
 

 

COACHELLA MUSIC & ARTS FESTIVAL/STAGECOACH 
 2019 ORIENTATION - Policies and Procedures 
  
To ensure the continued tradition of professional event security services provided by Bower Events, the following 
General Policies and Procedures are to be followed by all personnel, Officers, Staff and Supervisors while working 
at any assignment with Bower Events. 

a) GUARD CARD & PERMITS: All security personnel are required to have their BSIS issued California Guard 
Card (or printed equivalent), a government issued Photo ID and all other current applicable permits or 
licenses on their person. If you are requested to present your guard card and cannot do so, you cannot 
work and may be sent home. 

b) WHAT TO BRING: All officers are required to bring their own tools of the trade INCLUDING a working 
Flashlight, Pen and Writing Pad on every assignment.  Please inquire with management as to what other 
equipment is considered mandatory for each assignment. Most positions require standing and walking for 
extended periods of time so comfortable walking shoes are highly recommended. Bring a water bottle 
(refillable, preferably) and food for your meal period. It is encouraged that you bring Sun-Block. 

c) APPEARANCE: All officers will arrive on site in clean, pressed (wrinkle free) and proper fitting clothing. 
Black Shoes and Laces, Black Socks, Black Pants and Black Belt, White round neck plain t-shirt and 
Uniform Shirt with Bower Events shoulder patches and a numbered Bower Events metal badge or other 
event provided shirt and ID Badge. Windbreaker and Bomber Jackets will be issued during inclement 
weather and must be the outermost garment worn. Proper fitting clothing should resemble a military or 
law enforcement style and fit. Officers will not have any visible body or facial attached jewelry or tattoos. 
You are to wear a long sleeve uniform shirt, under shirt or sport sleeves to cover your arm tattoos and a 
Turtleneck under shirt to cover visible neck tattoos. Officers MUST be clean shaven and/or have any 
approved facial hair trimmed to an appropriate length.  

d) COMMAND PRESENCE: Officers will NOT sit on chairs, countertops or benches. Do not sit where you will 
be visible by the general public or the client while on break or meal period. Officers will NEVER address 
anyone from the seated position. Officers will not stand with hands in pockets or be found leaning on walls 
or stationary objects. Do not eat, drink any beverages (excluding water), smoke (e-cig/vapor device 
included) and/or chew tobacco on duty and/or at your post. Always be respectful, polite and courteous to 
everyone you come in contact with. 

e) MOBILE DEVICE POLICY: Do not use any personal communication devices - cell phones to call, talk or 
text anyone except for a personal or business related emergency. All cell phones must be in the Vibrate 
Mode. Make all calls before or after your assignment. If you must make an emergency call, call your rover 
or supervisor to relieve you. When relieved to talk on your phone, make it brief, speak very quietly and step 
away from your assigned post. Immediately return to your post when call is finished. Do not use any 
devices with earphones in your ears. I-Pods, cell phone accessories or any other listening devices are not 
permitted while on duty and at your post. Only Bower issued radio earpieces will be worn. Please refer 
to the Mobile Device Policy from your Welcome Packet more information on electronic device use or ask 
the office for a copy if you need more information.   

f) NON-DISCLOSURE: Anyone who requests personal information about any Bower Events, Inc. employee 
or business information about our company needs to be directed to Bower Events, Inc. management 
personnel by calling the Bower Events, Inc. office telephone number or your supervisor via radio. No 
Officer will address the press, media or make any statement for which the officer is not authorized. 

g) TERMS OF EMPLOYMENT:  All personnel are hired in a temporary, part time status for each event. There 
is no implied offer of continued employment beyond the end of each event. 

 



 

 
h) POSITIONS: Every job and position is important to the event, the client and to Bower Events. You will be 

assigned a position and instructed on your duties. Make every effort to listen, understand and know your 
job responsibilities. Make sure you arrive on time, dressed and prepared to work. 

i) PAY: All assignments are different & your rate of pay may change based on post and/or duties. You will be 
paid at the contracted rate of no less than $14.00 per hour. You will be paid overtime/double-time as 
applicable per California state law. 

j) MEAL & REST PERIODS: Rest & Meal periods will be given as specified by law depending on the number 
of hours you work. You may be asked to sign a waiver specific to your work situation. Please contact the 
Bower Events Office or a Manager if you have any questions about your Rest and/or Meal periods. Your 
Meal Periods will be logged on a sheet and you must sign for the entry. Your Rover/Breaker will cover your 
post to allow for a complete uninterrupted Rest and/or Meal Period, as you are entitled. You are 
responsible to make sure you take your meal periods, do not refuse them. 

k) PAYCHECKS: You are paid every week on Friday. A copy of the current Pay Period Schedule is available 
at the Bower Office and Online via the Officer Portal on the Bower Events Website. You may pick up 
paychecks on any Friday after 12noon or any Monday-Friday between 9am & 5pm. It is your responsibility 
to advise the office of any changes that may affect your paychecks. 

l) UNIFORMS: All checked out uniforms and accessories (i.e., badges, jackets , etc.) must be returned within 
3 days after the completion of the event of the item will be deducted from your paycheck as described in 
the uniform deduction agreement. After been deducted, a reimbursement check will be issued for the 
returned item within 72 hours. We are interested in the items back NOT the money for the items. 

