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	                   Temperature Monitoring and Control - HQ
                                         Owner/ Department: Quality & Risk Management



1. Purpose

The purpose of this work instruction is to establish consistent procedures for monitoring and controlling ambient temperature within the SMSA Headquarters. This aims to:

· Ensure a healthy, safe, and comfortable indoor working environment for all personnel.

· Prevent heat-related or cold-related health risks.

· Promote energy efficiency and environmental sustainability.

2. Scope

This procedure applies to all office spaces, common areas, and operational zones within the SMSA Headquarters facility. The server room is addressed separately due to critical cooling requirements.

3. Responsibilities

Two staff members from the Quality and Risk Management (QRM) department are assigned to manage compliance with the temperature monitoring procedure—one serves as the primary responsible person, and the other acts as a backup. They are responsible for performing weekly checks, ensuring accurate readings, documenting findings, and making necessary adjustments.

The Facilities and Security teams are jointly responsible for managing centralized Heating, Ventilation, and Air Conditioning (HVAC) systems. Individual departments are responsible for maintaining and monitoring their standalone air conditioning units.

4. Instructions

4.1. Temperature Monitoring Devices
· Install accurate and calibrated temperature monitoring devices on each floor.

· Devices must be placed away from direct sunlight, vents, or heat-generating equipment.

4.2. Temperature Control Standards
· Maintain ambient indoor temperatures between 23°C and 26°C at all times.

· This range supports occupational comfort, reduces health risks, and optimizes energy use.

4.3. Daily Air Conditioning Operations
· Centralized Heating, Ventilation, and Air Conditioning (HVAC) systems will be activated each morning by the Security team.

· Individual departmental units must be activated/deactivated by respective department staff.

· At the end of the workday, the last person leaving a floor must turn off the air conditioning system. Security will verify and ensure all units are off after hours.

4.4. Special Areas – Exceptions
· The server room is exempt from manual shut-off due to its 24/7 cooling requirement.

· It must be monitored by the Information Technology department in coordination with Facilities for uninterrupted operation.

4.5. Weekly Monitoring
· Assigned personnel shall inspect each temperature monitor at least once per week.

· Actions based on readings:

· Below 23°C: Turn off or reduce air conditioning.

· Above 26°C: Turn on or adjust cooling levels appropriately.

· Document findings in the official log.

4.6. Temperature Monitoring Recordkeeping
· The "Monitoring Air Conditioning Temperature Checklist" (Document No. 5301) must be completed and submitted weekly.

· All records shall be retained in accordance with the “Control of Records and Documents Procedure” (GUIDE Document No. 8744).

4.7. Training and Awareness
· Visual posters, periodic email reminders, and training briefs shall be used to raise awareness among staff and ensure full adherence.

5. Compliance and Continual Improvement

· Compliance with this work instruction is mandatory.

· If any non-compliance is identified during monitoring, a ticket must be raised to the Admin Department. A review should be conducted, and corrective action must be taken accordingly through the EHS Incident Accident and CAPA Form (Document No. 2801).

· Feedback and improvement suggestions should be directed to the Environmental Health and Safety Committee.

· This instruction will be reviewed annually or when changes occur to HVAC infrastructure, energy policies, or workplace health guidelines.

6. Related Documents

· GUIDE Document No. 8744 – Control of Records and Documents Procedure

· GUIDE Document No. 5301 – Monitoring Air Conditioning Temperature Checklist

· GUIDE 2791 – OHS Risk Assessment

· GUIDE 2801 – EHS Incident Accident and CAPA Form
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