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I§ SAG_LIGI GUVENLIGI VE GEVRE
YONETIMI KURALLARI BILDIRIMI
OCCUPATIONAL HEALTH, SAFETY AND
ENVIRONMENTAL MANAGEMENT POLICY STATEMENT

TARIH / Date R T —

ADI SOYADI

Name Surname S
iMzA

Signature S

ZIYARETGI NO
VISITOR NO: ..eeeeeereeeenenns

Ziyaretten Sorumlu
SFA YETKILISI
Visit Supervisor

Ziyaret Sebebi
Reason For Visit S

Ziyaretci el kitabinda bahsedilen hususlarin tamii ile ilgili egitim aldim, dokiimani okudum ve
anladim, SFA Elektrik tesislerinde bulunacagim siire iginde tiim kurallara uymay ve tim yi-
kiimldlukleri yerine getirmeyi kabul ve taahhit ederim.

| have received training regarding all of the matters visitor handbook, have read and unders-
tood the document. | accept and guarantee that | will obey all rules and fulfill all obligations
during my visit at SFA Electric facilities.
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SF,

IS0 14007

IS0 45001

BUREAL VERITAS
Cavtfaation

Bu katalogda tarif edilen {riin ve sistemlerin
uretim ve satiglan sertifikali yonetim sis-
temlerine gore (ISO 9001, 1ISO 140001, ISO
45001) yapiimaktadir.

The products and systems described in this
catalog are manufactured and sold accord-
ing to a certified management system (acc.
to 1ISO 9001, 1SO 14007 and 1SO 45001).
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© SFA Electric

Tiim haklan saklidir. Bu katalogun higbir kismi,
telif hakki sahibinin izni olmaksizin herhangi bir
bicimde veya herhangi bir yolla ¢ogaltilamaz.
SFA Electric’ in yazili izni ile bu belgenin
cogaltimasi yetkilendirilebilir.

All rights reserved. No part of this catalog
covered by copyrights may be reproduced in
any form or by any means without permission
of the copyright holder.

Only reproduction of this document is
authorized with the written permission from
SFA Electric.

Tasarim / Designed By
Serkan KARADEDE



SFA Electric Siirdiiriilebilirlik Yaklagimi
SFA Electric Sustainability Approach

Sorumlu bir isveren ve degerler iizerine kurulmug bir sirket olarak, faaliyetlerimiz siiresince
cevreyi korudugumuzu ve ISO 14001 standartlarina uydugumuzu belirtiriz. Bu baglamda,
daha iyi operasyonel verimlilik elde etmek ve toplumlarin enerji ile olan miicadelesinde insanlik
ve gezegen adina faydall olacak sekilde ¢ozimler sunmak igin calismalarimizi stirdiriiyoruz.
Gevre dostu ve CO2 emisyonunu azaltacak sekilde tiretimi destekliyoruz. Kanunlara saygr du-
yuyoruz, kiiresel isinmayi ve karbon ayak izini azaltacak faaliyetleri destekliyor, topluma fayda
sagliyoruz.

“Dogaya Geri Ver” felsefesi ve sirket stratejimiz cercevesinde, aldigimiz her siparis icin TEMA
ve WWF ‘ya badis yapiyoruz.

As a responsible employer and a company which is built on values, we commit to protect
environments and adhere to ISO 14001 standards. In this regards, we conduct our business

| to achieve better operational efficiency and enable societies to cope with energy challenge
in ways that are good for peaple and planet. We are fostering eco-friendly production and
reduction of CO2 emission. We respect law, support activities to reduce global warming and
reduce carbon footprint, benefit communities.

Within the philosophy of “Give-nature-back” and our corporate Strategy, we donate to T-MA
and wwg for each order we get.

T-MA
S—

(*) Tiirkiye Erozyon ile Miicadele Agaclandirma ve Dogal Varliklan Koruma Vakfi
(*) The Turkish Foundation for Combating Soil Erosion, for Reforestation and the Protection
of Natural Habitats

WWF




SIRKET TANITIMI

Ankara 1. Sanayi Bélgesinde kurulu olan SFA Electric, 2015 yilinda kiiresel elektrik ve insaat sek
torlerinde faaliyet gosteren 2,5 milyar USD ciroya sahip Suudi Arabistan kokenli sirketler grub
olan “ALFANAR Group” ile 30 yildan fazla elektromekanik sektorii deneyimine sahip Tiirk yatinmc
Sayin Gani Kése'nin ortak girisimleri ile hayata gecti.

SFA Ar-Ge Ekibi’nin yetenekleri ile hissedarlarin sektdrel deneyimlerinin milkemmel kombinasya
nu, girketin kiresel elektrik sektoriinde fark yaratan dinamik, yenilik¢i ve modern bir marka olma
sini saglamaktadir. Kisa siirede SFA Electric, aktif oldugu pazarlarda giiclii bir oyuncu konumun
gelmigtir. Sirketin amaci, sirketi gelecede siirekli yenilikcilik felsefesi ve 30 yillik deneyim iizerin
kurulu olarak en giincel Orta Gerilim Anahtarlama Elemanlarini maliyet etkinligi ve yiiksek kalitey
onem vererek tasarlayip dretemek suretiyle sirdrilebilir ve hizli biiyiime ile tagimakir.

Ortaklanmizin tiretim deneyimi, AG, OG drtinlerinden YG riinlerine kadar genig bir yelpazeyi kap
samaktadir. Bazi 6rnekler AG Kontrol Panelleri, 0G Metal Muhafazali Anahtarlama Ekipmanlar, Of
Gaz Izoleli Salt Cihazlan, OG Vakum Devre Kesiciler ve Ayrilabilir Kablo Basliklar imalati olara
listelenebilir.

INTRODUCTION OF COMPANY

SFA Electric, based in Ankara 1st Industrial Zone, began life in 2015 as a joint venture o
ALFANAR Group, a $2.5 billion Saudi Arabian group of companies operating within globa
electrical and construction industries and Mr. Gani Kése, Turkish Investor having more thar
30-years experiences of electro-mechanical sector.

The perfect combination of SFA R&D Team capabilities and sector experience of shareholders
is enabling the company to be a dynamic, innovative and modern brand creating a difference
in_global electricity sector. Within a very short time, SFA Electric became a Strong player ir
the markets where active. Hence, the endeavor of the company is to carry company into the
future by designing and manufacturing the most up-to-date MV Switchgear products with ke)
emphasis on cost effectiveness and quality by building on our more than 30-years experience
and continuous innovation for sustainable and rapid growth.

Manufacturing experience-of shareholders covers a very wide range from LV, MV products tc
HV products. Some featured examples can be listed as manufacturing of LV Control Panels, M\
Metal Enclosed Switchgears, MV Gas Insulated Switchgears, MV Vacuum Circuit Breakers anc
Separable Cable Connectors.



SFA ELECTRIC

To be a major player in target utilities and renewable sector for

MV Products presented as a technology owner company with
solution-oriented approach.

Vc’zgon

Goziim-odakl yaklagimla teknoloji sahibi bir firma olarak sunulan 0G Uriinleri igin
hedef kurumlar ve yenilenebilir enerji sektoriinde énemli bir oyuncu olmak.

Mission
To develop and manufacture complete range of competitive MV
Solutions at the highest quality.

To provide added value to alfanar group by offering R&D and
competitive manufacturing capabilities.

Misyon
En yiiksek kalitede, eksiksiz ve rekabetci OG ¢ozimlerini gelistirmek ve dretmek.
Ar-Ge ve rekabetgi iiretim kabiliyetleri sunarak alfanar grubuna katma deger saglamak.

