movements of the
watchmen on their routes.. At operations where only a
lf)ew ngen are required, portable watchman’s clocks may

e used.

153. All recording apparatus should be of an approved
make and should be installed strictly in accordance with
the NFPA standards and subject to the approval of the
authority having jurisdiction. .

154. The watchman should study and have a working
knowledge of the NFPA Standards for Watchman, Fire
Alarm and Supervisory Service, if they apply.*

16. Time Record Charts and Reports

161. Time record charts should be changed by the
manager or other responsible person. The watchman
should not be permitted to change his own time charts.
Time charts and watchman’s reports should be reviewed
carefully by the management, who should note any irregu-
larities and investigate immediately and thoroughly. After
the watchman’s reports are reviewed, the watchman should
be advised as to the action to be taken. If no dction is to.
be taken, the reasons should be explained to him. Time
record charts and complete watchman’s reports should be
dated and filed, pending periodic review by the inspection
department having jurisdiction.

17. The Watchman’s Light
171. The watchman should be provided with a de-
pendable electric lantern or flashlight. If he must pass
through areas subject to flammable vapors, dust or flyings,
he should have an explosion-proof flashlight approved for
*Published in National Fire Codes, Vol. IV, available from the
NFPA, 60 Batterymarch St.,, Boston 10, Mass,, and in pamphlets

No. 71 and 72, available from the National Board of Fire Under-
writers, 85 John St., New York 38, N. Y.
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such areas. He should never be permitted to carry an oil
lantern.

18. Instruction and Training

181. Instruction and training of the watchman should
be the duty of a responsible person, preferably the Chief
of Plant Protection or other official in charge of the prop-
erty. Advantage should be taken of state training courses
for watechmen which are available under the fire training
program in a number of states.

182. Superficial training or general instructions are
of little value. They should be as specific as possible. When
instructing and training the watchman, all possible emer-
gencies that may confront him should be anticipated.
Better judgment will result even though the actual emer-
gency may never arise. A thorough grounding at the start
with reasonable follow-ups is necessary.

183. The properly instructed watchman should know:
a. It is his first duty to become thoroughly acquainted
with the premises, including all buildings and occu-
pancies, yard areas, entrances, roadways, stairways,
elevator shafts, and other parts of the premises.

How to call local municipal fire and police departments
or other emergency help.

Locations of all doors and fire exits.

Locations of all fire alarm boxes—Ilocal and municipal.

Locations of telephones.

How to start and operate fire pumps.

Locations of valves controlling sprinkler systems, in-

side riser valves, post indicator valves and sectional

valves.

h. Locations and purpose of all valves controlling mill
service, steam and gas lines.

i. Locations of hydrants, standpipes, small hose and fire
extinguishers.

7. Locations and care of hazardous manufacturing proces-
ses, especially those continuing during the night, holi-
days and week ends.

k. Locations of dangerous or extra-hazardous machinery
or material.

l. The electrical equipment, how to use switches so as to

control the power and lighting systems when necessary
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and how to shut off current in case of an emergency.
Some of the items of electrical equipment which may
cause trouble are:

(1) Sump pumps

(2) Air conditioning systems.

(3) Ventilating systems.

(4) Safety controls on furnaces and ovens.
(5) Refrigerating equipment.

(6) Fuse boxes.

(7) Extension cords.

(8) Electric heaters.

184. The NFPA Inspection Manual, published by the
National Fire Protection Association,* should be furnished
to all watchmen. They should study and have a working
knowledge of it.

19. The Private Fire Brigade

191. All watchmen, while not actually members of the
private fire brigade, if any, should receive instruction with
the private fire brigade’s members, whenever possible, It
should be stressed that the watchman may have sole custody
of the plant as much as two-thirds of the time and first-aid
fire fighting equipment, such as is used by the private fire
brigade, is useless when the watchman is the only person
on the premises and is not trained in its use.

192. Watchmen should study and have a working
knowledge of the NFPA Suggestions for Private Fire
Brigades.**

20. Use and Care of First Aid Fire Equipment

201. Most fires, at their start, are small and can be
controlled easily. Because of this, watchmen should be
familiar with first-aid fire appliances and the principles
- underlying their design, mantenance and use.

202. The watchman should be instructed, in case of
fire, to always call the municipal fire department first
*Available from the Association at $3.00 per copy (discount for
quantities).
**Pyblished in National Fire Codes, Volume IV, and in Pamphlet
No. 27 by the National Board of Fire Underwriters.
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