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THE PLAYERS CLUB CONTROLLED ACCESS OVERVIEW 
 

Sawgrass Players Club Association  is a planned gated community that includes 1,852 residential homes 

in 16 neighborhoods known as a subassociation including Vicar’s Landing, three golf courses located at 

The Yards, TPC Sawgrass Dye’s Valley Course and Stadium Course, tennis and pickleball courts located 

at The Yards, Players Pool and Player’s Park and clubhouse with a vehicle patrol route that encompasses 

in excess of 35 miles. 

Sawgrass Players Club Association roadways are located on TPC Blvd, Alta Mar Drive, Palmera Drive 

roadway and along the sidewalk, Hammock Cove Drive to the end of the Players Pool parking lot, Players 

Club Villas to the end of the bridge, and Salt Creek Drive to the beginning of the bridge. Association 

property includes the two gatehouses, Players Pool, Players Park, Palmera Park and the two 

pumpstations located at 250 Roscoe Road and Salt Creek Island Drive. 

The Sawgrass Players Club Association is run by a 9-person board of directors. These directors are 

volunteer homeowners, elected to serve for three-year terms representing the entire community. All 

directors adhere to Florida Statutes set by the State and must comply with the Association’s community 

documents. The directors appoint standing committees and hire companies including a property 

management company and a controlled access vendor to perform certain duties. 

The Controlled Access Committee is a standing committee appointed by the Sawgrass Players Club 

Association Board. The members meet monthly with the Board’s contracted management company and 

Controlled Access personnel to manage gate operations, review, recommend and implement controlled 

access procedures. The Committee serves at the pleasure of the Board and reports to the Board monthly. 

All meetings are open to all residents. 

Each sub association also has its own management company and board of directors. 
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POST DESCRIPTIONS 

Gate Officer – Main A1A Gate and Solana Gate 

Personnel Assignments 

One (1) Gate Officer 2400 – 0800 at each gate, seven (7) days a week                                                          
One (1) Gate Officer 0800 – 1600 at each gate, seven (7) days a week                                                 
One (1) Gate Officer 1600 – 2400 at each gate, seven (7) days a week 
 

• Officers will stand professionally and acknowledge all vehicles entering property 

• Utilize computer software to log every visitor and turn away unauthorized vehicles. 

• (* All Unauthorized guests are turned away.  (Utilize phone GPS; alert guests that Palmera Drive 
Green Gate is not accessible.  Operate visitor gate arm for each vehicle entering the property. 

• Monitor RFID Lane and log RFID failure. 

• Answering incoming phone calls in a professional and courteous manner 

• Monitor incoming phone calls from residents for access clearance, assistance, and emergency 
Monitor cameras, i.e. Players Pool, Pump Stations, and Players. Park from 1600-0800. Notify 
Patrol when there are unauthorized activities. 

• Call Patrol to escort large tractor-trailers when they enter the property. 

• Keep post in clean and orderly manner-Report any deficiencies to the or Account Manager to be 
listed on the monthly Gatehouse Inspection Form (Addendum C) 

• Gate Officer on Midnight shift will gather all trash and bag for removal 

• No smoking, personal visitors, , or pets at the gate 
 

One (1) Gate Assistant-  Used during TPC week or large events.  

The Controlled Access Committee (CAC) has given the Account Manager the authority to temporarily 
change the posted hours of the Gate Assistant to allocate these personnel resources to react to 
community needs and events. 

The Gate Assistant will have the ability to perform all the duties of the Gate Officer.  

Patrol Captain / Site Supervisor 

One (1)  Patrol Assigned to a Patrol Shift (Below) 

• Ability to perform all Gate Officer and Patrol Officer duties  

• Check vehicles for damage and operations fluids, report any discrepancies to the Account 

Manager via e-mail system pass down 

• Assist in escorting large tractor trailers as requested  

• Make sure that all required doors and gates are secured 

• Provide lunch breaks and restroom breaks as needed 

• Investigate all reports of suspicious people and events 

• Report any problems  to the Account Manager. 

• Resolve personnel problems that arise and seek resolution with the Account Manager 

• Interact with employees, visitors, residents etc., in a professional manner 
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• Inform all Patrol Officers of changes or information passed from the previous shift 

• Perform house checks for residents who are out of town and complete the proper form 

• Respond to all incidents and call SJSO as needed.  

• Observe and report all traffic sign violations 

• Assist Account Manager with the training of new personnel  

• Perform  Patrol Route(s) 

• Assist Account Manager  with writing citations and attending Controlled Access Meetings in 

Account Manager’s absence, 
 
Patrol Officer 

Personnel Assignment 

One (1) Patrol Officer 2400  – 0800, seven (7) days a week                                                                           
One (1) Patrol Officer 0800– 1600, seven (7) days a week                                                                                
One (1) Patrol Officer 1600 – 2400, seven (7) days a week 
 

• Check ALL officers for company ID and Security License at beginning of shift   
• Report on any problems  to the Account Manager 
• Resolve personnel problems that arise and seek resolution with the Account Manager 

• Interact with employees, visitors, residents etc., in a professional manner 

• Inform all Patrol Officers of changes or information passed from the previous shift 

• Perform house checks for residents who are out of town and complete the proper form 

• Respond  to calls of service and contact SJSO to respond to any criminal activity. 

• Observe and report all covenant violations 

• Investigate all reports of suspicious people and events to the Account Manager 

• Identify and respond to trespassers and vandalism 

• Respond to traffic accidents 

• Complete the street light reports noting all lights staying on or not illuminating 

• Escort all large tractor trailers and other large vehicles. Assist St. Johns County Sheriff’s Office 

as requested by SJSO  

• Remove all signs on islands, easements, and posts which are not permitted by the Covenants 
and Restrictions   

• Assist stranded motorists within the community        

• Prepare all required reports and forward to the Account Manager at the end of each shift   

• Complete Patrol DAR’s in the prescribed manner 

• Perform Patrol Route. 

• Lock and unlock all areas required.  