GEQ
OzanH. GUREG

-

www.sfaelectric.com



Sntegre Yonetim Sistemi Politikasi

insan, Kalite ve Sisteme olan inancimizla, elektrik sektoriindeki tecriibemiz, yenilikci
anlayisimiz ve gelistirdigimiz teknolojilerle; en kaliteli ve giivenli hizmeti sunarak, fir-
mamizi gelecege tagimayi hedeflemekteyiz. Bu hedefimize ulagirken, Is Saghgi ve Gii-
venligine énem veren yonetim anlayigimizla galisanlanmiza ve ziyaretgilerimize daha
saglikh, giivenli bir calisma ortami sunmayi i veriminin geregi olarak gormekteyiz.
Gevreye sadece bizim degil, tiim insanhigin ve gelecek nesillerin de ihtiyaci oldugunun
bilinci ile tim faaliyetlerimizi gergeklestirirken drtiniin tasanmindan yagam omriinin
sonuna kadar ve sonrasinda, cevre Kirliligini azaltmak, enerji kaynaklarini ve dogal
kaynaklari verimli kullanmak temel ilkemizdir.

Entegre Yonetim Sistemi hedeflerimizi, bu prensipler gergevesinde ve Miisteri
Sartlan, Yasal Sartlar ve diger Uygulanabilir Sartlan goz dniinde bulundurarak belir-
lemeyi, uygulamay ve takip etmeyi tim galisanlarimizin katilimi ile taahhiit ediyoruz.

Jnfegrat‘eo/ Management System Pol icy

With our core values of Human Resources, Quality and Systems; building on our
accumulated experience in the electricity sector, and our innovative technologies; we
aim to carry our company forward into the future by providing high quality, reliable
products and services. Working towards our goal, providing a healthy and safe work
environment for our employees and visitors is not only a prerequisite of our work-
place efficiency but also an imperative stemming from our management approach
towards Occupational Health and Safety. With our awareness on sustainable-envi-
ronment for future generations, it is our primary focus to help reduce environmental
pollution as well as use energy resources and natural resources efficigntly across all
our activities starting from design of products to end of useful life <and even beyond.
We commit to determining, implementing and monitoring our Integrated Management
System goals in line with these principles and considering Customer Conditions,
Legal Requirements and other Applicable Conditions with full participation of all our
employees. e

Genel MUDUR / CEO

General Manager / CEO

GANi KOSE



ZIYARETGILER iGiN i$ GUVENLIGI KURALLARI BiLDiRiMi

Notice Of Work Safety Rules For Visitors

SFA Elektrik fabrikasina hog geldiniz.

Welcome to the SFA Electric factory.

Su anda bir dretim ortamina girig yapmaktasiniz.

You are entering a production environment.

Hem kendi giivenliginiz hem de calisanlanmizin ve Grtinlerimizin giivenligi icin liitfen bu bildirimde
belirtilen i Giivenligi ve Gevre kurallanini okuyunuz ve onlara uyunuz.

For your own safety as well as the safety of our employees and our products, please read and
obey the work safety and environmental rules outlined in this document.

Tesekkirler...
Thank you...

KURALLAR / RULES

Girerken kimliginizi birakiniz, ¢ikarken almayi unutmayiniz.
Hand over your ID as you enter, do not forget to take it back as you leave.

Girig kartinizi aliniz. Fabrikadan ¢ikincaya kadar yakaniza asiniz.

Take your entrance card. Keep it pinned to your collar until you leave the
factory.

Yaninizda getirdiginiz bilgisayar, fotograf makinas, el aleti vb... gibi ekipman-
lar gosteriniz ikarken teyit aliniz.

Show the equipment such as computer, camera, tools etc. you bring with you
on entrance and confirm when leaving.

Fabrika sahasi iginde tim uyan levhalarina (Trafik, Giivenlik vb.) her zaman
uyunuz.
Comply with all warning signs (Traffic, Safety etc.) within the factory.

Fabrika sahasinda bulunan hicbir makine, ekipman ve stoklanmig Griine yak-
lagmayiniz ve dokunmayiniz.

Do not approach and touch any machine, equipment and products stored in
the factory floor.

Aracinizi size gosterilen alana ¢ikis yoninde park ediniz.
Park your car in the spot shown to you, in the exit direction.



Gireceginiz boliime uygun verilen gerekli koruyucu malzemeleri kullaniniz.

Use appropriate protective equipment suitable for the section you are en-
tering.

Fabrika agik ve kapall alanlarda yaya yiriime yollari sari gizgilerle belirtilmistir.
Liitfen, ydrime yollarinda yiriyiniiz, kavsak noktalarinda kargidan karsiya
gecerken sag ve sol taraflar mutlaka kontrol ediniz.

Pedestrian pathways have been specified with yellow lines in the open and
closed areas of the factory. Please walk on the pathways, check both left and
right sides when crossing intersection points.

Fabrika acik ve kapall alanlarinda maksimum hiz limiti 20 kmy/saattir.
The maximum speed limit in open and closed areas of the factory is 20 km / h.

Fabrika sahasi igerisinde yazili izin olmadan fotograf ve video gekmek yasaktir.

It is forbidden to take photos and videos without written permission in the
factory.

Fabrika icerisinde SIGARA igmek yasaktir. Sigara igilmesine ancak tanimil
alanlarda izin verilir.

SMOKING is prohibited within the factory. Smoking is allowed only in spec-
ified areas.

Fabrika sahasi i¢inde bulundu§unuz siire icerisinde kendinizi ve baskalarini
tehlikeye sokacak riskli hareketlerden kagininiz.

Avoid risky behavior that may endanger yourself and others during your visit
at factory site.

Fabrika sahasi iginde bulundugunuz siirece yayalara, forkliftlere ve hareket
eden diger ekipmanlara dikkate ediniz.

Pay attention to pedestrians, forklifts and other moving equipment during
your visit at factory site.

Uretim alanlarina sadece ziyarete geldiginiz departmanin izni ve tayin edecegi
sorumlu personel nezaretinde girebilirsiniz.

You may enter production areas only with the permission of the department
you are visiting and accompanied by an assigned supervising personnel.

S F A ELECTRic




Uretim alanlarinda ve arag trafiginin yogunlastigi noktalarda Cep Telefonu kul-
lanmak yasaktir.

It is forbidden to use Mobile Phones in production areas and areas with heavy
traffic.

Fabrikamiz digina izinsiz ve irsaliyesiz her tiirlii malzeme ¢ikartimas yasaktir.
Gikarilacak izinli malzemeleri givenlige kontrol ettiriniz.

It is forbidden to remove any material from the factory without permission
and consignment. Materials permitted to be taken out must be checked by
security officers..

SFA.PR.024 Numarali Ugiincii Taraflar Prosediiriine uyunuz. (syf.14-17)
Comply with SFA.PR.024 Numbered Third Parties Procedure. (page 14-17)

Ates 6lgumii yapilarak ates 6lgiim derecesi

ziyaretci kayit defterine yazilacakr.

ACIL DURUM / EMERGENCY

HEYECANLANMAYINIZ VE PANIK YAPMAYINIZ

ACIL DURUM
TOPLANMA
BOLGES|

Do Not Be Nervous And Do Not Panic

Acil Durum Anonsunu ve/veya Alarmini duydugunuzda birlikte oldugunuz SFA
ELEKTRIK Personeli ile birlikte fabrika alanini terk ederek toplanma alanina
ulasiniz. Size verilecek direktif ve yonergeleri takip ediniz.

