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Work Instructions
Owner/ Department: ZAF – Corp                                     
	Brief
	To create a standard procedure for the control and management of keys in the Administration building and containers, at SMSA ZAF Brentwood Park facility. 

	Purpose
	1. To create a standard procedure for the control and management of keys in the Administration building and containers, at SMSA ZAF Brentwood Park facility.
2. To provide guidance for issuing & returning of physical keys for offices, rooms and containers. 


	Persons Affected
	All SMSA ZAF employees working at Brentwood Park facility. 

	Responsibilities
	Personal Assistant of the Managing Director: in charge of keeping all the keys in a secure key box for the offices and containers at Brentwood Park. Ensure the Key Control Forms are completed and updated at the point of issuing and returning of keys. 


	Guidelines
	· Personnel with offices, use their own keys to gain entry into their offices, at start of business day and close their offices, at end of business day. 
· Spare keys must be available where required and issued as per procedure from a secure key box at all times.
· Issuing of and return of keys must be controlled by the Personal Assistant of the Managing Director.
· In case a staff member resigns, the key to the offices must handed in to the Personal Assistant of the Managing Director. 
When issuing a spare key, the requestor must request the spare key from the Personal Assistant of the Managing Director, who should determine and advice if the request is valid, and if the office / room / container can be accessed and for what purpose. She will authorize the issuing of the spare key and be guided accordingly:
· She needs to properly complete the Key Control Form 
· She will then get the appropriate key from the key box and handover it to the authorized person and lock the key box.
·  The authorized person must return the key back after use and sign the key control form.
· Regular key control audits need to be carried out by Personal Assistant of the Managing Director to ensure all keys are accounted for. Records of the logs must be retained for a period of 1 year. - Key Control Log 

	General
	Any Exception to this policy must be approved by the Managing Director

	Related Documents
	Key Control Form 
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