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Standard Operating Procedure
Owner/ Department: ZAF – Corp                                     

PURPOSE

[bookmark: _Hlk152677607]The objective of the Standard Operating Procedure is to provide general rules and guidelines when visitors access Namlog’s Brentwood Park facility.

SCOPE

[bookmark: _Hlk152677912]The Standard Operating Procedure is applicable to all visitors, Namlog personnel, and the appointed Security Subcontractor. 

PROCESS

1. Visitors, customers and third parties are only allowed access to Namlog Brentwood Park facility through the Main Gate at Namlog’s Brentwood Park facility, and no other gate. 
2. Visitors, including customers making deliveries, as well as third parties making collections and deliveries, must arrive at Namlog’s Brentwood Park Main Gate.
3. The security guard will hand over the Entry Control book to the visitor / customer / third party driver.
4. The visitor / customer / third party driver to complete the Entry Control Slip in the Entry Control Book before entering the premises. 
5. After completion of the Entry Control Slip, the visitor / customer / third party driver hand over the Entry Control book to the security guard.
6. Security guard verifies all the required information is completed and tear off the Entry Control slip from the Entry Control book and hand it over to the visitor.
7. Visitors to: 
· Park their vehicle in the visitors parking bay, 
· Report to Namlog reception, and the Namlog receptionist will call the relevant Namlog employee. 
· Hand over the Entry Control Slip to the Namlog employee or the receptionist for signature. 
· Proceed to their vehicle, (after the meeting was conducted) in the visitors parking area and will drive to the Main Gate to exit Brentwood Park facility. 
· Hand over the Entry Control slip to the security guard at the Main Gate before departing Brentwood Park facility. 
· Depart from Namlog Brentwood Park facility after the security guard verified the Entry Control was signed. 
8. The Security guard file the Entry Control slip in the allocated file for record keeping purposes.
9. Customers and third Party Drivers will: 
· Park their truck / vehicle in front of Warehouse A to offload or to be loaded with cargo. 
· Report to the Induction area in Warehouse A for:
· booking in of cargo, weights and dimensions confirmation and completion of Namlog waybill. 
· notify the applicable personnel of his presence and request to be loaded (collection of cargo request). 
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