When you hear the Emergency Announcement and/or Alarm, leave the
factory site with the SFA Electric Personnel you are with and gather at the
meeting area. Follow the directions and directives that will be given to you.

Fabrikada bulundugunuz siire icerisinde ilk yardim gerektiren bir durum soz
konusu oldugunda liitfen bu durumu ilgili personele bildiriniz.

In the event of an incident requiring first aid during your visit to the factory,
please inform the relevant personnel about this situation.

Acil Durum Tahliye Palani 21-22-23. sayfalardadir.
Emergency Evacuation Plan is on pages 21-22-23.




UGUNCU TARAFLAR iGN i$
SAGLIGI VE GUVENLIGI (iSG)

PROSEDURU

1.AMAG

Bu prosediriin amaci, SFA Elektrik ile iligkili
olan alt igveren (tageron), miiteahhit, ziyaretgi
ve stajyerler gibi 3. taraflar igin, I§ Saghgr ve
Giivenligi (iSG) uygulamalarinin gercevesini
belirlemektir.

2.KAPSAM

Bu prosediir; SFA Elekrik ile iligkili olan tageron,
ziyaretci, stajyer ve erigebilme imkanina sahip
diger kisilerin faaliyetlerini kapsar.

3.TANIMLAR VE KISALTMALAR

3.1. 3. Taraf: Ziyaretci, tageron, misteri ve
stajyer gibi sirketimiz faaliyetlerinden etkilenen
diger kisilerdir.

3.2. Alt Isveren (Tageron): Bir igverenden, isye-
rinde yuritilen mal veya hizmet tretimine ilig-
kin yardimet iglerde veya asil igin bir bolimiinde
isletmenin ve isin geregi ile teknolojik nedenlerle
uzmanlik gerektiren iglerde is alan, bu ig icin g6-
revlendirdigi iscilerini sadece bu igyerinde aldiji
iste caligtiran gercek veya tiizel kisiyi yahut ti-
zel kisiligi olmayan kurum ve kuruluglan ifade
etmektedir. Kisaca Alt Isveren isin bir kismini
yapmay! istlenmis gercek veya tiizel kigidir.
3.3.Miiteahhit: Konusunda uzman ve yeterli
olan isin tamamini yapmay! taahhiit etmis ger-
cek veya tiizel kigiliktir.

4.SORUMLULAR
Bu prosediir, Yoénetim Temsilcisi tarafindan
hazirlanir. Bu prosediriin kapsadigi alanlardaki
tim personel, saha sorumlular ve nezaretgileri
bu prosediirde yazili hususlarin uygulanmasin-
dan sorumludur.

5.UYGULAMA

5.1.Genel

5.1.1.SFA Elektrik, SFA Elektrik ile iliskili olan
ve tesislering giren tiim alt isveren (taseron),
miteahhit, stajyer ve erigebilme imkanina sahip
diger Kisilerin her tirlu faaliyetlerinden ve emni-
yetinden sorumludur.

5.1.2.SFA Elektrik, tageronlann tiim yaptikla-
rindan ve yasal mevzuata uygunluklarindan ist
igveren olarak sorumludur. Miiteahhitlerden ise
yapilan sézlesmenin icerigi dogrultusunda so-
rumludur.

OCCUPATIONAL HEALTH AND
SAFETY (OHS) PROCEDURE

FOR THIRD PARTIES

1.PURPOSE

The purpose of this procedure is to specify the
framework of Occupational Health and Safety
(OHS) practices for the third parties such as
sub-contractors, contractors, visitors and
trainees associated with the SFA Electricity.

2.SCOPE

This procedure covers subcontractors, visitors,
interns related to SFA Electric and other
individuals with right of access.

3.DEFINITIONS AND ABBREVIATIONS

3.1. 3rd Party: Means other individuals affected
by our company’s activities such as visitors,
subcontractors, customers and interns.
3.2.Sub-Employer  (Subcontractor): Means
the real or legal entity of organizations and
institutions that are not legal entities and who
conduct auxiliary work regarding the goods and
service production at a business, or in work
that requires expertise in the main work due to
technological reasons due to the business and
requirements of the work, appointed for this
job by an employer. Briefly, the Sub-Employer
is a real or legal entity who has undertaken part
of the work.

3.3.Contractor: Real or legal persons who
have committed to carry out the work, who are
experts and qualified in terms of the relevant
work.

4.SUPERVISORS

This procedure is prepared by the Management
Representative. All personnel, field officers
and supervisors in the areas covered by
this procedure are responsible for the
implementation of this procedure.

5.APPLICATION

5.1.General

5.1.1.SFA Electric, is responsible for the activities
and safety of all subcontractors, contractors,
interns, and other people with access to all
facilities and who are related with SFA Electric.
5.1.2.SFA Electric is responsible for all work
done by subcontractors and compliance with
legal regulations as employer. Are responsible
for contractors in line with the content of the
contract.
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5.1.3.Alt igveren ile calismalarda alt isveren
calisanlarinin egitimlerinden, SFA Elektrik alt
igveren ile birlikte sorumludur.
5.1.4.SFA Elektrik ile iligkili olan tageron, ziya-
retci ve erigebilme imkanina sahip diger tim
kisiler SFA Elektrik'in belirledigi Gevre ve ISG
ilgili kurallara uymak zorundadir.
5.1.5.Tim 3. Taraflar SFA Elektrik tarafindan
belirtilen noktalara ilgili bélim ydneticisinden
izin almadan giremezler.
5.1.6.SFA Elektrik personeli olmayan kisiler, Kuru-
lugumuz faaliyetleri sirasinda igyeri sahalarina gir-
mek isteyen ziyaretgiler; riskli uygulamalar, alanlar
ve uymalan gereken kurallar hakkinda bilgilendirilir
ve girilmesi yasak olan yerler icin gerekli énlemler
alinir ve buralara girmeleri engellenir
5.1.7.Ziyaretcilerin Gevre ve ISG yoninden teh-
likeli alanlara gerekli Kigisel Koruyucu Donanim
(KKD)'lari almadan girmelerine izin verilmez.
5.2.Alt Isverenler (Taseronlar)-Miiteahhit-
ler-Genel Olarak Yiikleniciler
5.2.1.Uzun stireli ve/veya kisa siireli SFA Elektrik
tesislerinde is yapacak tageron/miiteahhit yiikle-
nici personel veya firmalar ile caligmalara bagla-
madan dnce ig giivenligi hususlanni da icine alan
SFA.F.150 Yiklenici Sozlesmesi yapilr.
5.2.2.Tageron firmanin yetkililerinden bir kigi
Taseron Temsilcisi olarak atanir ve ismi SFA
Elektrik’in ilgili birim ve personeline bildirilir.
5.2.3.Taseronlarin  On  Bilgilendirmesi:  SFA
Elektrik (Isveren) tarafindan, gegici is iligkisi
kurulan diger igverene (tagerona-yikleniciye)
agagidaki hususlarda Uretim Sorumlusu, Sii-
reg/Bolim Amiri, Is Giivenligi Uzmani (IGU),
Yonetim Temsilcisi veya diger ilgili personel
tarafindan bilgi verilir:

a)lsyerinde kargilagilabilecek
saglik ve givenlik riskleri, koruyucu ve dnleyici
tedbirler.

b)Kendileri ile ilgili yasal hak ve
sorumluluklar.

