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1 PURPOSE 

This procedure sets the standard for premises security at ECOHIVE Complex.  

 

2 SCOPE 

This procedure is applicable for the ECOHIVE Complex. 

 

3 REFERENCE DOCUMENTS  

• CD032 Security Breach Log 

• CD303 Security Breach Action Plan 

• CD342a ECOHIVE Security Patrol Checkpoints 

• WS029 Visitors Attendance Log 

• WS219 Security Breach Form 

• Guardroom Handover Book 

• Visitor Tag 

4 RESPONSIBILITIES 

The personnel responsible for the procedure are identified in the list below. All responsibilities are clearly defined in Section 5 

Method and the relevant flow chart.  

• Security - Shift Supervisor 

• Security Officer 

• Weighbridge Officer 

5 METHOD 

The attached flow charts offer further guidance to the premises security procedure. 

6 RECORDS 

Reference Document Person responsible for 
maintaining the 
Document 

Document Storage 
Location 

Duration of 
time Records 
are kept 

CD032 Security Breach Log Security - Shift Supervisor Supervisor Guardroom 
AD Plant 

 

six months 
hard copies 
one year soft 
copies 
 

WS029 Visitors Attendance Log  

WS219 Security Breach Form 

 Guardroom Handover Book 
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ECOHIVE Main Gate 

START

Security 
Officer reports for 

duty?

During Night Shift

 Security Officer gets handover from Security Officer of 
the previous shift and signs ‘Guardroom Handover Book’ 

as proof of handover completion.

Guardroom 
Handover Book

In the evening, One Security Officer reports to 
work at the Guardroom next to main gate 

(Coast Road) by 17:50 latest.

Yes

During Morning Shift

In case Security Officer  does not report for 
duty by 17:50, Security Officer from the 

previous shift informs Shift Supervisor of this 
occurrence.

No

In case no immediate replacement for the 
Security Officer the Shift Supervisor instructs 

Security Officer from the previous shift to work 
for a maximum of one additional hour on 

overtime pay.

Shift Supervisor follows-up on occurrence 
resulting in Security Officer not reporting to 

work.

If / when Security Officer reports for duty,they 
proceed to the New Gate Guardroom (Coast 

road) for duty.

END

In the morning, Two Security Officers report to 
work at the New Gate Guardroom (Coast road) 

next to Main Gate by 05:50 latest.

One Security 
Officer reports for 

duty?

In case the Security Officer does not report for 
duty by 05:50, Security Officer from the 

previous shift informs Shift Supervisor of this 
occurrence.

No

In case no immediate replacement for the 
Security Officer, the Shift Supervisor instructs 

Security Officer from the previous shift to work 
for a maximum of one additional hour on 

overtime pay.

If / when Security Officer reports for duty, they 
proceed to the New Gate Guardroom (Coast 

road) next to Main gate for duty.

Security Officer gets handover from Security Officer of 
the previous shift and signs ‘Guardroom Handover Book’ 

as proof of handover completion.

Yes

Guardroom 
Handover Book

Security Officer closes New Gate (Coast road) at 22:30 
once the last waste carrier is out.

Shift Supervisor follows-up on occurrence 
resulting in Security Officer not reporting to 

work.

Security Officer opens New Gate (Coast road) at 05:00 
and ensures that barrier is operational.

Security Officer remains on duty at the Guardroom 
making sure that no one enters.

In case of Security Breach or abnormal behaviour Security 
Officer takes action as per Controlled Document 303 – 

Security Breach Action Plan.

CD303 Security 
Breach Action Plan

In case of Security Breach or abnormal behaviour Security 
Officer takes action as per Controlled Document 303 – 

Security Breach Action Plan.

CD303 Security 
Breach Action Plan

Security Officer carries out Night Patrols with 
Weighbridge Security Officer as per checkpoints Indicated 

in Controlled Document 342a as follows:
• 1st Patrol to take place between: 22:30 – 23:30

• 2nd Patrol to take place between: 01:00 – 02:00.
• 3rd Patrol to take place between: 04:00 - 05:00.

Security Officer attends barrier at all time.

Note: Barrier shall be kept closed all the time whilst the 
Gate shall be left open during Day Shift. This entrance is to 
be used only by waste carriers,brokers and heavy vehicles. 

Note: Employees, visitors, Service providers and light 
vehicles shall be refused access and directed to the Old 

Gate Guardroom (Ta’ Żwejra).

Security Officer attends barrier till 22:30 until gate is 
closed.

Note: Barrier shall be kept closed all the time whilst the 
Gate shall be left open during Day Shift. This entrance is 

to be used only by waste carriers,brokers and heavy 
vehicles. Note: Employees, visitors and delivery vehicles 

shall be refused access and directed to the Old Gate 
Guardroom (Ta’ Żwejra).

CD342a ECOHIVE 
Security Patrols 

Checkpoint
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Weighbridge (Main Gate) 

START

Security 
Officer reports 

for duty?

Night Shift

Security Officer reviews ‘Weighbridge Handover 
Book’ from previous Security Officer. 

Weighbridge 
Handover Book

In the evening, Security Officer reports to work at 
Weighbridge by 18:50 latest.

Note: Weighbridge Officer closes weighbridge at 
22:30.

Morning Shift

In case of Security Officer does not report for duty 
by 18:50, Weighbridge Officer informs Shift 

Supervisor  of this occurrence.

No

Shift Supervisor  follows-up on occurrence resulting 
in Security Officer not reporting to work.

If / when night Security Officer reports for duty, 
they proceed to Weighbridge to take handover from 

Security Officer that is currently placed at 
Weighbridge.

