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NAVIGATING THE ALLIED UNIVERSAL EMPLOYEE HANDBOOK: A COMPLETE GUIDE FOR SECURITY PROFESSIONALS

For the hundreds of thousands of security professionals working under the banner of the world’s largest security company, the Allied Universal
Employee Handbook serves as the foundational document that governs daily operations, professional conduct, and workplace expectations.
Whether you are a new hire attending orientation or a veteran security officer looking to refresh your understanding of company policy, this handbook
is your definitive source for understanding what the organization expects from you—and what you can expect in return. This article provides a
comprehensive exploration of the key sections, policies, and best practices found within the Allied Universal Employee Handbook, offering clarity
and actionable insights for every team member.

Post Orders and Client-Specific Requirements

While the handbook provides a baseline of expectations, it also clearly states that employees must follow specific post orders and client guidelines at
their assigned locations. Post orders are site-specific instructions that cover patrol routes, access control procedures, emergency contacts, and
reporting requirements. The handbook reminds employees that post orders may include rules that are stricter than the company’s general policies,
and it is the employee’s responsibility to read, understand, and comply with these instructions. This dual-layer of policy—corporate standards plus
site-specific rules—ensures consistent service while allowing flexibility for unique client needs.

ATTENDANCE, SCHEDULING, AND TIMEKEEPING

UNDERSTANDING THE PURPOSE OF THE ALLIED UNIVERSAL EMPLOYEE HANDBOOK

The employee handbook is not merely a collection of rules; it is a strategic tool designed to create a safe, consistent, and legally compliant work
environment across thousands of client sites. The Allied Universal Employee Handbook outlines the company’s mission, values, and operational
standards while serving as a reference point for handling common workplace situations. It protects both the employee and the organization by clearly
defining rights, responsibilities, and acceptable behaviors.

For new employees, the handbook is typically reviewed during onboarding and acknowledged through a signed receipt. This acknowledgment does
not create a contract of employment but confirms that the employee understands the policies they are expected to follow. Allied Universal, like most
large employers in the United States, maintains an at-will employment relationship, meaning either party can end the relationship at any time, with or
without cause or notice, as long as applicable laws are followed.

Company Overview and Core Values

The opening sections of the handbook typically introduce Allied Universal’s history, mission statement, and core values. The company was formed
through the merger of AlliedBarton and Universal Services of America, creating an industry giant with a presence in virtually every sector requiring
security services. The handbook emphasizes values such as integrity, vigilance, and customer service excellence. These values are not just slogans;
they are woven into performance expectations and disciplinary standards throughout the document. Understanding these founding principles helps
employees align their daily actions with the broader corporate culture.

CODE OF CONDUCT AND PROFESSIONALISM

One of the most critical sections of the Allied Universal Employee Handbook is the code of conduct. Security professionals operate in
environments where trust and reliability are paramount. The handbook outlines specific expectations regarding honesty, ethical behavior, and
professional appearance. Employees are expected to report any conflicts of interest, avoid accepting gifts from clients or vendors beyond nominal
value, and maintain confidentiality regarding client operations and proprietary information.

Workplace Harassment and Discrimination Policies

Allied Universal maintains a strict zero-tolerance policy toward harassment, discrimination, and retaliation. The handbook explains that every
employee has the right to work in an environment free from inappropriate conduct based on race, color, religion, sex, sexual orientation, gender
identity, national origin, age, disability, or any other protected characteristic. The handbook provides clear definitions of harassment, including sexual
harassment, and outlines the procedure for filing a complaint. Employees are encouraged to report any concerns to their direct supervisor, human
resources, or through the company’s confidential ethics hotline. The non-retaliation policy is explicitly stated, ensuring that individuals who report
issues in good faith will not face adverse consequences.

WORKPLACE SAFETY AND SECURITY PROTOCOLS

Given the nature of the security industry, safety is a central theme throughout the handbook. The Allied Universal Employee Handbook dedicates
substantial space to workplace safety, accident reporting, and emergency procedures. Employees are required to follow all safety guidelines whether
they are working at a corporate office, a healthcare facility, a retail environment, or an industrial site. The handbook emphasizes the importance of
situational awareness, proper use of personal protective equipment, and immediate reporting of unsafe conditions or incidents.

Reliability is the cornerstone of security work, and the handbook makes this abundantly clear. The attendance policy outlines expectations for
punctuality, notification of absences, and the consequences of excessive tardiness or no-call/no-show incidents. The Allied Universal Employee
Handbook explains the company’s timekeeping procedures, including how to clock in and out, how to request overtime approval, and how to report
time discrepancies. Employees are reminded that falsifying time records is grounds for immediate termination. The handbook also addresses shift
bidding, schedule changes, and the process for requesting time off, ensuring that employees understand how to navigate these administrative tasks
without disrupting operations.