c)llk yardim, olagan digi durum-
lar, afetler ve yanginla miicadele ve tahliye ileri
konusunda gorevlendirilen kisiler. Bilgilendirme-
ler SFA.PR.005 Egitim Prosediiriine gdre kayit
altina alinir.
5.2.4.Isveren olarak SFA Elektrik'de yapilacak
islerde karsilasilacak saglik ve givenlik riskleri
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5.1.3. SFA Electric together with the sub em-
ployer is responsible for the training of the sub
employer employees in work with sub employers.
5.1.4. Al contractors, visitors and all other indi-
viduals with right of access related to SFA Electric
are required to comply with the environmental
and OHS rules specified by SFA Electric.
5.1.5. All 3rd parties cannot enter the points spec-
ified by SFA Electric without obtaining the permis-
sion from the related department manager.
5.1.6. All individuals who are not SFA Electric per-
sonnel, and visitors wishing to enter the workplace
during Business activities are informed of risky ap-
plications, areas, and rules, precautions are taken
regarding places to which access is prohibited and
their entrance to such locations is prevented.
5§.1.7. Visitors are not allowed to enter areas that are
hazardous in terms of environment and OHS without
obtaining Personal Protective Equipment (PPE).
5.2. Sub Employers (Contractors) - Contractors
- Contractors in General
8.2.1. Prior to beginning work, a SFA.F.150 Con-
tractor Agreement is made with subcontractors/
contractors personnel or companies who will be
working long term and/or short term at SFA Electric
facilities.
5.2.2. One person among subcontractor officials is
appointed Subcontractor Representative and their
name is informed to the relevant department and
personnel of SFA Electric.
5.2.3. Preliminary Information for Sub Contractors:
Information is provided by SFA Electric (Employer)
to the other employer with whom a business rela-
tionship is entered into (Subcontractor-contractor)
regarding the following matters by the Production
Supervisor, Process/Department Supervisor, Oc-
cupational Safety Specialist (0SS), Management
Representative or other relevant personnel:

a)Health and safety risks they may encounter
in the workplace, preventive and protective mea-
Sures.

b)Legal rights and responsibilities related to
them.

¢)Persons assigned to first aid, extraordinary
situations, disasters and firefighting and evacua-
tion. The information is recorded according to the
SFA.PR.005 Training Procedure.
5.2.4..Health and safety risks to be encoun-
tered at work to the carried out at SFA Electric
as Employer without documentation showing




ile ilgili yeterli bilgi ve talimatlari igeren egitimin
alindijina dair belge olmaksizin, baska isyerle-
rinden calismak {izere gelen calisanlar ise bas-
latiimaz. Bu kapsamda, alt igveren ve/veya mii-
teahhit calisanlarinda oncelikle 1SG'ye yonelik
egitim alip almadiklar arastinlir ve gerektiginde
alinmasi saglanir.

5.2.5.SFA Elektrik, alt isveren calisanlaninin egi-
timlerinden, alt igverenle (Tageron ile) birlikte
sorumludur. Tageronlarin diger egitim iglemleri,
takibi ve kontrolii SFA Elektrik personeli ile pa-
ralel olarak yapilir.

5.2.6.Taseronlar; SFA Elektrik'de risk analizi ile
belirlenmis alanlarda kullaniimasi gerekli Kisisel
Koruyucu Donanim (KKD)'lar beraberinde geti-
rir ve kullanir. Gevre ve ISG’ye yonelik yapilacak
ic denetimlerde KKD’lann kullanilip kullaniima-
digi ve diger olmasi gereken hususlar aranir.
Uygun olmayan hususlar tagerona veya miite-
ahhit firmaya bildirilir ve eksikliklerin giderilmesi
takip edilir. Kontroller ve gdzlemler sonucu ¢I-
kan verilere dayanarak, SFA Elektrik tarafindan
taseronun veya yiiklenicinin iligigi kesilebilir.
5.2.7.SFA Elektrik alt isveren ile birlikte isciye
kars! birlikte sorumluluk tagimaktadir. Bu kap-
samda SFA Elektrik'te alt isveren pozisyonunda
calisacak:

a) Yiklenici, SFA Elektrik'in igyerinde
uyguladigi tim is saghgi ve gavenligi sartlarini
yerine getirmeyi taahhiit edecektir.

b) Yiklenici ve calistirdidi eleman ve
isciler, isyerinin galisma kural ve talimatlarina
uygun hareket edecektir.

¢) Yiiklenici, SFA Elektrik'in isyerinde
cevre, is saghign ve giivenlii ile ilgili yasal tim
mevzuat ve yonetmeliklere uymakla yikimli-
dir. Gerektiginde bu konularda tageron firma-
lara bilgilendirmeler yapilir.

d) Yiklenici elemanlarinin gésterilen ve
caligilan sahadan baska bir yerde gezmesi ve
bulunmasi yasaktir.

e) Yiklenici; galstirdiklar elemanlannin
is giivenliginden, sagligindan ve is yerindeki hal
ve hareketlerinden sorumludur.

f) Yiklenici firmalar, alisma alani igin-
deki tehlikeli kisimlar agikca sinirlandiracak ve
buralara gériinir sekilde yazilmig uyari levhalar
koyacaktir.

5.2.8. Acil durum, yangin ve diger tatbikatlara
taseron firma personeli de dahil edilir.

that training has been received including suf-
ficient knowledge and instructions, employees
from other workplaces cannot be recruited.
In this context, first of all OHS training of
sub-contractor and/or contractor employees
are checked, and provided where required.
5.2.5. SFA Electric together with the sub employer
(Contractor) is responsible for the training of the
sub employer employees. The other training pro-
cedures, follow up and control of subcontractor is
carried out in parallel with SFA Electric personnel.
5.2.6. Subcontractors bring their Personal Protec-
tive Equipment (PPE) required in areas specified in
the risk analysis at SFA Electric with them and use
them. In internal audits aimed at Environment and
OHS, the use of PPE and other requirements are
checked. Unsuitable conditions are informed to
the subcontractor or contractor company and the
rectification of deficiencies is followed. Based on
the data emerging as a result of controls and ob-
servations, the relationship with the subcontractor
or contractor may be terminated by SFA Electric.
58.2.7. SFA Electric is responsible towards the
employee together with the sub employer. In
this context, the sub-employer at SFA Electric:

a) The Contractor will commit to complying
with all occupational health and safety condi-
tions applied at the workplace by SFA Electric.

b) The Contractor and their workers and em-
ployees will act in accordance with the working
rules and instructions of the workplace.

¢) The Contractor is required to comply with
all environment, occupational health and safety
legal legislations and regulations at SFA Elec-
tric’s workplace. When required information
is provided to contractor companies in this
regard.

d) Contractor employees are prohibited from
going to the area shown and area of work.

e) The Contractor is responsible for the oc-
cupational safety, health and behavior of their
employees.

f) The Contracting companies will clearly
define the hazardous areas within the working
area and will place written warnings in a clearly
visible manner.

§.2.8. Subcontractor personnel are also in-
cluded in emergency, fire and other drills.
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5.2.9. Giivenlik agisindan hangi birimde calig-
ma yapilacaksa o birimin yoneticisinden calis-
maya baglamadan dnce onay alinmalidir.
5.2.10. Tageron (Yiklenicilerin) Girig ve Gikis-
lart

5.2.10.1.SFA Elektrik ile sozlesme imzalayip
SFA Elektrik tesislerinde galigacak taseron ve
miiteahhit personelininin SFA Elektrik tesisleri-
ne girig ve cikis islemleri SFA.T.054 SFA Elektrik
Tesislerine Girig-Cikig ve Giivenlik Talimatina
gore yapilir. Tim tageron ve miteahhitlerin girig
ve cikis islemleri bu talimata gore kayit altina
alinir.

