Orion Security Services Inc.

Informational Packet and Agreement

Orion Security Services Inc.

PO Box 797154
Dallas, TX. 75379
Office 972-442-0092
Fax 972-442-4594
Email: orionsecser@aol.com
www.PoliceEscorts.com

Please review all information and sign all required forms in Contractor’s Agreement.  Return to Orion Security Service by fax or mail.  You will also need to send Orion legible copies of your current Driver’s License, Automobile Insurance, and front and back of your current Agency Identification Card.

Part I

Operational Guidelines

1. The sales agent is required to maintain control their merchandise. Companies are informed that the officer’s first priority is protection and not personal valets.  Do not tie yourself up carrying luggage, loading or unloading the merchandise or engaging in any activities that will distract you from your first priority

2.   Know were you are going and never get lost with the sales agent.  If necessary use a map and plan the  

      route.  Sales agents have refused to work again with officers who have gotten lost.  If possible, move  

      during “off or closed” business hours when parking lots are empty.  Fewer civilians and less places for  

      criminals to hide.

3.  Accompany the sales agent from location to location or unless the escort details states    

     differently.  At no time is a sales agent left alone during an escort.

4.  Some companies do not provide rental cars for their sales agents.   In this case you will need to

     provide transportation for the sales agent from point of pick up to drop off. Other companies provide 

     transportation for their sales agents.  In this case, follow the sales agent in another vehicle.  You may    

     choose to lead or follow. Confirm this with the sales agent.

5.  Resolve all communication issues before the escort begins.  Coordinate the use of any radio and/or

     mobile telephones especially if you use a second vehicle.

6.  Survey the parking lot that of the store before proceeding to the vehicle.  If the escort requires two  

     Officers, one should maintain surveillance of the parking lot and common areas, while the second   

     proceeds to the store for the sales agent.  When possible, use mall security for parking lot patrol  

     assistance, they should be familiar with any unusual activity in area.

7.  It is important that you talk to your sales agent what to expect in an emergency.  If at anytime the

     sales agent requests to conduct the escort in an unsafe or dangerous situation.  Urge another course of

     action.  If the sales agent is uncooperative, contact Orion immediately.  It may become necessary to  

     terminate the escort but not before contacting Orion.  They are instructed to follow your advice.   

8. Orion requests that you arrange with an alternate Officer in your area if you should become 

     unable to make an assigned escort.  It is crucial that a sales agent is never left unescorted due to an

     officer failing to show for their assignment.  If you are unable to make the assignment contact the 

     alternate officer or make contact with Orion by telephone and confirm so that we can make other arrangements.  

     Failure to inform Orion when unable to complete an assignment this will result in the removal from our contact 
     list.

9.  Contact our office immediately if a sales rep is fifteen (15) minutes late to an escort regardless of the reason.

10. You will be provided with the sales agent’s name, company name, contact numbers and flight schedules if  

      necessary. Make contact with the sales agent as soon as you receive the schedule and by noon the day  

      before the escort to confirm details.  Discuss when, where, and at what time the sales agent prefers to move the    

      merchandise  Please keep in mind that the situations change due to any number of circumstances.

During the Escort:

· Avoid any stops during the transport.  Fuel your vehicle before meeting the sales person. 

· In the event of any suspicious persons, circumstances or threat situations, direct and stay with the sales agent in a safe area.  Contact on-duty law enforcement to handle any problems.  

· Allow the sales agent the opportunity to flee if they make that decision.

· Report all threat incident details to Orion as soon as possible.

· Sales agents are normally on the road for days or weeks at a time and carry several bags of luggage.  Use a vehicle that will store their luggage in the passenger and/or trunk compartment of your vehicle.
· No authorized civilian personal should accompany you during an assignment.   
Airport Procedures 

When picking up a sales agent from the airport call the airlines to confirm flight arrival time. Orion, whenever possible, will provide you with the airline’s flight information and toll free number.  Your time starts 1/2 hour before the flight arrival time to allow for parking and to locate the baggage claim.  If the flight is delayed while at the airport you will get paid for the time you have to wait.  If the flight is cancelled your time stops.  Sales agents getting picked are to meet their escort officer at baggage claim.  When dropping a sales agent at the airport you are only required to escort to the security gate/metal detectors.   As with all escorts, confirm details with the sales agent.

