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	               Agency Safety & Security Officers Policy
                                         Owner/ Department: Quality & Risk Management



1. Policy Statement

SMSA engages external agency Safety and Security Officers, where necessary, required, and approved by top management, to safeguard its employees, facilities, customer property, and physical and informational assets. This policy provides a structured framework for managing their deployment, conduct, and performance in accordance with the Integrated Management System (IMS), including TAPA Facility Security Requirements (FSR), Environmental, Social and Governance (ESG) principles, and Governance, Risk, and Compliance (GRC) obligations.

2. Purpose

To ensure that Safety and Security Officers provided by third-party agencies deliver a high standard of service aligned with SMSA’s security, safety, and operational objectives, while maintaining professionalism, regulatory compliance, and risk mitigation.

3. Scope

This policy applies to all external agency Safety and Security Officers assigned to any SMSA facility, including logistics hubs, administrative offices, service centers, and operational sites across all regions & countries.

4. Definitions

Agency Safety and Security Officer: A trained and licensed professional employed by an external agency and assigned to SMSA locations to prevent, detect, and respond to threats to personnel, assets, and operations.

5. Responsibilities

Quality and Risk Management (QRM) or Operational Facility Management (where applicable) shall:

· Review and approve service contracts with external security providers.

· Conduct scheduled performance reviews and spot checks at SMSA sites.

· Hold formal meetings with the agency to address performance, incidents, and improvements.

· Investigate all complaints or reports of misconduct or negligence.

· Provide documented monthly feedback to the agency using Guarding Performance Report – External Security (DOC#316).

· Enforce contractual penalties or escalate to legal and compliance teams for repeated underperformance.

· Manage day-to-day supervision of officers assigned to their facilities.

· Verify completion and submission of performance reports.

· Conduct onboarding, briefings, and periodic training refreshers on site-specific risks and procedures.

Site Supervisors / Location Managers shall:

· Ensure attendance, discipline, and adherence to uniform and conduct requirements.

· Monitor duty post coverage and emergency preparedness.

· Report non-conformities or violations to QRM.

6. Performance and Conduct Guidelines

All agency Safety and Security Officers must:

· Maintain high standards of integrity, honesty, and vigilance at all times.

· Wear complete uniforms and visible identification in accordance with SMSA requirements.

· Follow all applicable policies.

· Understand the physical and operational layout of their assigned locations.

· Remain aware of all current and potential security threats and risks.

· Maintain clear access to emergency exits and verify fire safety systems are operable.

· Support emergency management protocols including fire, evacuation, blackout, or bomb threats.

· Operate and monitor CCTV and electronic surveillance systems responsibly.

· Report suspicious behavior, theft indicators, or hazards to the Safety and Security Executive or direct supervisor.

· Conduct staff searches professionally, only when authorized.

· Prevent unauthorized material storage or unsafe waste handling.

· Use conflict de-escalation techniques to manage aggressive or violent behavior.

· Complete duty logs, incident reports, and provide witness statements as required.

· Cooperate with Police, Fire Department, Ministry representatives, or other public authorities.

· Comply with all lawful instructions issued by SMSA management and QRM.

7. Governance, Compliance, and Reporting

· All agency officers are subject to SMSA’s governance, risk management, and ESG compliance frameworks.

· Monthly evaluations will measure compliance against service level agreements (SLAs), punctuality, reporting accuracy, professionalism, post coverage, and emergency readiness (per DOC#316).

· Violations or repeated deficiencies will be addressed through non-conformance reports and corrective actions.

· Cultural awareness, non-discrimination, gender sensitivity, and respectful conduct must be upheld.

8. Training and Qualification Requirements

All agency officers must:

· Possess valid licenses and credentials as required by regulatory authorities.

· Complete SMSA orientation and mandatory safety induction.

· Undergo quarterly refreshers on emergency procedures, first aid, and IMS requirements.

· Be aware of location-specific security protocols and contact escalation points.

9. Review and Continuous Improvement

This policy shall be reviewed annually or when significant changes in operations, regulation, or risk posture occur. All updates shall be approved by QRM and documented in accordance with document control procedures.
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