5.2.10.2.Taseron ve miteahhitlerin SFA Elektrik
Tesislerinde gorev yapacak personel ile arag
bilgi listeleri ise baglamadan once Givenlik
Gorevlisine ve beraber calisacak SFA Elektrik
Birimine/Personeline bildirilir. Giivenlik Gérevlisi
tarafindan s6z konusu personelin ve araglarin
girig ve cikislan kontrol edilir. Ismi ve plaka bil-
gileri bildirilmemis taseron firma personeli ve
araglari fabrika icerisine alinmaz.
5.2.10.3.Taseron firma personeli ve araglan
kapiya geldiginde Guvenlik Gorevlisi tarafindan
calisma yapilacak bélimin ilgili amirine bilgi
verilir. Onay! dogrultusunda kisisel bilgileri kayit
altina alinmasi kaydiyla ilgili bolimden gelecek
olan veya bildirilen refakatci ile tesis girigine izin
verilir. Gerektiginde ilgili kisi gelmeden tase-
ron-yiiklenici firmanin fabrika igerisine girme-
sine izin verilmez.

5.3.Ziyaretgiler

SFA Elektrik tesislerine girmek isteyen ziyaret-
ciler, Nizamiyede bulunan Giivenlik tarafindan
kontrollii olarak SFA.T.054 SFA Elektrik Tesis-
lerine Giris-Cikis ve Givenlik Talimatina gore
alinir. Ziyaretginin kimlik bilgileri ve arag bilgi-
leri Ziyaretci ve Arag Kayit Defterine kaydedilir.
Ziyaretcinin gelis nedenine bagh olarak ilgili
personel ile irtibata gegilir ve kabulil ile girket
icerisine alinirlar. ligili personel ziyaretciye refa-
kat etmek zorundadir. Ziyaretgi iiretim sahasina
gidecegi zaman refakatci tarafindan cevre ve
ISG’ye yonelik tehlikelerden ve uymasi gerekli
kurallardan bilgi sahibi olmasi saglanir. Refa-
katci tarafindan gerektiginde ziyaretciye kisisel
giivenlik donanimlan (KKD) verilir.
5.4.Stajyerler ve Diger llgili Kisiler

SFA Elektrik’de staj yapacak dgrenciler ve diger
ilgili kisiler SFA Elektrik Personeli gibi isleme
tabi tutulurlar.

§.29. In terms of safety, permission must be
obtained from the department head of whatever
department work will be carried out at.
5.2.10.Entrance and Exit of Sub-contractors (Con-
tractors)

5.2.10.1. The entrance and exit operations to SFA
Electric facilities of contractor and subcontractor
personnel who will work at SFA Electric facilities
with a contract with SFA Electric will be carried
out according to SFA.T.054 SFA Electric Facilities
Entrance-Exit and Safety Directive. The entrance
and exit of all contractors and subcontractors are
recorded according to this directive

5.2.10.2. The personnel and vehicle information
lists of contractors and subcontractors working at
SFA Electric Facilities are informed to the Security
Officer prior to beginning work and to the SFA Elec-
tric Department/Personnel they will work with. The
entrance and exit of the personnel and vehicles in
question are controlled by the Security Guard. Con-
tractor company personnel and vehicles whose
names and number plates have not been listed are
not allowed into the factory.

5.2.10.3. .When subcontractor personnel and ve-
hicles approach the gate, information is given to
the supervisor of the department where work is
to be carried out by the Security Guard. With ap-
proval, and the recording of personal information,
they are allowed into the facility with arriving or
notified attendant. If necessary, the subcontractor
company is not allowed into the factory without the
relevant person arriving.

8.3 Visitors

Visitors wishing to enter the SFA Electric facilities,
are accepted by Security according to SFA.T.054
SFA Electric Facilities Entrance-Exit and Security
Directive at the Security Office. The identification
information and vehicle information of the visitor
are recorded in the Visitor and Vehicle Registration
Desk. Depending on the reason of arrival of the
visitor, contact is made with the relevant personnel
and with their approval allowed into the company.
The relevant personnel must accompany the visi-
tor. When the visitor is to enter the production area,
the accompanying personnel inform them of envi-
ronment and OHS hazards and rules which must
be complied with. When required, the accompa-
nying personnel provides the visitor with personal
protective equipment (PPE).

5.4. Interns and Other Relevant Persons
Students interning at SFA Electric and other rele-
vant persons are treated as SFA Electric Personnel.




SFA ELEKTRIK TESISLERINE
GiRiS-GIKIS VE GUVENLIK
TALIMATI

1.AMAG

Bu talimatin amac; SFA Elektrik Tesislerine girig
ve cikiglarda uyulacak esaslar ile SFA Elektrik
biinyesinde goérev yapan Giivenlik Gorevlisinin
yapacag faaliyetlerin esaslarini agiklamaktir.
2.KAPSAM

Bu talimat SFA Elektrik Tesislerine giris ve ¢ikig
islemleri ile SFA Elektrik biinyesinde gorev ya-
pan Giivenlik Gorevlisini kapsar.

3.TANIMLAR VE KISALTMALAR
4.SORUMLULAR .

Bu talimatin _uygulanmasindan Insan Kaynak-
lan ve Idari Isler Mudurd, Givenlik Gorevlisi,
ziyaretci kabul eden ve ziyaretciye refakat eden
SFA Elektrik Personeli ile SFA Elektrik tesislerine
giren kisiler ile irtibatta olan tiim SFA Elektrik
Personeli sorumludur.

5.UYGULAMA

SFA Elektrik tesislerine tim giris ve cikislarda
asagidaki hukiimler uygulanir. SFA ELEKTRIK’e
gelen ziyaretgi, hizmet tedarikgisi, alt yiklenici
ve/veya misteriler tesislere giristen itibaren s
Saghgr ve Giivenligine iliskin SFA ELEKTRIK
“Ziyaretciler Igin Is Govenligi Kurallan Bildiri-
mi” yapilir. Girigte; sirketteki Givenlik artlar,
Uyulmasi Gereken Kurallar, Acil Gikis Yerleri ve
benzeri ISG bilgileri agiklandidi Ziyaretci El Kita-
bi yilda 1 defa imza kargilgr verilir.

5.1.Arac ve Malzeme Giris Gikiglari
5.1.1.Fabrikaya her ne olursa olsun, malzeme,
esya, paket ve yik getiren araglar, Givenlik Go-
revlisi tarafindan ilgili kigiye bildirilir.

5.1.2.Iceri girigi kabul edilen araclar, Ziyaret-
¢i ve Arag Kayit Formu’na kaydedilir ve gelen
arag siricisiinden ehliyet-kimlik belgesi alinir.
Ziyaretginin;

-Adi ve Soyadi,

-Kiminle Gorusecedi,

-Ziyaret Sebebi,

-Tarih,

-Ziyaretci Kart No (Hazirlandiginda verilecek),
-Arag Plaka No,

-Girig ve Cikis Saati, bilgileri kaydedilir.
5.1.3.Yiikiind birakan aracin siriicistiniin isye-
rinde bagka bir gériismesi var ise, Giivenlik G-
revlisi tarafindan aracini belirlenen SFA Elektrik
alanina park etmesi saglanir. Siriiciiniin terk et-
tigi zaman, sirketi en son terk ettigi an Ziyaretgi
ve Arag Kayit Formuna kaydedilir.