If your sales agent, or any representative of the client, asks for housing assistance, or for local information, please try to accommodate those requests.  You may be assigned to the sales agent again. It is important to establish a good working relationship.  You are not so much representing Orion, as you are your agency and yourself.

Working & Business agreement

I









, understand and acknowledge that I am sub-contracting with Orion Security Services to perform certain security services as a fully authorized local and state subcontractor.  I also, hereby waive and hold harmless Orion Security Services from all circumstances that would directly or indirectly be a covered occurrence under The Worker’s Compensation benefit laws of any state or jurisdiction arising out of the course of my duties with Orion Security Services, Inc.

Payment for Services Rendered

· Payment is made only after an activity log is submitted to our office. Cut off date is the 1st and 15th of each month.  
· Time, mileage and expenses are paid from the start of an escort to the last destination point and directly back to the original starting point. 
· You are not paid to drive to the detail or from a completed detail. Time and mileage is checked and excessive time, mileage, or expenses are not paid without prior approval. 
· Payment rates is placed on detail itineraries.

· Mileage reimbursements rates are placed on itineraries and dependant on the jewelry company
· Reimbursement for all tolls, parking and minor expenses during the escort
· Standing post details split between officers will only pay the hours worked.
· A completed working agreement must be on file to be paid.
State, Federal Taxes, and Workers Compensation:

· Orion will not withhold FICA from the Subcontractor’s payments.
· Orion will not make state or federal unemployment insurance contributions on the Subcontractor’s behalf.
· Orion will not withhold state or federal income tax from the Subcontractor’s payments.
· Orion will not make disability insurance contributions on the Subcontractor’s behalf.
· Orion will not obtain Workers Compensation insurance on Subcontractor’s behalf.
· Orion will send a 10-99 MISC tax form.
Automobile Liability Insurance:

Subcontractors providing services for Orion Security Services must maintain generally accepted limits of automobile insurance in accordance to state law.

Insurance Coverage:

Subcontractors providing escorts for Orion are covered by Orion’s Errors and Omissions general liability policy.  If you become involved in any lawsuit arising out of your relationship with Orion during the course of an escort, our insurance carrier will defend you.  If you are found liable, the carrier will pay all claims against you, except punitive damages awarded for specific misconduct deemed beyond reasonable and prudent for professional standards.

Non-Solicitation
During the period of this agreement, and for three (3) years thereafter, Subcontractors will not for themselves as an agent ,  employee or on the behalf of any person, association, partnership, or corporation, directly or indirectly, solicit or attempt to obtain business from, accept business from, or do business with or service any customer of Orion Security Services to whom Contractor provided services to, contacted or communicated with on behalf of Orion Security Services. 
I understand and agree to the above working agreement.

Signature: 







 Date:  




Printed Name:__________________________________________________________________________________
Officer Information Sheet

Name:
_______________________________________________________________________________

Address:
_______________________________________________________________________________


_______________________________________________________________________________


SSN:
_______________________________________________________________________________

Contact numbers

Home Number________________________________________ Pager Number 





Work Number 












Fax Number 





 Mobile Number 





Email Address 












Schedules are normally sent by fax or email.  Fax numbers and/or email addresses are the most important numbers to provide.
Orion will not release home or work numbers to sales representatives and maintain the confidentiality of your information.  

Agency Information

Department____________________________________________________________________________

Unit/Division __________________________________________________________________________

Address
_______________________________________________________________________________


_______________________________________________________________________________

Geographical areas you are willing to cover by City:
The following items must be completed and faxed to our office:
· Signed Working & Business agreement page.

· The officer information page.
· A copy of your law enforcement identification and/or state security guard or company documents.
Our office must have these documents on file to assign details and process payments.
FAX # 972-442-4594