Account Manager 

One (1) Account Manager who will work a minimum of 40 hours per week. The Account Manager will be 
solely responsible for the supervision of Controlled Access personnel assigned to the post.  The Account 
Manager will perform administrative work that includes scheduling personnel, planning for special events, 
payroll, and other related functions. The Account Manager will report directly to the Sawgrass Players 
Club Association, Inc. (hereinafter referred to as SPCA) CAC with concerns about the community.  The 
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Account Manager will coordinate with First Coast Security Services Inc. (hereinafter referred to as FCS) 
regarding administrative management of Controlled Access Personnel.   

The SPCA management company is contracted by the Board to serve as a liaison to all residents, the CAC 
and FCS. Likewise, the sub association management companies are contracted by their subassociations 
Boards and serve as liaisons to their Boards.  

The SPCA management company and sub association management companies do not set rules or have 
authority over SPCA Controlled Access staff. The current SPCA management company is Marsh Landing 
Management Company, Inc. hereinafter referred to as MLMC. 

The Account Manager will ensure that only the highest degree of service is provided for the residents, 
visitors, contractors and property management of the Sawgrass Players Club community.  In addition, 
he/she or applicable delegate agreed upon will be available 24 hours a day, seven (7) days a week.  
Appropriate communications will be maintained with MLMC, CAC, FCS post personnel and law 
enforcement. 

The Account Manager has responsibility for properly training or assigning training to all new personnel 
assigned to a  post.  He/she will conduct investigations into incidents occurring within the Sawgrass Players 
Club property.  The Account Manager will promote good public relations and cooperation among 
employees, residents, visitors and MLMC. 

 
Duties and responsibilities shall include but are not limited to: 

• Conduct investigations of incidents occurring within the Sawgrass Players Club property   

• Provide on-site management and training of personnel 

• Schedule all officer assignments and shift changes 

• Respond to residents, CAC, and Property Management requests regarding controlled access 
matters 

• Provide incident report to appropriate property management company 

• Responsible for daily adherence to operational procedures of all personnel 

• Attend monthly CAC Meetings. 

• Use of controlled access software and spreadsheet software 

• View Radar Cameras to send time stamped photos to MLMC for speeding and stop signs violation 
occurring on Sawgrass Players Club roadways. 

DUTIES AND RESPONSIBILITIES OF ALL OFFICERS 

Privacy of Information 

The records maintained by FCS concerning all clients are CONFIDENTIAL.  At no time will any information 
about the client be made available to anyone without the client’s and FCS. authorization. 

No employee information for FCS , SPCA or Property Management Companies will be given out without 
that person’s authorization first.  Officers should take the telephone number and name of the person 
requesting to speak with the employee.  The employee will be provided with the information to return 
the call.  Personal phone calls must be kept at an absolute minimum unless it is an emergency. 
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Visits to Post 

Visitors are not allowed on post without the Account Manager’s prior approval.  The members of the CAC 
are encouraged to visit the Gate Houses as frequently as they desire.  They are also encouraged to ride 
along with the Patrol Officer.  This will give them more insight as to the actual effectiveness of the services 
provided and the challenges the Patrol Officers face day to day.  A list of the CAC members is available in 
the Account Manager’s office. 

Off Duty Work 

No FCS employee will perform off-duty work for residents within SPCA without the permission of the 
Account Manager.   

Interviews/Media 

All media must be authorized to enter SPCA the same as any other guest.  Do not let the media convince 
you otherwise.  Under certain circumstances, the media may tell you they have police authorization.  
Again, do not let them enter.  The police cannot authorize the media onto the property.  Make certain 
you contact the Account Manager and MLMC anytime the media attempts to gain entry to the property 
so that they can share the information with the CAC. 

All media representatives are required to process through the Main Gate.  Media representatives must 
park their vehicle in a marked space and enter the Gate House to have their identities and credentials 
verified.  The Gate Officer must also place a call to the authorizing subassociation/resident to ensure the 
media was indeed invited for that time frame. 

Other Assignments 

Regardless of post assignment, all officers must realize their primary assignment is SPCA.  Therefore, an 
officer may be required to work any post qualified when directed by the Account Manager. 

Appearance 

All personnel are required to be at work on time and dressed in the appropriate uniform.  The uniform is 
to be clean and neat in appearance. 

CONTROLLED ACCESS PROCEDURES 

Residents 

Residents can access the community in one of two ways: (1) via the RFID lane with a valid RFID device, (2) 
via the visitor’s lane and informing the Gate Officer that they are a resident by providing their name, 
address and valid driver’s license to the Gate Officer for verification with the computer system.  The Gate 
Officer will record the entry of all residents entering via the visitor lane. 

An RFID is necessary to activate the automatic entry gates and allow entry through the RFID Entry Lane at 
each gate. RFIDs are optional and may be purchased for a nominal fee at the Controlled Access Office. All 
RFID fees must be paid by check payable to SPCA or in cash. All RFIDs are distributed at the Controlled 
Access Office.  

RFIDs are not transferable. A new replacement RFID must be obtained from the Controlled Access Office 
at MLMC and can be purchased for an additional fee.  



10 
 

Only vehicles with an RFID may pass through the RFID Entry Lane. Violators will be required to exit the 
community immediately and reenter through the Visitors Lane. Frequent violators can be cited and 
subjected to fines. RFID access privileges may be suspended if an owner is delinquent in Association fees 
or for failure to abide by the Association’s covenants and restrictions and rules.  

Long‐Term Renters (12 months or more).  

Long‐term renters may purchase an RFID for a nominal fee for each of their vehicles for the term of their 
lease by presenting the lease to the Management Company and, if applicable, the applicable lease 
extension for an RFID to remain valid beyond the initial lease term.  

Short‐Term Renters (11 months or less) and Extended Guests.  

Extended‐period vehicle passes are issued at the Main Gate for short‐term renters. The passes are good 
for up to 30 days at a time from the date the pass is requested.  

Short‐term renters must contact the Management Company and submit proof of rental agreement and 
property owner contact information to receive a gate pass. Short-term renters also may purchase an RFID 
for each of their vehicles for a nominal fee good for the term of their lease by presenting the lease to the 
Management Company and, if applicable, the applicable lease extension for an RFID to remain valid 
beyond the initial lease terms.  

All short-term renters must contact the applicable subassociation management company for lease 
restrictions and additional rental policy requirements.  