SFA ELECTRIC FACILITIES ENT-
RANCE-EXIT AND SAFETY DI-
RECTIVE

1.PURPOSE

The purpose of this instruction is to explain the
principles to be followed when entering and exiting
the SFA Electric Facilities and the principles of the
activities to be carried out by the Security Officer
working within SFA Electric.

2.SCOPE

This instruction covers the entering and exiting pro-
cedures to SFA Electric Facilities and the Security
Officer working within SFA Electric.
3.DEFINITIONS AND ABBREVIATIONS
4.RESPONSIBLE

Human Resources and Administrative Affairs Man-
ager, Security Officer, SFA Electric Personnel who
accept and accompany visitors and all SFA Electric
Personnel who are in contact with people entering
SFA Electric facilities are responsible for the imple-
mentation of this instruction.

5.APPLICATION

The following provisions are applied at all entranc-
es and exits to SFA Electric facilties.

SFA ELECTRIC “Occupational Safety Rules Notifi-
cation for Visitors” is made regarding Occupation-
al Health and Safety as soon as visitors, service
providers,  subcontractors ~and/or  customers
coming to SFA ELECTRIC enter the facilities. At
the entrance, the Visitor's Handbook, in which
the company’s Security Conditions, Rules to be
Followed, Emergency Exit Locations and similar
OHS information is explained, is given once a year
in return for signature.

58.1.Vehicle and Material Entries and Exits
5.1.1.Regardless, the vehicles that bring materials,
goods, packages and loads to the factory are no-
tified to the relevant person by the Security Officer.
5.1.2.Vehicles accepted to enter are recorded in
the Visitor and Vehicle Registration Form and the
driver’s license-ID document is obtained from the
driver of the vehicle. Visitor’s;

-Name and surname,

-Who to meet,

-Reason for Visit,

-Date,

Visitor Card Number (To be given when prepared),
-Vehicle License Plate Number,

-Entering and Exiting Time, information are record-
ed.

5.1.3.If the driver of the unloaded vehicle has an-
ther meeting at the workplace. it s ensurt h




5.1.4.Fabrika digina izinsiz ve irsaliyesiz her tirlii Security Officer to park his vehicle in the designated
malzeme ¢ikartilmasi yasaktir. Fabrikadan cikan SFA Electric area. When the driver leaves, the last
her tiirlii arag cikista kontrol edilir. Uzerinde yiik time he left the company is recorded in the Visitor
var ise sevk irsaliyesi kontrol edilir veya bir niisha and Vehicle Registration Form.

birakmasi gerekirse teslim alinir. Irsaliye, arag ve 5.7.4.1t is prohibited to take any kind of material
kullanicist ile ilgili bilgiler SFA.F.169 Irsaliye Takip out of the factory without permission and without

Formuna kaydedilir.

5.1.5.Isyeri digina firma personeli tarafindan ¢i-
karilan her tirli malzeme/hurda vb. icin de sevk
irsaliyesi ile onayli olup olmadi§i sorulur ve ayni
sekilde bilgiler SFA.F.169 Irsaliye Takip Formuna
kaydedilir.

5.1.6.Isyeri digina firma personeli tarafindan ¢i-
karilan her tirli malzeme icin sevk irsaliyesi ile
aracin fiziki kontroli yapilr.

-Nizamiyeye giris yapan tedarikgi araglan ile
ilgili konular )

--Giivenlik Gorevlisi tarafindan COVID énlemleri
hakkinda bilgiledirme yapilir. (ates olgiimd, bilgi-
lendirme brogirt, yoksa maske eldiven verilmesi
vs.) .

--Giivenlik gorevlisi tarafindan Irsaliye kontrolii
yapilr.(irsaliyesiz malzeme varsa iretim sefine
haber verilmelidir.) Tedarikgi aracinda SFA Elektrik
disinda baska firmalann malzemeleri de varsa not
edilir. Tedarikci araglan ¢ikis yaparken bu malze-
meler tekrar kontrol edilir.

--ligili personelden teyit alinarak nizamiyeye giri-
sinin yapilmasi saglanir.

Girig ve clkislan mutlaka ziyaretci defterine kay-
dedilir.

-Nizamiyeden cikis yapan tedarikei araclar ile
ilgili konular

--Givenlik gorevlisi tarafindan Irsaliye kontrolii
yapilir.

--Irsaliyede yazan riin adi ile araca yiikli malze-
melerin gozle fiziken kontroli yapilir.

--ligili personelden teyit alinarak malzeme ¢ikigi-
nin yapilmasi saglanir.

--Defter kaydinin giincellenmesi yapilrr. (Gikis saa-
tinin ve ilgili notlann yazimasi vb. )

-Nizamiyeye giris — ¢ikis yapan kargo araclar
ile ilgili konular .

Giivenlik Gorevlisi tarafindan COVID 6nlemleri
hakkinda bilgiledirme yapilir. (ates 6l¢imd, bilgi-
lendirme brogiirti, yoksa maske eldiven veriimesi
Vs.)

--Sekretaryadan giris icin teyit alinir.

--Araglanin nereye park edilecegi hakkinda bilgi
verilmesi ve dogru yere, dogru sekilde park etme-
yenlerin takibi, uyanimasi saglanir.

Nizamiyeye giris — ¢ikis yapan miigteri, partner
tzel araclan ile ilgili konular .

Gvenlik Gorevlisi tarafindan COVID 6nlemleri
hakkinda bilgiledirme yapilir. (ates 6l¢imd, bilgi-

a waybill. Any vehicle exiting the factory is checked
at the exit. If there is a load on it, the delivery note is
checked or, if required, a copy is taken. Information
about the waybill, vehicle and driver is recorded in
the SFA.F.169 Delivery Note Tracking Form.
5.1.5.For all kinds of materials/scrap etc. taken out
of the workplace by company personnel, it is asked
whether those are approved with the delivery note
and the information is recorded in the SFA.F.169
Delivery Note Tracking Form.

5.16.The physical control of the vehicle is made with
the delivery note for all kinds of materials taken out
of the workplace by the company personnel.
Issues related to supplier vehicles entering the
security gate

--Information about the COVID measures are given
by the Security Officer. (fever measurement, infor-
mation leaflet, providing masks, gloves etc., if not
present)

--Delivery note is checked by the security officer. (If
there is material without a delivery note, the produc-
tion chief should be notified.) If there are materials
of companies other than SFA Electric in the suppli-
er’s vehicle, it is noted. These materials are checked
again when the supplier vehicles leave.

--After receiving confirmation from the relevant per-
sonnel, the entrance to the security gate is allowed.
--Entries and exits must be recorded in the visitor's
book.

Issues related to supplier vehicles exiting the
security gate

--Delivery note is checked by the security guard.
--The product name written on the delivery note
and the materials loaded on the vehicle are visually
compared.

--After receiving confirmation from the relevant per-
sonnel, exiting the security gate is allowed.

--The ledger record is updated. (writing the exiting
time and related notes, etc.)

Issues related to cargo vehicles entering - exiting
the security gate

--Information about the COVID measures are given
by the Security Officer. (fever measurement, infor-
mation leaflet, providing masks, gloves etc., if not
present)

--Confirmation for entry is obtained from the sec-
retariat.