 

Actions that may lead to immediate termination (partial list) 
a) Use of any alcohol, medical marijuana, any mood or mind altering chemical or substance or any illegal 

substances just before or while on assignment. 

b) Leaving your post without prior approval of or with notification by your supervisor. 

c) Being Insulting or disrespectful to a client, supervisor, the public or a fellow employees.  

d) Smoking (inclusive of e-cig/vapors) while on duty, at your assigned post or where you are visible to the client 
or general public or anywhere that it is not allowed. 

e) Misplacing or losing equipment, radios, shirts, badges, credentials, golf cart keys, etc. 

f) Failing to show up on time or missing your scheduled workday without first advising the office. 

g) Possessing Weapons on site: Firearms, Tasers, Stun Guns, large fixed blade knives, saps or any other type 
of tool or equipment that you are not licensed to carry and that have not first been approved by Bower Events, 
Inc. Management Staff. 

h) Attempting to give, get or receive any photographs, notes, gifts or gratuities to or from any player, celebrity, 
artist, dignitary, special guest, event official or staff member. 

i) Attempting to obtain autographs, photographs or video for your own personal benefit or for the benefit of 
others. 

j) Unauthorized use or providing of any issued event or Bower credentials to any unauthorized person to gain 
entrance to the venue or any unauthorized areas.  

k) Soliciting (asking for or offering) jobs, business, or favors from any Bower clients, patrons, or co-workers 
during or after the event. 

 



 

 
CUSTOMER SERVICE & PUBLIC RELATIONS 

 
The single most important aspect of a professional security officer is good customer service skills. Our clients hire 
us to be added part of their company’s brand. It is our job to ensure that every guest receives good experience at 
our client’s venue. As a security professional, you need to be able to develop good social skills, which enable you 
to effectively deal with all segments of society. These skills should allow you to treat everyone, regardless of their 
nationality, religious belief, economic status or gender in a professional manner. You must always treat people 
with dignity and respect regardless of personal feelings or opinions. You must never express any form of bias that 
would make you ineffective as a professional security officer. You will not show preference for/or against any 
individual or group. 
 
One very important fact to keep in mind: Complaints or allegations of misconduct can be greatly reduced if the 
officer follows the practice of “treating people the way you would want to be treated.” This simple statement has 
such an impact on the officer’s ability to do an effective job; it should be the title of a separate book and the 
required reading of every security officer. As a member of the Bower Events Team, you will be assigned to various 
clients that need our services. As a security officer, there is a certain amount of authority that can be used in a 
positive or negative manner. You must understand however, that mistreatment of anyone will not be tolerated in 
any way by Bower Events. You must foster positive customer relations if the expect to do your job effectively and 
in turn, allow Bower Events the means to provide our client the quality of service they have come to expect. 
Positive customer relations are accomplished in many ways but are most easily attained by simply being friendly, 
courteous, offering a smile, speaking in a reasonable understanding and pleasant manner and by assisting rather 
than ordering. Bower Events will continue to be the leader in the event security industry for the simple fact that it 
employs customer service oriented security professionals. 

 
SEE SOMETHING – SAY SOMETHING 

 
The Idea and purpose of ‘See Something – Say Something” is to encourage everyone working these events to 
report any observations of suspicious activity, people, bag or package to Security and/or law enforcement. Factors 
such as Race, Ethnicity and/or Religious affiliation are not suspicious.  We are looking for behavior that is 
suspicious in itself or reasonably indicative or associated with a potential unlawful act. 
 
Suspicious Activity 
Any observed behavior that could indicate a potential criminal act such as: 

• Unusual items or situations such as unattended bags or packages, vehicle(s) parked in an odd location or 
things that are out-of the ordinary. 

• Eliciting Information - Person(s) asking inappropriate questions beyond normal curiosity about operations, 
security procedures, personnel or shift changes 

• Extended Observations – Someone who pays too much attention to facilities and/or buildings, extended 
loitering without explanation and someone who is not participating in watching the golfers or play 

 
If Suspicious Activity is observed 

• Be aware of your surroundings and any possible dangers 
• If someone or something does not look right to you (for whatever reason) contact Security and provide a 

description of the person(s), what their suspicious activity was and where they were last seen. 
 
Good practices for coping with a suspicious bag or package 

• Do not touch any suspicious bags or packages 
• Attempt to keep all persons away from the item(s) until checked and cleared by security supervision or law 

enforcement 
• Provide a description of the suspicious bag or item and where it is located 
• Ensure all witnesses are available for Security and law enforcement 

FOR ANY SUSPICIOUS ACTIVITY, PEOPLE OR BAGS CONTACT YOUR SUPERVISOR IMMEDIATELY 
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