Residents Driving Loaners/Rental Cars. Residents who are driving a loaner car or rental car may use a 
hang tag for gate entry through the RFID lane. Hang tags are issued for a period of up to 30 days with 
proper identification and a deposit of $100 (cash or check) and are available at the Management 
Company. A paper pass is also available, at no charge, from the gate officer and must be displayed on the 
vehicle dashboard for entry through the Visitor gate.  

Guests 

Guests can access the community by stating their full name, showing their Driver’s License and giving the 
contact information of the residents they are visiting.  The Gate Officer will check the computer system to 
verify that the guest has been pre-announced by the resident.  In any case that the guest is not on the list 
FCS may contact the resident at the phone number listed in the computer system to verify guest 
authorization.  Issue appropriate guest pass. 

RFID LANE PROCEDURES 

RFID Lane Use 

All vehicles using the RFID lane must have a valid RFID device issued by the MLMC. .  When a vehicle fails 
to activate the gate arm, the Gate Officer will approach the driver to ascertain the reason for the failure.  
If the driver is a guest, the vehicle should be turned around and instructed to re-enter via the visitor’s 
lane.  Residents and frequent visitors should be asked to come inside the Gate House so that the Gate 
Assistant can address the person/driver. 

When a person or vehicle damages the gate arm, the Gate Officer, the driver and the Patrol Officer must 
have the driver complete a gate arm incident form and email the completed form to MLMC for record 
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keeping.  If the gate arm is broken, inform the Account Manager immediately to install a new gate arm.  
Cone off the  RFID Lane until the arm is repaired or replaced, and all traffic diverted to the visitor’s lane. 

RFID Issuance 

When a resident or frequent visitor’s RFID device fails to activate the RFID gate arm, the Gate Assistant 
will look up the RFID on the Gate Access Software to determine why the RFID failed.  The MLMC Controlled 
Access Office can only issue a new RFID device.  Residents of Marsh Landing Country Club must be directed 
to the MLMC Controlled Access Office (904-373-5600) to have their RFID device activated for Sawgrass 
Players Club. 

COMMERCIAL VISITORS 

Commercial Visitors Hours of Operation 

Construction/Workers' Hours. The Association limits the days and hours that heavy deliveries, 
construction, and other vendor service work are allowed in Sawgrass Players Club. No heavy deliveries or 
construction or service work is permitted on Sundays and major holidays (New Year’s, Easter, Memorial 
Day, July Fourth, Labor Day, Thanksgiving, Christmas) and over The Players Championship weekend. 
Mondays through Fridays, vendor access hours are from 7 a.m. to 6 p.m. During daylight‐saving time, the 
hours are 7 a.m. to 7 p.m. On Saturdays, vendor’s work hours are 8 a.m. to 5 p.m. The Controlled Access 
personnel are authorized to grant exemptions due to emergency situations in accordance with existing 
post orders such as HVAC, plumbing, electrical, fallen trees, roof leaks, etc. Residents should be aware 
that some subassociations may enforce different construction restrictions.  

Realtor Entry Procedure 

• All agents without a realtor pass must be authorized via the phone system by the residents and 
provide their realtor’s ID and valid Driver’s License.  

• All clients or prospective clients must be accompanied by a qualified real estate agent or broker.  
If the clients are in separate vehicles, you must log in both vehicles 

• Agents desiring to visit or show an occupied house must receive pre-authorized clearance from 
the owner or resident prior to the appointment 

• Realtors / Brokers desiring to show an unoccupied (vacant) home or merely drive through the 
various communities of Sawgrass Players Club are requested to state their intention to the Gate 
Officer upon entering the property and must receive resident authorization 

• A caravan showing at Sawgrass Players Club must be authorized by the subassociation Board prior 
to the event to ensure timely access 

• Signage Restrictions: Only “Open House”, “For Sale”, and “For Rent” signs of approved size may 
be posted on the property being advertised. No commercial signage is permitted on the islands, 
along the roadways, or on the golf course. The Patrol Officer on duty will remove all unauthorized 
signage 

• MLMC must be notified 72 hours in advance of an Open House with the date, time, address and 
realtor’s name.  MLMC then can disseminate this information to the subassociation Board and 
Controlled Access staff.  Gate Officers then will admit the home buying prospects through the 
gate.  If the realtors neglect to provide MLMC with this information, anyone going to that address 
will be turned away.  Controlled Access staff and residents are not authorized to request or give 
entry passes to realtors conducting official business. 
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Open House Procedure 

• Homeowners or their Realtor are required to notify MLMC of any open house at least three (3) 

business days prior to the event date(s). The homeowner, or their Realtor, must provide their 

name, a contact phone number, the address of the open house, and the scheduled date and time 

for the event.   

• MLMC will notify the homeowner’s subassociation board president, subassociation property 

manager and FCS of the event. 

• The homeowner, or their Realtor, must always be physically present at the home during the event.  

• With appropriate approval and notice of the open house, Gate Officers will ask any person seeking 

to attend the event for a valid driver’s license and the street address of the event. After entering 

the individual’s name in the system at the event address, grant access and login. If the visitor does 

not know the address of the event, deny entry.  

• Directional and/or other Signs of any kind may not be placed at either gate; however, Realtors 

may provide copies of directions to the open house at the main gate for distribution.   

• There may be one sign with balloons placed in the yard during the event. The Realtor must remove 

them when the event concludes.   

• Parking is allowed on one side of street with all vehicles facing the direction of normal traffic. The 

Patrol Officer is authorized to immediately terminate the open house if parking causes an unsafe 

condition or if some other nuisance occurs. Parking on Cul-de-sacs is not permitted. 

• The residents are fully responsible for damages to any property because of the event.  

 
Estate Sales Procedure 

• Homeowners or their estate sale manager are required to notify MLMC of estate sales at least 10 
business days prior to the event date.   The MLMC will contact the subassociation Board President 
and subassociation Property Manager where the estate sale will take place to get their 
concurrence and special conditions required to permit the estate sale.    

• The homeowner or their estate sale manager must provide the name of the company hosting the 
estate sale, the name of the estate sale manager, a contact phone number, the address of the 
estate sale, and the scheduled date and time for the event.  Additionally, the estate sales company 
must be insured and have a proper business license.  

• SJSO traffic control officers must be hired to assist with event parking.  

• The homeowner, or their authorized representative or their estate sale manager, must always be 
physically present at the home during the event.  