--It is ensured that the vehicles are informed about
where to park and that those who do not park in the
right place and correctly are followed and warned.




lendirme brosiirti, yoksa maske eldiven verilmesi
vs.)

llgili personelden teyit alinarak nizamiyeye girisi-
nin yapiimas| saglanrr,

Araglann nereye park edilecedi hakkinda bilgi
verilmesi ve dogru yere, dogru sekilde park etme-
yenlerin takibi, uyanimasi saglanir.

Girig ve cikiglan mutlaka ziyaretci defterine kay-
dedilir.

Nizamiyeye girig-gikis yapan SFA Elekirik agik
ve kapali kasa araclari hakkinda;

Giivenlik Gorevlisi tarafindan cikis yapacak SFA
Elektrik araci ¢ikig yapmadan 6nce irsaliye ile ara-
cin fiziki kontrolu yapilir.

5.2.Personel Giris ve Cikislar

5.2.1.SFA Elektrik tesislerine giren her personel,
isyerinin degisik yerlerinde/ Ziyaretci El Kitabina
ilan edilen I Giivenligi Kural ve Talimatlarina har-
fiyen uymak zorundadir.

5.2.2.Isyeri personeli beraberinde getirdigi torba,
canta, paket, valiz vb. esyasini bir uyan bekle-
meksizin girig ve ¢ikislarda Givenlik Gorevlisine
gosterir. . o
5.2.3.Genel Midilr, Insan Kaynaklari ve Idari Isler
Mudurd veya yetkilendirdigi Miidirlerden birinin
talimati ile daha kapsaml detektor ile st ara-
mas! yapilabilir.Personelin itiraz hakki mevcuttur.
Bu durumda yerel kolluk kuvvetleri ilgili islem icin
davet edilir.

5.2.4.Personel igyerinden ancak dst amirlerinin
imzasinin bulundugu gorev veya izin belgesi ile
disan ¢ikabilir.

5.2.5.Yeni ige baslayan ve SFA Elekrik ile iligigi
kesilen personel isimleri Giivenlik Gorevlisine bil-
dirilir.

5.2.6.1zinli ve raporlu personel isyerine giremez.
Ancak zorunlu hallerde izin verilir.

5.2.7.Tatil giinlerinde ve mesai haricinde yetkili
ve gorevliler digindaki personel igyerine giremez.
5.2.8.Mesaiden sonra veya tatil giinlerinde isye-
rinde gdrev yapacak personel igin bolim yetkilile-
rince, mesai formu Givenlik Gorevlisine ulastirilir.
Listede ismi olmayan kisiler giivenlik gorevlisi
tarafindan fabrika alanindan cikarili.

5.2.9.SFA Elekirik personelinin saat 08:00 dan
once fabrika alanina girmesi yasaktir. Belirlenen
saatten once gelen calisanlar givenlik gorevlisi
tarafindan igyerine alinmaz.

5.2.10.Fabrika alani igerisine mavi yaka persone-
lin araclannin alinmasi kesinlikle yasakr.
5.2.11.Yoneticisinin yazili onayiyla nizamiyeden
gecmek isteyen araclanin giris ve cikiglan mutlaka
ziyaretci defterine kaydedilir. Yazili onay harici Gii-
venlik Gorevlisi tarafindan ilgili yoneticiden sozli
onay alinmalidir.

Issues related to customer, partner private vehi-
cles entering - exiting the security gate
--Information about the COVID measures are given
by the Security Officer. (fever measurement, infor-
mation leaflet, providing masks, gloves etc., if not
present)
--After receiving confirmation from the relevant per-
sonnel, the entrance to the security gate is allowed.
--It is ensured that the vehicles are informed about
where to park and that those who do not park in the
right place and correctly are followed and warned.
--Entries and exits must be recorded in the visitor's
book.
Regarding SFA Electric flathed and box trucks
entering and exiting the security gate;
Before the SFA Electric vehicle exits, the delivery
note and the vehicle’s physical control are made by
the Security Officer.
8.2.Personnel Entrance and Exit
5.2.1.Every personnel entering SFA Electric facilities
must strictly comply with the Occupational Safely
Rules and Instructions announced in the Visitor's
Handbook in different parts of the workplace.
§.2.2.Workplace personnel show the bags, packag-
es, suitcases, etc., brought with them to the Securi-
ly Officer when entering and exiting without waiting
for a warning.
5.2.3.With the instruction of the General Manager,
Human Resources and Administrative Affairs Man-
ager or one of the Managers authorized, a body
search can be made with a more comprehensive
detector. Personnel have the right to object. In this
case, local law enforcement agencies are invited to
lake the relevant action.
58.2.4.Personnel can only leave the workplace with
a duty or permission certificate signed by their su-
periors.
5.2.5.The names of the newly recruited and dis-
missed personnel are reported to the Security
fficer.
8.2.6.Personnel on leave cannot enter the work-
place. However, it is allowed in mandatory situa-
tions.
5.2.7.Personnel other than authorized persons and
officials cannot enter the workplace during holidays
and outside the work hours.
5.2.8.For the personnel who will work at the work-
place outside the work hours or on holidays, the
overtime form is delivered to the Security Officer
by the department officials. Persons who are not on
the list are removed from the factory area by the
security guard.
5.2.9.SFA Electric personnel are not allowed to en-
ter the factory area before 08:00. Employees arriv-
ing before the specified time will not be allowed to
the workplace by the security guard.
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5.2.12.Yonetici onayiyla isyeri alanina alinan
mavi yaka personel araglar giris yaparken ve ¢I-
kis yaparken fiziki kontrol yapiimalidir.
5.2.13.Personel tarafindan herhangi bir malzeme
cikigl yapilacaksa mutlaka ydneticisi tarafindan
onaylanmig SFA.F237 Irsaliyesiz Malzeme Gikis
Onay Formu kontrolii giivenlik gérevlisi tarafindan
yapiimalidir.

5.2.14.Aracin ic mekanin ve bagajinin SFA.F.237
Irsaliyesiz Malzeme Gikis Onay Formu ile uygun-
lugunun kontrolii giivenlik gorevlisi tarafindan
yapimalidir.

5.2.15.Nizamiye alanina girig yapan beyaz yaka
personelinin kisisel araclar giris ve cikislarda
fiziki olarak giivenlik gorevlisi tarafindan mutlaka
kontrol edilmelidir.

5.2.16.Nizamiye alanina girig yapan beyaz yaka
personelinin kisisel araclari girig ve ¢ikislarda zi-
yaretci defterine mutlaka kaydedilmelidir.
5.2.17.Sirket araclan mesai cikiglarinda giivenlik
gorevlisi tarafindan fiziki olarak mutlaka kontrol
edilmelidir.

5.3.Is Muracaat - Ziyareti Girigi

5.3.1.Tatil giinii ve mesai saatleri haricinde ziyaret
veya i miiracaatl kabulleri yapiimaz.
5.3.2.Resmi kurum temsilcileri, diger kurulus-fir-
ma yetkilileri ile iyi taninan misafirler haricindeki
tim ziyaretcilerden Ad-Soyad alinir. Telefon ile
alinan KABUL onayindan sonra kimlik istenir ve
(var ise refakatci ile) iceriye gonderilir. Arag ve
Malzeme Giris-Cikislarinda oldugu gibi yukanda
5.1.2.Maddesinde agiklanan bilgiler kaydedilir.
5.3.3.Acil ve dzel hallerde personel, ilk amirinden
izin aldiktan sonra girig kapisinda ziyaretgisi ile
goriisebilir.

5.3.4.SFA Elektrik Tesislerine giren kisiler ile ilgili
cevre, is saghgr ve guvenligi ile diger hususlardaki
her tirlii sorumluluk refakatgi personelin sorum-
lulu§undadir.

