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	Personal Vehicles Access Guidelines
                                                 Owner/ Department: OPS



	Brief
	This guide is for Personal Vehicle access to the facility.

	Purpose
	1. To standardize and designate the personal vehicle access to the facility.
2. To provide a guide regarding Personal Vehicle Access to the facility.

	Persons Affected
	All SMSA employees 

	Responsibilities
	1. Line Managers – Responsible in providing the list of vehicles plate number used in operation, likewise to update the same if there are changes, deletions, or additions. He is also responsible to disseminate this guideline to all staff under him.
2. Security Supervisor – Responsible in ensuring that line managers provide the list of vehicles authorized to enter the designated shipping and receiving area. He is also responsible to ensure that the Security Officers are checking and controlling vehicles access to the designated shipping and receiving area.
3. Security Officers – checking and controlling vehicles access to the designated shipping and receiving area.

	Guidelines
	Personal Vehicle Access Guidelines:
A. Personal Vehicle:
1. These are vehicles not intended for operational use and solely for personal purposes. This would include customer and public utility vehicles.
B. Vehicle Access to the Facilities:
1. Only Vehicles assigned for pick up and dispatched are allowed in areas designated for loading (shipping) and unloading (receiving) shipments.
2. Line Manager shall provide list of authorized vehicles’ plate number to the security executive for monitoring and security purposes. Please refer to Authorized Vehicle Access Form under to be used in creating the list.
3. The list should be updated whenever there are changes, additions, and deletions to the line-up of vehicles used in operations. This is to be reviewed on a quarterly basis by the Line Manager and Security Supervisor.
4. Personal, customer, public utility vehicle entering or parking within 25m radius of the designated loading and unloading of shipments will not be allowed.
C. Request for Access:
1. Any vehicle not in the list of authorized vehicle should seek a written approval from Line Manager and noted by the Security Supervisor prior to access. This written approval should be presented to the security executive during the access.
D. All staff including security:
1. All unauthorized vehicles must be challenged by security.
2. All staff needs to be trained in security as per the security training modules (Ref. to training and development policy).
3. If a member of staff comes across a vehicle that is unauthorized to park , then all efforts to trace the owner should be carried out. If the owner cannot be found, inform security to call the relevant authorities.
4. No pre loading or parking of SMSA or 3rd party vehicles outside non operational hours, unless agreed with 3rd party & QRM. If the vehicle is parked then it needs to be covered by CCTV, seals, sufficient lighting. All doors closed and locked and vehicle alarm on. The vehicle must be disconnected and parked away from the ramp.
D. Violation:
1. Any breach of this policy could lead to disciplinary action.

	General
	Any Exception to this policy must be approved by the Managing Director

	Related Documents
	Security Manual 
Training and Development Policy 
Authorized Vehicle Access Form 
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