• With appropriate approval and notice of estate sale, Gate Officers will ask any person seeking to 
attend the event for their Driver’s license and the street address of the event. After entering the 
individual’s name in the system at the event address, grant access and login. If the visitor does 
not know the address of the event, deny entry.  

• Directional and/or other Signs of any kind may not be placed at either gate; however, Realtors 
may provide copies of directions to the open house at the main gate for distribution.   

• There may be one sign with balloons placed in the yard during the event. The estate sale manager 
must remove them when the event concludes.   

• Parking is allowed on one side of street with all vehicles facing the direction of normal traffic. The 
Patrol Officer is authorized to immediately terminate the estate sale if parking causes unsafe 
conditions or if some other nuisance occurs. Parking on cul-de-sacs is not permitted. 
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• The residents are fully responsible for damages to any property because of the event.  
 

Large Private Parties. To accommodate guests and facilitate their access, residents must report large 
party guest lists (10 or more non‐resident autos) to the Gatehouse Officers at least 8 hours in advance. 
Each guest will be checked off against a guest list at the gate. Should the party be large enough to 
require special parking or access assistance, added personnel will be provided at the host's expense. All 
residents and their guests must adhere to St. Johns County noise ordinances.  
 
Youth Parties (hosts under 21). Because of past experiences with youth parties resulting in property 
damage and annoyance, special provisions for youth parties apply. A responsible adult must be present 
at each youth party and all rules for large parties, as noted above, must also be followed. Written 
parental authorization for a party of 10 people or more must be submitted at least 8 hours in advance to 
the Main Gate.  

Law Enforcement, Fire Department, Government Officials and U.S. Mail 

Allow unrestricted entry to properly marked government service vehicles.  Non-Uniformed Law 
Enforcement or Government officials may be allowed unrestricted entry after they display valid 
identification and credentials.  For all plain clothes officers and government agents, photocopy 
credentials, annotate the date and time of entry on the copy and place the document in 
media/government official log entry binder.  Make a notation of the entry on the patrol/dispatch log. 

Destinations to Property Open to the Public 

The TPC Clubhouse offers two (2) golf courses, THE PLAYERS Stadium Course, and Dye’s Valley Course, 
and dining facilities. 

The Yards and Argyle is located off Alta Mar Drive  near  the Oakbridge community. The Gate Officer will 

obtain the guest’s driver’s license and purpose of the visit, golf/tennis/pickleball or dining. 

STANDARD OPERATING PROCEDURES 

Process Servers 

• Only uniformed St. Johns Sheriff’s Officers in a marked or unmarked vehicle are authorized to 
serve papers on Sawgrass Players Club without authorization between the hours of 08:00 a.m.   
and 9:00 p.m. 21:00 Monday – Saturday. 

• Civilian Process Servers appointed by the St. Johns County Sheriff must provide a county photo 
identification card 

• For Process Servers, or Private Investigators not from St. Johns County the process server or 
private investigator should be treated as any other guest.  

• Process Servers cannot “Drop Serve” or leave the papers at the gate. Never accept anything from 
the server 

Animal Control 

There are heavy woods surrounding Sawgrass Players Club.  This is a natural habitat for many wild 
creatures such as deer, fox, rabbits, and squirrels.  You may receive calls to take care of snakes, opossum, 
raccoon, etc.  Animals should be handled by Animal Control. 
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In the case of domesticated animals such as dogs and cats, the Patrol Officer should not attempt to catch 
or detain the animal.  The decision of when to call Animal Control will be made by the Patrol Officer and 
the complainant. 

Lighting Checks 

The Patrol Officer on every shift will be on the lookout for any lights that are malfunctioning.  If the Patrol 
Officer finds a light that is not working,  tie a colored ribbon around the pole and report it to Beaches 
Energy Streetlights at streetlights@beachesenergy.com.  The 4-way concrete light at intersection of 
Marriott and Sawgrass Village and vehicular bridge and landscape lights including lighting on monument 
signage should be noted and sent to MLMC.   

House Checks 

Upon receipt of a completed house check request form, the receiving Officer will notify the Patrol Officer 
on duty. The Patrol Officer will complete an initial check of the area as soon as possible and place the form 
in the appropriate section of the house check binder. 

On each shift the Patrol Officer will complete a walk around the home noting anything out of the ordinary.  

• If the residence has a fence, make sure all gates are secure 

• Make certain all doors and windows are secured not broken. 

• Document all unusual or suspicious circumstances and notify the account manager and  the 
resident, or the emergency contact, listed on the house check request form  If a crime is in 
progress do not intervene, observe from a safe location and call the SJSO non-emergency number 
to report the situation. 

• If there is inclement weather the Patrol Officer will park the patrol vehicle parallel to the home, 
utilize spotlights and vehicle take down lights to perform the house check.  When the Patrol 
Officer performs a house check in inclement weather they must observe the home for a minimum 
of 3 minutes.  

• Each home listed in the House Check Request book should have a minimum of three (3) checks 
daily. The Patrol Officer will record the date and time of the check and initial it. 

• Do not shake or touch the door of any home, it may set off the alarm. 

• Never enter a home. 

Solicitations, Yard Sales. Solicitations and yard sales are prohibited within the Sawgrass Players Club. The 
Gate Officer will immediately inform the Patrol Officer of any reports of solicitation.  The Patrol Officer 
will then attempt to find the solicitor(s) and escort them off property after explaining the rules.  If the 
person is unwilling to leave premises, call SJSO for trespassing violation.   
 
Gate House Power Outages 

The A1A gatehouse has an emergency generator. The purpose of this procedure is that it will provide 
guidance and instruction during power outages that affect the Solana Gate House computer operations 
and/or entry/exit gate operations. 

• Ensure that gate arms stay in the up position or remove the gate arms with the proper wrench 

• Gate officers and the Patrol Officer will assist with entry procedures by verifying residents and 
guests with valid passes through the RFID lane.  Once proper verification has been completed 
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allow entry.  (Note: If Gate Assistant or Patrol Officer provides entry assistance then block off the 
RFID lane and have all vehicle traffic enter through the visitor lane). 

