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	BRIEF
	The Security Standard Operating Procedure (SOP) outlines the key measures and responsibilities for maintaining a secure environment within the warehouse. Its primary purpose is to safeguard company assets, control access to restricted areas, and ensure the safety of personnel, inventory, and infrastructure.

	PURPOSE
	The SOP establishes clear guidelines for visitors’ identity verification, CCTV monitoring, facility access control, after-hours access, staff entrance/exit checks, General EHS and Trash disposal and cleaner exit checks. Adhering to these procedures is critical in minimizing risks and maintaining compliance with SMSA security standards.

	PERSON AFFECTED
	SMSA Staff, outsourced staff and Visitors

	RESPONSIBILITIES
	Warehouse Security Guards.

	VISITORS
	· All visitors’ IDs must be physically checked and matched with the person before granting access, no access will be granted without a valid ID.
· No one other than SMSA staff is allowed to enter the parking area without permission.
· Maintain a visitor logbook at the security desk. Record Full Name, ID Number, Company Name, Purpose of Visit, visiting staff name, Time In & Time Out.
· Guide visitors on where to park and provide them SMSA visitor ID badge. The visitor ID card shall remain with the security and handed over to them only when they return SMSA visitor ID badge.
· Guide visitors to the reception, open the gate for them using security access card and provide directions to the office of the staff member they are visiting.

	CCTV MONITORING
	· Security guards must actively monitor the CCTV from all zones and sections. This applies to Day/Night Security guards.
· Report suspicious activity immediately to the Logistics Manager.
· Report any CCTV that is not working to the Logistics Manager immediately.

	FACILITY ACCESS CONTROL
	· All warehouse entry and exit gates must be physically checked and closed if not in operation during and after office hours.
· Warehouse staff must only enter through the staff gate near the security desk, store personal items in lockers, and undergo pocket checks and metal-detection scanning.
· Warehouse staff are strictly not allowed to enter through the reception gate.
· Security shall ensure that all warehouse staff carry SMSA ID when entering the facility.
· Internal gate access between zones (warehouse and offices) must be always closed and restricted to authorized personnel only.
· Conduct checks on emergency exits for proper closure.
· All staff accessing the warehouse should wear safety vest before entering the warehouse.

	AFTER-HOURS ACCESS
	· No entry is permitted into the warehouse after working hours without prior approval from their management.
· Any unauthorized access attempt must be logged and escalated to the Logistics Manager.

	FACILITY EXIT CONTROL
	· All warehouse staff must undergo a bag check by the security guard when leaving the facility.
· Warehouse staff must exit only through the staff gate near the security desk, and undergo pocket checks and metal-detection scanning.
· Warehouse staff is strictly not allowed to exit through the reception gate.
· All checks must be done respectfully and if anything is found, it shall be reported to the Logistics Manager immediately. 

	GENERAL EHS 
	· Ensure that all personnel in the warehouse, including visitors, are wearing the appropriate safety vest at all times.
PPE requirements: Helmets for those working near the racks, and safety vests for everyone present in the warehouse.
· Any individual found not wearing the required PPE must be reported immediately to their Logistics Manager.
· The security guard must remain at his post during shift changes until the relieving guard arrives and a proper handover has been completed.
· Ensure nothing is blocking Electrical DBs, fire hose reels/extinguishers/emergency doors.

	TRASH DISPOSAL & CLEANER EXIT CHECKS
	Designated Disposal Areas:
1. All waste must be collected and disposed of only in designated trash disposal zones outside the warehouse premises.
2. Cleaners must not leave the premises with any waste without supervision.
Trash Checkpoint:
1. A checkpoint near the warehouse exit shall be designated for inspecting trash bags and boxes taken out by cleaners.
2. All trash must be presented to the assigned security guard for inspection before disposal.
Inspection Protocol:
1. Security guard must open and visually inspect all trash bags.
2. Any sealed boxes, wrapped items, or unusual packages must be unwrapped and checked thoroughly.
3. Cleaners are not allowed to carry personal bags or belongings while disposing of trash unless previously cleared.

	REPORTING
	Maintain a daily security log, including:
1. Visitors Log: Shall be always maintained.
2. UAE Security Patrolling Report: Security guard shall file their security patrolling sheet at all times and ensure it is properly maintained.
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