END

In the morning, Weighbridge Officer reports to work 
at Weighbridge by 06:50 latest.

Weighbridge 
Officer reports 

for duty?

In case the Weighbridge Officer does not report for 
duty by 06:50, Security Officer informs Weighbridge 
Supervisor/Professional Officer-Data Management 

and Shift Supervisor of this occurrence.

No

Weighbridge Supervisor/Professional Officer-Data 
Management follows-up on occurrence resulting in 

Weighbridge Officer not reporting to work.

YesYes

Security Officer carries out Night Patrols with 
Security Officer at Main Gate as per checkpoints 

Indicated in Controlled Document 342a as follows:

1st Patrol to take place between: 22:30 – 23:30
2nd Patrol to take place between: 01:00 – 02:00.
3rd Patrol to take place between: 04:00 - 05:00.

Note: Night Patrol vehicle is kept with Weighbridge 
Security Officer.

In case of Security Breach or abnormal behaviour 
Security Officer takes action as per Controlled 
Document 303 – Security Breach Action Plan.

CD303 Security 
Breach Action 

Plan

If / when Weighbridge Officer reports for duty, they  
proceed to Weighbridge for duty.

In case no immediate replacement for the 
Weighbridge Officer, the Weighbridge Supervisor/
Professional Officer-Data Management instructs 
Weighbridge Officer from Zwejra Gate to close 

Zwejra Weighbridge and move to Coastroad 
Weighbridge

In case of security breach, Weighbridge officer 
informs Security Officer (at Main Gate)

At the end of shift, Security Officer updates 
‘Weighbridge Handover Book’.

Weighbridge 
Handover Book

CD342a ECOHIVE 
Security Patrols 

Checkpoint
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Ta’ Żwejra Guardroom 

START

Security Officer 
reports for duty?

Night Shift

 Security Officer gets handover from Security Officer of the 
previous shift and signs ‘Guardroom Handover Book’ as 

proof of handover completion.

Guardroom 
Handover Book

In the evening, Security Officer reports to work 
at Ta’ Żwejra Guardroom by 17:50 latest.

 Yes

Morning Shift

In case Security Officer does not report for 
duty by 17:50, Security Officer from the 

previous shift informs Shift Supervisor of this 
occurrence.

No

In case no immediate replacement for the 
Security Officer the Shift Supervisor instructs 

Security Officer from the previous shift to work 
for a maximum of one additional hour on 

overtime pay.

Shift Supervisor follows-up on occurrence 
resulting in Security Officer not reporting to 

work.

If / when Security Officer reports for duty, they 
proceed to the Old Gate Guardroom (Ta’ 

Żwejra) for duty.

END

In the morning, Two Security Officers report to 
work at Ta’ Żwejra Guardroom by 05:50 latest.

One Security 
Officer reports for

 duty?

In case the Security Officer does not report for 
duty by 05:50, Security Officer from previous 

shift informs Shift Supervisor of this 
occurrence.

No

In case no immediate replacement for the 
Security Officer, the Shift Supervisor instructs 

Security Officer from the previous shift to work 
for a maximum of one additional hour on 

overtime pay.

If / when Security Officer reports for duty, they  
proceed to the Old Gate Guardroom (Ta’ 

Żwejra) for duty.

 Security Officer gets handover from Security Officer of the 
previous shift and signs ‘Guardroom Handover Book’ as 

proof of handover completion.

Yes

Guardroom 
Handover Book

 Security Officer registers visitors on WS029 Daily 
Attendance Log entering the premises and issues a Visitor 

Tag to visitors.

Note: Security Officer informs Visitor to return tag prior to 
exiting.

Shift Supervisor follows-up on occurrence 
resulting in Security Officer not reporting to 

work.

WS029 Daily 
Attendance log

Security Officer attends barrier at all time.

Note: Barrier shall be kept closed all the time whilst the 
Gate shall be left open. This entrance is to be used only by 

night shift employees (light vehicles).

WS029 Daily 
Attendance log

Security Officer logs out visitors in Visitor Log and retrieves 
the Visitor Tag before leaving.

 Security Officer attends barrier at all time.

Note: Barrier shall be kept closed all the time whilst the 
Gate shall be left open. This entrance is to be used by 

Employees, Visitors, Service Providers and Light vehicles. 
External Waste carriers,brokers and heavy vehicles shall be 
refused access and directed to the New Gate Guardroom 

(Coast road).

Security Officer logs out visitors in Visitor Log and retrieves 
the Visitor Tag before leaving.

Visitor Tag

Visitor Tag
WS029 Daily 

Attendance log

Security Officer informs Officer in Charge of the visitor that 
visitor has arrived.

Note: No visitors shall be allowed on site without Approval 
from Officer in Charge.Security Officer registers visitors on WS029 Daily 

Attendance Log entering the premises and issues a Visitor 
Tag.

Note: Security Officer informs Visitor to return tag prior to 
exiting.

Visitor Tag

Security Officer informs Officer in Charge of the visitor that 
visitor has arrived.

Note: No visitors shall be allowed on site without Approval 
from Officer in Charge.

Visitor Tag

In case of Security Breach or abnormal behaviour Security 
Officer takes action ad per Controlled Document 303 – 

Security Breach Action Plan.

CD303 Security 
Breach Action Plan

In case of Security Breach  that Security Officer notices 
abnormal behaviour/breach of security, refer to Controlled 

Document 303 – Security Breach Action Plan.

CD303 Security 
Breach Action Plan

WS029 Daily 
Attendance log

 


