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	Visitor Policy
Owner/ Department: IBU-KWT, Human Resources



	Brief
	To protect the safety and security of our employees, visitors, and property and to ensure only authorized personnel have access to our facilities.

	Purpose
	To provide guidance for visitors to premises, as well as for employees sponsoring visitors to SMSA Express.

	Responsibilities
	Service Center Agent to ensure all visitors ID collected and visitors log sheet completed and the log sheets are submitted back to the admin department 
Administration Specialist to ensure the compliance of the process, visitor log sheet are received, checked and filed.

	Guidelines
	· Visitors must arrive at the service center desk for registration (Visitor Log Sheet)

· Visitors must present official identity card at the time of registration.

· SSC agent to ensure visitor log sheet is completed: (Date, Time In, Name, Company Name / ID Number, Reason for visit, Time Out, Signature, Security signature, Visitor Badge SN)

· SSC agent to keep visitor identity card along with visitor log sheet.

· SSC agent to provide visitor with SMSA visitor badge.
· SSC agent to provide visitor with SMSA fire and emergency guideline flyer (optional) 
· Visitors must wear SMSA visitor badge all the time to display that the visitor is an authorized visitor.

· Visitors must be escorted by SMSA employees while they are inside SMSA premises.

· Visitors to return the SMSA badge to reception and collect their identity card once the visit is over.

· All SMSA employees from others countries must present SMSA ID to reception, in case employee does not have SMSA ID SSC agent to consider the employee as normal visitor. 

· Administration Specialist to check, verify and sign visitor log sheet monthly.

· SSC agent to send visitor log sheet monthly to Admin department.

Management Role: 

· Ensure all visitor log sheet completed.

· Proper coaching and training should be imparted whenever required. 

· Any changes on the policy must be approved by CGM. 
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