5.4.Tageron (Yiklenicilerin)/ Hizmet Tedarikgisi-
nin Giris ve Gikiglan

5.4.1.Hizmet tedarikgisi, Alt igveren (taseron) ve
mauteahhit gibi yuklenicilerin girig ve ¢ikig iglemle-
rinde diger SFA Elektrik Personeli ve ziyaretgilerin
tabi oldugu prosediir uygulanir.
5.4.2.Yiklenicilerin/Hizmet  Tedarikgilerin ~ SFA
Elektrik Tesislerinde gorev yapacak personel ile
arag bilgileri veya degisiklik bilgileri ise baglama-
dan 6nce Giivenlik Gorevlisine ve beraber caliga-
cak SFA Elektrik Birimine/Personeline bildirilir. Gii-
venlik Gorevlisi tarafindan s6z konusu personelin
ve araglarin giris ve ¢ikislan kontrol edilir. Ismi ve
plaka bilgileri bildirilmemis yuklenici firma perso-
neli ve araglar tesisler igerisine alinmaz.

5.2.10.1t is strictly forbidden to allow the vehicles of
blue collar personnel into the factory area.
5.2.11.With the written approval of the manager,
the entrances and exits of the vehicles that want to
pass through the security gate must be recorded in
the visitor's book. Other than the written approval,
verbal approval must be obtained from the relevant
manager by the Security Officer.

5.2.12.Blue collar personnel vehicles, which are
allowed to the workplace with the approval of the
manager, must be physically checked when enter-
ing and exiting.

5.2.13.If any material is to be taken out by the
personnel, the SFA.F237 Material Without Deliv-
ery Note Release Approval Form approved by the
manager must be checked by the security officer.
5.2.14.The compliance of the vehicle’s interior and
trunk with the SFA.F.237 Material Without Delivery
Note Release Approval Form must be checked by
the security officer.

§.2.15.The personal vehicles of the white-collar
personnel entering the security gate area must be
physically checked by the security guard during
entering and exiting.

5.2.16.Personal vehicles of the white-collar per-
sonnel entering the security gate area must be
recorded in the visitor’s book during entering and
exiting.

8.2.17.Company vehicles must be physically
checked by the security guard at the end of the
work hours.

§.3.Job Application - Visitor Login

5.3.1.Visits or job applications are not accepted on
holidays and outside the working hours.
5.3.2.Name-Surname information is taken from all
visitors except official institution representatives,
other establishment-company officials and well-
known guests. After the ACCEPTANCE confirma-
tion received over the phone, the ID is requested
and the visitor is allowed inside (with an accom-
panying person, if any). As in Vehicle and Material
Entry-Exit, the information described in the article
58.1.2.above is recorded.

§.3.3.In emergencies and special cases, the pe-
sonnel can meet with their visitors at the entrance
gate after getting permission from their first super-
visor.

8.3.4.All kinds of responsibilities regarding the
environment, occupational health and safety and
other issues regarding the people entering SFA
Electric Facilities are the responsibility of the ac-
companying personnel.

5.4.Entries and Exits of the Subcontractors (Con-
tractors)/ Service Providers

5.4.1.The procedure to which other SFA Electric
Personnel and visitors are subject to is applied in




5.4.3.Yiiklenici firma personeli veya araglar SFA
Elektrik Tesislerine girmek istedigi zaman, Giiven-
lik Gorevlisi tarafindan calisma yapilacak boli-
miin ilgili amirine bilgi verilir. Onayi dogrultusunda
kisisel bilgileri kayit altina alinir ve SFA.F.240 Hiz-
met Tedarikcileri ISG Bilgi Ve Sorumluluk Formu
doldurtulup imzalatildiktan sonra ilgili bolimden
gelecek olan veya bildirilen refakatci ile tesise gi-
risine izin verilir. Gerektiginde ilgili kisi gelmeden
yuklenici firma/hizmet tedarikgisinin SFA Elektrik
tesislerine girmesine izin veriimez.

5.5.Giivenlik Gorevlisi, arag ve personel girig ve
cikis islemleri diginda kapilan daima kapall tutar.
5.6.Guvenlik Gorevlisi, tereddiit ettigi ve ihtiyag
duydugu konularda ilgili yonetici personeli arar.
5.7.Guvenlik Gorevlisi, SFA Elektrik Personeli ve
yiiklenici firmalar ile ilgili sorunlarda yetkili kiginin
bilgisi danilinde miidahalede bulunur, ayrica diga-
ndan gelen herhangi bir saldinda kolluk kuvvetle-
rini haberdar eder.

5.8.Guvenlik Gorevlisi, SFA Elektrik’e ait Acil Du-
rum ile Is Saghgi ve Givenlii tedbirlerine uyacak
ve gerektiginde egitim ve tatbikatlara dahil ola-
caktrr. . .
5.9.Guvenlik Gorevlisi, Insan Kaynaklan ve Idari
Isler Midiiriine bagl olarak gérev yapar.
5.10.0lusan kalite kayitlan SFA.PR.036 Doki-
mante Edilmig Bilgi Prosediiri’'ne gére arsivienir
ve islem gorir.

the entry and exit procedures of contractors such
as service providers, subcontractors and contrac-
tors.

5.4.2.The personnel of the Contractors/Service
Providers to be employed at the SFA Electric Fa-
cilities, as well as the vehicle information or the
change information, are reported, before the work
starts, to the Security Officer and the SFA Electric
Unit/Person who will work together. The entrance
and exit of the said personnel and vehicles are con-
trolled by the Security Officer. Contractor company
personnel and vehicles whose names and license
plate information have not been reported are not
allowed into the facilities.

5.4.3.When the contractor’s personnel or vehicles
want to enter the SFA Electric Facilities, the relevant
supervisor of the department is informed by the
Security Officer. In line with their approval, personal
information is recorded and after the SFA.F240
Service Providers OHS Information and Respon-
sibility Form s filled and signed, they are allowed
to enter the facility with the accompanying person
who will come from the relevant department or be
notified. When necessary, the contractor company/
service supplier is not allowed to enter SFA Electric
facilities without the relevant person arrives.
8.5.The Security Officer always keeps the doors
closed except for vehicle and personnel entry and
exit procedures.

5.6.The Security Officer seeks the relevant man-
agerial personnel on the issues of hesitation and
need.

5.7.The Security Officer intervenes with the know/-
edge of the authorized person in the problems
related to SFA Electric Personnel and contractor
companies, and also informs the law enforcement
officers in any attack from outside.

5.8.The Security Officer will comply with the Emer-
gency and Occupational Health and Safety mea-
sures of SFA Electric and will be involved in training
and exercises when necessary.

5.9.The Security Officer works under the Human
Resources and Administrative Affairs Manager.
5.10.The resulting quality records are archived and
processed according to the SFA.PR.036 Docu-
mented Information Procedure.

6.RELATED DOCUMENTS

SFA.PR.036 Documented Information Procedure
SFA.F.169 Delivery Note Tracking Form

SFA.F237 Material Without Delivery Note Release
Approval Form

SFA.F240 Service Providers OHS Information
andResponsibility Form Visitor and Vehicle Reg-
istration Form (Unnumbered as it is purchased
ready-mace.)
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UST KAT OFiS ACIL DURUM TAHLIYE PLANI
Upper Floors Office Emergency Evacuation Plan
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ALT KAT OFiS ACIL DURUM TAHLIYE PLANI
Lower Floors Office Emergency Evacuation Plan
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