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	                            Use of Locker Policy
                                         Owner/ Department: Quality & Risk Management



1. Policy Statement

This policy aims to protect SMSA’s assets, ensure the safekeeping of employees’ personal belongings, and maintain the security and integrity of operational areas. Locker usage shall be governed by clear rules and controls in accordance with SMSA’s Integrated Management System and applicable international standards.

2. Purpose

To define the terms, conditions, and responsibilities related to the use of lockers by SMSA employees and authorized non-employees, ensuring consistency, safety, and accountability.

3. Scope

This policy applies only to designated SMSA facilities where lockers have been made available based on business requirements, customer needs, and the security profile of the project as approved by top management.
Locker facilities are not available at all SMSA locations, and therefore, this policy shall be enforced only in facilities where lockers are officially assigned and operational.

4. Responsibilities

	Role
	Responsibility

	Manager In Charge
	Approve locker assignments, ensure policy dissemination and compliance.

	Assigned Staff
	Maintain and regularly update the locker assignment register; share with Security Executive and concerned departments.

	Security Executive
	Maintain and control spare locker keys securely. Assist with locker inspections as required.

	Locker Users
	Comply with policy terms, maintain locker hygiene, and report any loss or damage.

	QRM Department
	Investigate any breach of this policy, including improper use or violations.


5. Locker Usage Guidelines

· Lockers will be allocated with a unique locker number. The assignment register shall be updated and distributed to concerned parties.

· Lockers must be kept clean and in good condition. Locker users are accountable for upkeep and must not misuse or damage assigned units.

· Prohibited items inside lockers include:

· SMSA property, tools, or equipment (except personal safety gear).

· Aerosol containers or flammable items.

· Sealed or open food items.

· Any item that may cause hygiene, safety, or operational risk.

· Searches: Lockers may be subject to inspection at any time by authorized SMSA personnel. The presence of the locker user or their direct manager is preferred, but not mandatory.

· Damage or loss:

· Any damage requiring repair or replacement due to misuse shall be reported as per incident reporting policy GUIDE DOC# 2029

· Lost keys must be reported immediately. Replacement costs may be charged to the locker user.

· Clearance: Upon resignation or transfer, the user’s direct supervisor must ensure the locker is emptied and inventoried.

· Reassignment: Locker transfers must be approved by the Manager In Charge.

· Visitors will not be assigned lockers unless authorized to report daily. In such cases, the same policy applies.

6. Compliance and Controls

· Locker-related practices shall be conducted in alignment with SMSA’s Integrated Management System and Governance, Risk, and Compliance framework.

· Locker assignments and monitoring shall follow standardized controls to ensure operational discipline and safety.

· Non-compliance may result in disciplinary action as per internal audit procedure GUIDE DOC#517

7. Regulatory & ESG/GRC Alignment

· Locker usage and inspections shall comply with applicable labor laws, safety regulations, and workplace conduct rules in all countries where SMSA operates.

· Locker availability shall be determined based on project-specific needs and top management approval.

· SMSA ensures fair locker assignment without discrimination, supporting ESG commitments on equality, inclusion, and non-retaliation.

· Controls within this policy contribute to Governance, Risk, and Compliance objectives, particularly in asset protection, incident prevention, and responsible business operations.

8. Related Documents

· Incident Reporting Policy – GUIDE DOC#2029

· Internal Audit Procedure – GUIDE DOC#517

Page 1 of 1
Uncontrolled copy if printed
Document No. 3040


Version 4

[image: image1.png]