DRESS CODE AND GROOMING STANDARDS

Appearance matters in the security industry because it directly impacts the professional image presented to clients and the public. The handbook
provides detailed guidance on the required uniform, including proper placement of badges, patches, and equipment. It covers grooming standards
such as hair length, facial hair, jewelry, and visible tattoos. The dress code is designed to project authority and professionalism while ensuring that
security personnel are easily identifiable. Employees who report to work out of uniform or in violation of grooming standards may be sent home to
correct the issue, and repeated violations can lead to disciplinary action.

COMPENSATION, BENEFITS, AND PAYROLL

Understanding how and when you get paid is essential for any employee. The Allied Universal Employee Handbook includes a thorough
explanation of the company’s payroll schedule, pay periods, and direct deposit options. It clarifies overtime policies, shift differentials, holiday pay,
and bonus eligibility. The handbook also provides an overview of the benefits package, which may include health insurance, dental and vision
coverage, retirement plans, paid time off, and employee assistance programs. Eligibility requirements, enroliment periods, and the process for
making changes to benefits are outlined to help employees maximize their compensation package. For part-time or temporary employees, the
handbook specifies which benefits apply and which do not, eliminating confusion about what is available.

TECHNOLOGY, SOCIAL MEDIA, AND COMMUNICATION

In today’s digital world, technology policies are an important component of any employee handbook. Allied Universal’s handbook addresses the use of
company-issued devices, computers, and communication systems. Employees are reminded that company equipment should be used primarily for
work purposes and that personal use should be limited. The handbook also covers the company’s social media policy, which encourages employees to
maintain professionalism online and avoid posting confidential information, disparaging comments about the company or its clients, or content that
could damage the brand’s reputation. Employees are advised that their online conduct, even on personal accounts, can reflect on the company and
may be subject to disciplinary action if it violates company policy.

DISCIPLINARY PROCEDURES AND PERFORMANCE MANAGEMENT

No one likes to think about discipline, but understanding the process is important for every employee. The Allied Universal Employee Handbook
explains the progressive discipline approach, which typically includes verbal warnings, written warnings, suspension, and termination. However, the
handbook also notes that certain violations may result in immediate termination without prior warnings, including theft, violence, substance abuse on
the job, falsification of records, or serious safety violations. The handbook emphasizes that discipline is applied consistently and fairly, and it
encourages employees to ask questions if they do not understand a policy or expectation.

Performance Reviews and Career Development

Beyond discipline, the handbook also addresses performance expectations and growth opportunities. Allied Universal regularly conducts performance
reviews to provide feedback, recognize achievements, and identify areas for improvement. The handbook outlines the criteria used in evaluations,
such as attendance, job knowledge, customer service, and adherence to policies. For employees interested in advancement, the handbook may
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mention training programs, tuition reimbursement, or pathways to promotion within the organization. This section helps employees see a future with
the company and understand what it takes to move forward in their careers.

DRUG-FREE WORKPLACE AND SUBSTANCE ABUSE POLICY

Security professionals must be alert and capable at all times. The handbook clearly states that Allied Universal maintains a drug-free workplace. It
prohibits the use, possession, sale, or being under the influence of alcohol or illegal drugs while on duty. The company may conduct pre-employment,
random, reasonable suspicion, and post-accident drug testing. Employees who test positive or refuse to submit to testing may face termination. The
handbook also provides information about the company’s commitment to helping employees through employee assistance programs if they
voluntarily seek help for substance abuse issues before a violation occurs.

LEAVE OF ABSENCE POLICIES

Life events such as illness, family emergencies, military service, or jury duty require time away from work. The Allied Universal Employee
Handbook provides a comprehensive overview of leave options, including sick leave, personal leave, Family and Medical Leave Act (FMLA) leave, and
military leave. The handbook explains eligibility requirements, the process for requesting leave, and the documentation needed to support the
request. It also clarifies how leave interacts with paid time off and benefits continuation. Having these policies clearly spelled out helps employees
navigate difficult times with less stress and uncertainty.

EMPLOYEE RIGHTS AND RESPONSIBILITIES

The handbook closes with a summary of employee rights under federal, state, and local laws. This includes the right to a safe workplace, the right to
be free from discrimination and harassment, and the right to receive fair pay. It also reminds employees of their responsibilities, such as reporting
workplace hazards, cooperating with investigations, and maintaining confidentiality. The Allied Universal Employee Handbook typically includes a
disclaimer stating that the policies outlined are subject to change and that the most current version should always be referenced. Employees are
encouraged to keep their copy of the handbook accessible and to contact human resources with any questions about interpretation or application.

CONCLUSION

The Allied Universal Employee Handbook is far more than a procedural manual; it is a comprehensive guide that shapes the daily experience of
every security professional within the organization. By clearly communicating expectations around conduct, safety, attendance, appearance, and
performance, the handbook creates a foundation of consistency and professionalism across thousands of diverse worksites. For employees, taking the
time to thoroughly read and understand this document is an investment in their own success and job satisfaction. When questions arise, the
handbook should be the first place to look for answers. And when situations fall outside the scope of written policy, employees are encouraged to
reach out to their supervisors or the human resources department for guidance. In a company as large and dynamic as Allied Universal, the employee
handbook remains the one constant that unites all team members under a shared set of standards and values.
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