Medical Emergencies 

Residents should call 9-1-1 in the event of a medical emergency and not FCS.  In each instance where  
emergency medical assistance for a resident, guest or any other individual, or whether it is learned that 
emergency medical assistance has been requested, the Gate Officers will keep the entrances and exits as 
clear of traffic as possible so as to allow emergency vehicles unobstructed passage into and out of the 
Sawgrass Players Club.  , If the Patrol Officer is available, he/she will be summoned to be available as an 
escort if desired by the emergency personnel upon their arrival. 

In all such situations, remain calm, be professional and stay on your post.  Your primary responsibility is 
to provide whatever assistance you can while maintaining the controlled access of the entire Community. 

Securing Common Ground/Community Amenities 

The Patrol Officer is responsible for securing entrance points to the gates at the Players Park and the 
Players Pool within 30 minutes of Sunset.  There will be random checks at the Pool.  Subsequently the day 
shift is responsible for unlocking both areas after 30 minutes of Sunrise.  The lock keys for the padlocks 
are to be maintained in patrol vehicles. 

Procedure for Writing Citations 

When a violation of community covenants is observed the Controlled Access Officer will obtain as much 

pertinent information (names, license plates, vehicle descriptions, etc.) and detail of the violation about 

the offence they observed and complete an incident report and prepare the time stamped photo. 

Notices of violation letters are mailed to the responsible homeowner via the U.S. Mail by the 

Subassociation Management Company or MLMC depending upon whether the violation has occurred on 

Master Association property or within a subassociation and its roadways.  At no time will any Controlled 

Access staff directly issue a community citation to an offender  The Patrol Officer will not attempt to 

“pull over” a driver who is in the process of committing a covenant violation.  The Patrol Officer will 

follow the vehicle at a safe speed to obtain information for the incident report and community citation.   

Only take time-stamped photos of violations that are in accordance with The Sawgrass Players Club 
Association, Inc. Rules and Regulations and send them to the appropriate Property Manager. 

For all employees, contractors, or guests of Vicars Landing, TPC Clubhouse, PGA Headquarters, or The 
Yards the citation will be mailed to those locations.  

Violations that FCS may write a citation for include: 

eBike violation on master association roadways- defined as failure to affix a decal on the eBike and register it, 
failure to stop, refusal to wear a helmet, or failure to obey traffic signs.  
Reckless Driving on master association roadways- defined as any person who operates a vehicle in a manner 
in a willful or wanton disregard for the safety of persons or property. Any person through their negligence 
drives their vehicle into a gate arm and causes property damage or bodily harm to a person 
Speeding (greater than 6 mph over) on master association roadways-  
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Failure to obey traffic signs on master association roadways- defined as any person who operates a vehicle in 
a manner that directly conflicts with instructions on any posted traffic sign 
Improper golf cart usage on master association roadways - defined as anyone that is driving without a license 

or failing to obey golf cart rules. 

Interference with Gate operation- defined as any pedestrian or operator of a vehicle that performs any 
action that interferes with the safety of a controlled access officer or safe flow of traffic at the entry or exit 
gates. Any person who gives a false destination (i.e. TPC Clubhouse) and proceeds to another area of 
property. 
Harassment of Gate Officers- defined by using threatening language, profanity, gestures or actions that can 
cause emotional distress to FCS officers 
Overnight street parking (between 1 am to 6 am ) 
Traffic obstruction (including parking in no parking zones) -defined as any vehicle parked in a manner that 
impedes the safe flow of traffic,  any vehicle parked on a roadway that impedes the passage of an emergency 
vehicle, or  any vehicle parked within 32 feet of a stop sign or intersection 
Parking on common property (including grassed right of way)  
Overnight parking of boats, mobile homes, trailers, and RVs between 1 am to 6 am 
Noise as verified by St Johns County police report- defined as any person found to be in violation by SJSO that 
causes excess noise that disturbs neighboring residents 
Animals: Off leash or within pool area/tot lot 
Dumping or blowing materials into waterways 
Vandalism of master association common property 
Unapproved commercial activity after hours, Sundays or major holidays 
Unapproved exterior modifications without ARB/ACC approval (including bulkheads, tree removals  
 
Procedure for Washing Vehicles 

• Car wash should be done on the 1500 to 2300 shift before the car wash closes 

Procedure for Fueling Vehicles  

• Patrol vehicles will be fueled daily  

• Patrol Officers will be  responsibility of completing this task prior to the end of each shift. 

• The Patrol Officer will use the PIN number assigned to him or her to access the fuel pumps 

• The odometer reading will be noted at the fuel pump as well 
 
Procedure for Inspecting Vehicles 

Prior to relieving the previous Patrol Officer, the following checks will be done with the previous Patrol 
Officer: 

• Check the vehicle for cleanliness, don’t relieve if dirty 

• Check the vehicle for any new damage or scratches 

• Check the tires for wear and pressure 

• Take custody of the following equipment: 

• Cell phone 

• Keys for the car(s) 

• AED  
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• Battery Jumper 

• Master keys 

SPECIAL EVENTS PROCEDURE 

Overview 

The TPC Sawgrass Clubhouse hosts a variety of special events throughout the year.  The following are 
procedures set in place to facilitate smooth gate operations for event guests, residents and visitors. 

Pre-Planning 

The PGA event coordinators will update the Account Manager via email of special events taking place.  
PGA will provide the Account Manager with event passes, guest list in alphabetical format seven (7) days 
prior to the event. 

All Controlled Access staff will be notified of any special event that will take place on property regardless 
of projected number of guests. 

Any event with a guest count of 200 or more guests the Account Manager will  schedule (1) one additional 
Gate Assistant to support the Main Gate.  Any event with a guest count of more than 500  guests, two (2) 
additional Gate Assistants will be necessary; one officer will be posted at the Main Gate, and the other 
officer will be posted at the Solana Gate.  The PGA will be responsible for the funding of additional officers.   

The Account Manager and / or supervisor will notify all officers of upcoming special event and refresh 
them on controlled access procedures. 

Event Day Controlled Access Procedure 

• Sawgrass Players Club Gate Officer will be posted as normal.  

