
OCCUPATIONAL HEALTH, SAFETY AND 
ENVIRONMENTAL MANAGEMENT POLICY STATEMENT
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I have received training regarding all of the matters visitor handbook, have read and unders-
tood the document. I accept and guarantee that I will obey all rules and fulfill all obligations 
during my visit at SFA Electric facilities.
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VISITOR HANDBOOK



The products and systems described in this 
catalog are manufactured and sold accord-
ing to a certified management system (acc. 
to ISO 9001, ISO 14001 and ).

-

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.

 / Designed By 
Serkan KARADEDE

SUSTAINABLE ENERGY FF AAor CTION 



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 people 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              
and                for each order we get. 

-

SFA Electric Sustainability Approach

(*) The Turkish Foundation for Combating Soil Erosion, for Reforestation and the Protection 
of Natural Habitats



INTRODUCTION OF COMPANY 

-

 
-
-

-

SFA Electric, based in Ankara 1st Industrial Zone, began life in 2015 as a joint venture of 
ALFANAR Group, a $2.5 billion Saudi Arabian group of companies operating within global 
electrical and construction industries and Mr. Gani Köse, Turkish Investor having more than 
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 in 
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 key 
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 to 
HV products. Some featured examples can be listed as manufacturing of LV Control Panels, MV 
Metal Enclosed Switchgears, MV Gas Insulated Switchgears, MV Vacuum Circuit Breakers and 
Separable Cable Connectors. 
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Çözüm-odaklı yaklaşımla teknoloji sahibi bir firma olarak sunulan OG Ürünleri için
hedef kurumlar ve yenilenebilir enerji sektöründe önemli bir oyuncu olmak.

En yüksek kalitede, eksiksiz ve  rekabetçi OG çözümlerini geliştirmek ve üretmek.
Ar-Ge ve rekabetçi üretim kabiliyetleri sunarak alfanar grubuna katma değer sağlamak.

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.

 

Mission

Misyon

www.sfaelectric.com

CEO
Ozan H. GÜREÇ

V ision

V izyon

To be a major player in target utilities and renewable sector for
MV Products presented as a technology owner company with 

solution-oriented approach.
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Entegre Yönetim Sistemi Politikasi

Integrated Management System Policy
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Welcome to the SFA Electric factory.

You are entering a production environment.

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.

Thank you…

Hand over your ID as you enter, do not forget to take it back as you leave.

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

-

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

Comply with all warning signs (Traffic, Safety etc.) within the factory.

-

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

Park your car in the spot shown to you, in the exit direction.
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Use appropriate protective equipment suitable for the section you are en-
tering.

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.

The maximum speed limit in open and closed areas of the factory is 20 km / h.

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

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

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

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

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

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

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..

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

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.

Comply with SFA.PR.024 Numbered Third Parties Procedure.(page 14-17)

Do Not Be Nervous And Do Not Panic

Emergency Evacuation Plan is on pages 21-22-23.
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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. 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. All 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
5.2.1. 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 (OSS), 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.
      c)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
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          -

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.  
5.2.7. 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.
    c) 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.
5.2.8. Subcontractor personnel are also in-
cluded in emergency, fire and other drills.
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5.2.9. 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.
5.3 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.
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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 facilities. 
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. 
5.1.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-
other meeting at the workplace, it is ensured by the 
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Security Officer to park his vehicle in the designated 
SFA Electric area. When the driver leaves, the last 
time he left the company is recorded in the Visitor 
and Vehicle Registration Form. 
5.1.4.It is prohibited to take any kind of material 
out of the factory without permission and without 
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. 

-

-

-

-

-

-

-

-

-

-

-

-

-
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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 flatbed 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. 
5.2.Personnel Entrance and Exit 
5.2.1.Every personnel entering SFA Electric facilities 
must strictly comply with the Occupational Safety 
Rules and Instructions announced in the Visitor’s 
Handbook in different parts of the workplace. 
5.2.2.Workplace personnel show the bags, packag-
es, suitcases, etc., brought with them to the Securi-
ty 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 
take the relevant action. 
5.2.4.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 
Officer. 
5.2.6.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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5.2.10.It 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.F.237 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. 
5.2.15.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. 
5.2.17.Company vehicles must be physically 
checked by the security guard at the end of the 
work hours. 
5.3.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 
5.1.2.above is recorded.     
5.3.3.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. 
5.3.4.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 
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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.F.240 
Service Providers OHS Information and Respon-
sibility Form is 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. 
5.5.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 knowl-
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.F.237 Material Without Delivery Note Release 
Approval Form 
SFA.F.240 Service Providers OHS Information 
andResponsibility Form Visitor and Vehicle Reg-
istration Form (Unnumbered as it is purchased 
ready-made.) 



Upper Floors Office Emergency Evacuation Plan



Lower Floors Office Emergency Evacuation Plan






