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Tu : AL EMPLOYEERS
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OPLRATIONS MANAGER

SURI €T OFFICY SECURITY, LOG 1N AND LOG OUT PROCEDURE

e tollowing t jssuod 10 cosyre the effective enforcement and
emplayees on office allendance and punctuality

To ensure offective implementation and monitoring of office security

strict observance of all

1. Employeoes are Fequired t

G 10§ in and log out using the biometric and the RF 1D, even
i the deaor is opon

2. Imployees are allowod ta beinside the office and to Log in thirty (30) minutes before
their scheduted time

3. Bags and/or personal items should be left in the locker before lenging in/going inside
the production areg

4. Opce an employee lopged in and nside the production area, they can no longer go
outside until their 19 bregk

5.

Employoes are enly atllowed to stay
unless authorized or has approval to extend their time

L. Pantry, recreation room and locker should be closed at i) times, employees must use
their RF D to accpess these rooms

No tailgating

S. Employee 1D and BE 1D should be worn at at
employee

Y. Nocemployees are aliowed to stayin the waiting area for applicant.

18 Emplovees whao feft/tost their 1Ds will get temograry 10 from HR and will be dealt with
according to our code of canduct and discipline,

11, Submit self to magnetic wand scanning wit

12. Only water in a clear container is allowed i

in the office for thirty (30) minutes after their shift,

=

[ tirmes, lost RF {Ds will he tharge to the

1tha security personnel
i the operation area and recreation room

For guidance and strict compliance.
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