• Guests with Event passes displayed on the vehicle’s dashboard will be allowed entry 

• Guests without passes, the officers will obtain the first and last name of the guest either verbally 
or through written identification.  The Gate Officer will locate the guest’s name on guest list 
provided by the PGA, check off or highlight guest names and allow them entry to event 

• For any guest that does not have printed guest pass, or the name is not on the event list they will 
be provided with a standard PGA/TPC guest pass and vehicle license plate number will be logged 
utilizing Controlled Access software 

• All other visitors, commercial visitors, resident guest(s) and residents will be processed utilizing 
standardized entry procedures 

• At the conclusion of the event, the Assistant Gate Officer will be released 

Event Day Contingency Procedure 

If any gate appears to have a line of vehicles  for the Main Gate extending past the stop sign or for the 
Solana Gate, extending onto Solana Rd. the Gate Officer will request assistance from the Patrol Officer to 
facilitate processing of vehicles. 

PROCEDURE FOR WHOM TO LOG FOR ACCESS 

Residential Access 



18 
 

• All guests who want to visit a resident of Sawgrass Players Club must have their authorization 
verified and their information logged into the Controlled Access Computer 

• Any resident that is riding with a guest in a vehicle, verifying resident identity and log information 
into the Controlled Access Computer 

• Any family member of the resident that is not listed as a permanent guest must have their 
authorization verified and logged into the Controlled Access Computer 

• A Valid ID or Driver’s License is required to verify guest or resident 

• Issue Visitor Pass 
 
TPC Clubhouse Access 

• All guests who want to visit the Clubhouse for golf, dining, or shopping in the Pro-Shop must be 
logged into the Controlled Access Computer under Golf 

• Any member of The Players Club who shows a membership card must still be logged into the 
Controlled Access Computer 

• Issue Golf Pass 
 
The Yards  

• All guests who want to visit The Yards for golf or dining at The Argyle must be logged into the 
Controlled Access Computer under Golf 

• All guests who want to play tennis or pickle ball at the club must be logged into the Controlled 
Access Computer 

• Issue Golf Pass 
 
Log Exceptions 

• If the Guest has a valid pass, /RFID attending a TPC Clubhouse special event (TPC Clubhouse 
provides a list of attendees for special events). 

SIX STEP PROCESS 
 
1. Obtain the guest’s name and destination                                                                                                                                                 

• In a professional manner ask the guest their name and what their destination is. 
2. Verify the guest’s authorization to access the property 

• If they are a resident, they can show their driver’s license or a valid ID if they are a passenger with 
their resident address on it 

• Utilize the Controlled Access software to ensure communicated information matches the  pre-
authorized resident list 

• Place a phone call to destination residence and receive verbal authorization from residents if the 
guest is not pre-authorized in the Controlled Access software list 

• Contractors need only provide a work order or contract with the name and address of the 
residents to obtain a one-day entry  

3. Log the guest information into the Controlled Access software program in the computer 

• Name – Last Name (minimum required), First Name (Optional) –on “name” line 

• Tag Number – License plate (non-Florida plates add state abbreviation on “phone” line) 

• Pass number-Gate Identifier –put on “special” line 
4. Issue the appropriate guest pass 

• Visitor  
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• Golf/Golf Clubhouse  

• Vicars Landing  

• Commercial/Vendor/Contractor  
5. Check that the RFID lane is clear 

• Before opening visitor’s gate arm, ensure the RFID lane has no vehicle within 100 feet of the RFID 
gate arm.  

6. Electronically open the gate 

• Press the appropriate gate button or switch to open the gate.  Note the gate arm should close 
automatically when the vehicle passes over the electronic vehicle loop sensor. 

MEDIA ENTRY PROCEDURE 

When newspapers, TV, or any other media representative attempt to gain access to the community the 
Gate Officer must do the following: 

• All media representatives are required to process through the Visitor Gate 

• Media representatives must have the credentials and identification verified 

• All media representatives will be escorted to their destination by a roving patrol officer. 

• The property management company and FCS  have no authority to authorize entry of for any 
media representative.   

• The CAC or Master Board may authorize media representatives to all common property of SPCA.  
Vicars Landing may authorize media representative to Vicars Landing and the TPC Clubhouse/The 
Yards may authorize media to the respective properties. 

 
RFID FAILURE PROCEDURE 

When a resident or frequent visitor's RFID device fails to activate the RFID gate arm: 

• The Gate officer will look up the RFID on the Gate Access Software to determine why the RFID 
device failed 

• The Gate Officer will then politely request the person’s name and address and then record the 
information along with the vehicle tag number and decal number 

• This information will be recorded on the RFID failure form 

• At the end of the day the RFID failure form should be turned in to the Account Manager 
 
GATE ARM INCIDENTS  

In the case that a vehicle strikes any of the gate arms, the Gate Officer on duty must do the following: 

If the driver stops after the incident: 

• Call the Patrol Officer on duty 

• Have the driver fill out a Gate Incident form while waiting for the Patrol Officer to arrive 

• Patrol and victim sign off on damages make video clip of incident and save to Patrol phone, and 
drivers phone, or a thumb drive.  The Video clip is then sent to the Account Manager.If the driver 
stops but does not choose to wait for patrol, the Gate Officer must collect the following 
information: 
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• The driver’s name and address, if the driver is a visitor obtain the information of the resident they 
are visiting, Cell phone, house number, Driver’s license number, license plate number, Insurance 
company and policy number.  Complete the “Gate Arm Incident Form” with the driver.   

• If the driver was “Tailgating” or following too close to the vehicle in front of them, give the driver 
a copy of “Section III from the SPCA BOD handbook that states:  “All vehicle operators must enter 
and exit the community with reasonable care.  Drivers are responsible for ensuring their vehicles 
do not strike the gate arm or that the descending gate arm does not strike their vehicles. 
 

If the driver does not stop: 

• Collect as much information as possible and complete “Gate Arm Incident form”  Be sure to note 
the following information:  Date and Time of Incident, Vehicle’s description, Driver’s description, 
License Plate number, which gate the incident occurred.   

• The Gate Officer will then write a detailed narrative on the completed form. 

• Place the completed form on the Account Managers desk. 

• The Account Manager will then send details to MLMC and the appropriate board members.  
 
CARGO TRUCK ESCORTS 

It will be the responsibility of the Patrol Officer to perform all cargo truck escorts through the community. 
The Patrol Officer must be familiar with all the communities in Sawgrass in order to safely perform the 
escort. 

Small Cargo Trucks (2 axel trucks) do not require an escort.  Small Cargo Trucks are defined as a Cargo 
Truck that the drivers cab, engine compartment and the cargo area are one vehicle.  Normally small Cargo 
Trucks do not exceed 23 feet in Length. 

Large Cargo Trucks (3 axel trucks) require an escort for every entry.  Large Cargo Trucks are defined as a 
Cargo Truck in which the drivers cab and engine compartment are separate vehicles from the cargo trailer. 

When performing escorts: 

• Have a map of the community in hand. You do not want to take the truck into an area that they 
cannot get out of 

• Take the route with the least turns. This may mean taking a longer route 

• Inform the driver of the area he is about to go into. Discuss a plan to be able to turn around to 
exit the community 

• When escorting use the green and yellow overhead lights to warn other drivers 

• Maintain a speed no higher than 20 M.P.H. 

• Block oncoming traffic during a turn so that the truck can use both lanes to turn and reduce the 
risk of sod or property damage if necessary                                                                                 

• Large Cargo Trucks are prohibited from entering  Players Club Villas, Lake Side and Bermuda Court 
communities due to the small width of the streets 

 
GATE ARM OR COMPUTER MALFUNCTIONS 

When the gate arm malfunctions: 

 1. The Gate Officer will notify the Patrol Officer 
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 2. The Gate Officer  or Patrol Officer will attempt to reboot the system 

3. If the system fails to start correctly the Gate Officer  or Patrol must notify the Account Manager.    
 

CALL OFF PROCEDURE 

When an Officer calls off unable to report for duty: 

• Officer must give four hours’ notice in advance  

• The Officer calling off must notify the Patrol Officer on duty 

• The Patrol  Officer will annotate in the patrol log the time of the call off 

• The Patrol Officer on duty will attempt to fill the open post using the employee recall phone roster 
sheet 

• The Patrol Officer will complete a call-off form including the names of all Officers that were 
requested to fill in the open post and the details of the call off. 

• Place the call off  on the Account Manager’s desk.   

• If the Patrol Officer is unable to fill the shift, notify the Account Manager. 

• The Field Supervisor may be called for assistance if needed.  This action will be taken only after all 
other methods to fill the post have been exhausted. 

 
EQUIPMENT AND MAINTENANCE CHECK PROCEDURE 

 All Officers are the key person that will ensure all company and client equipment is accounted for and 
minor maintenance is completed on company vehicles.  It is best to establish a routine and annotate the 
inspection results on your daily activity report. 

Perform the equipment and maintenance check below: 

• Make sure the patrol equipment is present and in good working order ( cell phone, keys, gas card, 
flashlight, first aid kits etc.) 

• Ensure Gate house and all appliances are clean and working.  Clean floors as needed.  

• Walk around the vehicle to inspect the exterior for cleanliness and damage 

• Check the vehicle engine area for proper fluid levels (oil, transmission, brake, coolant) 

• Check the interior of the vehicle for cleanliness and damage 

• Check the interior of vehicle’s trunk an ensure additional equipment is present, in good working 
order all items are accounted for (i.e. raincoat, AED, and First Aid Kits )  

 
PROPER RESPONSE AND PATROL PERFORMANCE 

• The safety lights on the patrol vehicle are not emergency lights and are not to be used as such. 
Use the lights as a warning to other motorists when parked on or next to the road or directing 
traffic around an incident. They are not used to pursue community violators or move traffic 
when responding to a call. 

• While on patrol, Patrol Officers should be driving at a speed no higher than 5 mph under the 
posted speed limit. It is important to drive at a slow speed to properly observe the surroundings 
and be able to perform a safe maneuver around unexpected obstacles (animals, children, or 
debris). 
 



22 
 

When responding to a call, the maximum speed allowed will be the posted speed limit for the road on 
which the Patrol Officer is currently driving. 

TRESSPASSING PROCEDURES 

Individuals may be criminally trespassed from TPC Sawgrass common areas if they perform certain acts 
that are criminal in nature or violate community rules.  Trespassing authority to trespass is as follows: 

Completed Criminal Acts:  The Patrol Officer  will contact SJSO to issue a Trespass Warning if the SJSO 
Officer deems it is warranted. .  The Patrol Officer will make a notation in their incident report after this 
step is completed being sure to note the date, time, and SJSO Deputies name, and incident number The 
FCS Officer is authorized to be the complainant in a Trespass Warning, only for incidents on SPCA property 
and only between the two Guard Houses.   

Suspected Criminal Acts or violation of community rules (i.e. prowling, continuous violation of the 
contractor work hours, being in prohibited areas during special events, etc.):   If a person does not leave 
the property when politely asked by a FCS Officer,  the FCS Officer is authorized to contact SJSO if they 
feel a crime has been committed, or if a person does not comply the rules set forth in the SPCA BOD 
property owners guide. 

Note:  Even when an individual receives a trespass warning from SJSO they may still go to a person’s 
home by taking a direct route from the gate to the home and must stay on their sponsors  private 
property or risk arrest by SJSO for being in violation of the issued trespass warning. 

TAKING STATEMENTS FOR INCIDENT REPORTS 

On a regular basis FCS  officer obtain information from others.  Most of this information will be notated 
on an incident report.  For the incident report to have full and complete information you must understand 
how to properly obtain this information by taking verbal and written statements.   

• Complainant – A person who initially notifies law enforcement that a crime occurred 

• Victim – A person who suffers mental and/or physical anguish and the loss or damage to personal 
property as the result of a criminal offence 

• Witness - A person who observes a crime or has some knowledge pertaining to the facts and 
circumstances surrounding a criminal offense 

• Suspect - A person about whom some credible information exist that the person may have 
committed a particular criminal offence 

• Subject/Person of interest – A person who may be directly or indirectly associated with a crime.  
Be aware, the subject/person of interest may make an incriminating statement during the 
interview. 

• Incident reports are for internal use only. 
 

PROTECTING A POTENTIAL CRIME SCENE 

Regardless of the type of post you work at there is a possibility of a section of that post becoming a crime 
scene.  It may be as small as some landscaping being vandalized or as large as a capital crime such as 
murder.  Until a local law enforcement representative arrives it is your job as the FCS  officer to protect 
that potential crime scene. 

When receiving notification: 
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• Log the Time, date, location, and type of incident or the details pertaining to initial discovery 

• Get the full identification, address, telephone number of all persons related to the incident 
especially the person who reported the information 

• Contact the Account Manager Immediately for any major incidents. 
 

On location of the crime scene: 

• Verify you are at the crime scene; notate the address of the home, building and room number of 
the incident. 

• Secure the area by establishing a 360 degree perimeter around the crime scene, don’t allow 
anyone to enter the perimeter until local police arrive.  Log the time the perimeter was 
established. 

• State the principal use of the building (home, business). 

• Record the type of the construction, color, and other identifying features of the location 

• Log the weather conditions, temperature and odors in the area 

• Compile a list of any persons, animals, vehicles, debris, located around the crime scene  

• Determine if any evidence has been touch or moved, if the crime scene has undergone any 
physical change as result of weather or other actions since your arrival; record that information. 

• When local law enforcement arrives furnish them with a copy of all the notes you compiled. 

• For minor incidents note the Deputies name and incident number. 

• Leave the report on the Account Managers desk. 
 

On most occasions you will arrive long before local law enforcement officials by following these steps you 
will greatly assist them in their investigation.  A properly protected crime scene will greatly increase the 
likelihood of the perpetrator being located and prosecuted. Once SJSO arrives on the scene, they will take 
control of the crime scene, and you are instructed to do what the SJSO Deputy asks.  (Contact the Account 
Manager if you are asked to do anything outside of your normal scope of work, or anything you do not 
feel comfortable doing). 

NOTIFICATION MATRIX 

There are certain incidents that may occur at your post that need a uniform notification regardless of the 
type or location of your post.  In this section the incidents will be listed and you will see an illustration of 
the notification matrix on the next page: 

Vehicle Accident (no Injuries) 

1. Shift Supervisor 2. Site/Account Manager 3. Field Supervisor 

Vehicle Accident (with Injuries) 

1. 911 2. Shift Supervisor 3. Site/Account Man 4. Field Supervisor 

Property Damage (less than $500) 

1. Shift Supervisor 2.  Local Police 3. Site/Account Manager 

Property Damage (more then $500) 
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1. Shift Supervisor 2. Local Police 3. Site/Account Man 4. Field Supervisor 

Personal Injury (minor, i.e. minor cuts, bruises) 

1. Shift Supervisor 2. Site/Account Manager 3. Field Supervisor 

Personal Injury (major, i.e. broken bones, heavy bleeding) 

1. 911 2. Shift Supervisor 3. Site/Account Man 4. Field Supervisor 

Criminal Activity (not in progress) 

1. Local Police 2. Shift Supervisor 3. Site/Account Man 4. Field Supervisor 

Criminal Activity (in progress) 

1. 911 2. Shift Supervisor 3. Site/Account Man 4. Field Supervisor 

 

Remember to log the times on your incident report when each notification was made and by what method 
(phone, in person, e-mail, voice message).  The Account Manager will be responsible for reporting the 
incidents to the corporate office and the Site Supervisor or Account Manager will be responsible for 
reporting incidents to the client. 

GENERAL POST RULES 

• All personnel are required to be at work on time and dressed in the appropriate uniform.  

• The uniform is to be clean and neat in appearance, all shirts must be tucked in 

• No visitors will be allowed on post without the Account Manager’s prior approval 

• Reading material, games, or personal computers are not permitted in the Gatehouse 

• All Officers must remain on the property while on duty. Lunches and dinners must be delivered 
unless authorized to leave by the Account Manager 

• Officers are not allowed to leave a Post without being relieved by another trained FCS Officer 
 

HOW TO ANSWER THE PHONE AND TAKE PROPER ACTION – PATROL ASSISTANCE, GUEST 
AUTHORIZATION, LEAVE MESSAGE, COMPLAINT, ETC.   

Properly answer the phone – TPC Sawgrass Controlled Access this is Officer ____________, how may I 
assist you? 

Record the information on a separate sheet of paper 

For Patrol assistance make sure to obtain the following: 

• Name of the caller 

• Address of the caller  

• Nature of the call 

• The location of the incident  

• A call back number 

• The date and time of call 
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• Notify the Account Manager in the event of a serious incident 
 
Immediately dispatch the Patrol Officer on duty and then record the information obtained into the Gate 
Daily Activity Report form. 

Guest Authorization 

• Verify the resident’s name and address in the Controlled Access computer 

• Obtain the guest’s name, time of arrival, and length of visit   

• Annotate the information under the resident’s information in the Controlled Access computer 

• Suggest to the residents that they can use the app to add or remove guests via their mobile device 
 

PARKING EXCEPTIONS FOR COMMUNITY COVENANTS 

The Controlled Access Committee can grant temporary exceptions to parking regulations on master 
common property. The subassociation board by notification to MLMC can grant temporary exceptions to 
parking regulations on their roadways due to roof construction, driveway construction or milestone family 
gatherings such as weddings or funerals.  The Account Manager may also approve parking exceptions on 
behalf of the Committee but must follow prescribed Committee criteria. 

Residents that need a parking exception must: 

• Email their local subassociation board and MLMC with request for a parking variance on their 
subassociation roadway or email the Controlled Access Committee and MLMC for a parking 
variance on master common property. An overnight parking request should be completed when 
the resident is requesting to park on master common property.  

 

Roof or Driveway Construction:  Residents are allowed parking exceptions to park on the street adjacent 
to their home for the duration of the construction period provided that approval of the project has been 
granted by the local subassociation board in advance and the Architectural Control Committee.  

In all instances where parking exceptions are granted the Account Manager will issue exception parking 
passes to the residents for their guest to place in the dashboard of their vehicle. 

For After Hour overnight parking requests, the FCS Officer may issue an Overnight pass until the following 
business day, when the resident is able to get proper approval as listed in the SPCA BOD property owners 
guide. 

TREE REMOVAL VENDORS 

Tree removal vendors should state destination of where they are going and provide proof of 
subassociation or SPCA Architectural Review Approval or Master Association Landscape Committee 
Approval as verified through Precision Turf or MLMC.  

SUBASSOCIATION CONTACT LIST- MLMC shall send updates of the contact information provided by the 
subassociations.  


