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1. Purpose

This procedure has been established to ensure security, accountability, occupational health and
safety, and compliance with Golden Planet’s site rules, Responsible Business Conduct Policy, and RJC
Code of Practices 2024.

It applies to all employees, visitors, contractors, and subcontractors entering or exiting Golden Planet
premises.

2. Sign-In Registration
2.1 Mandatory Sign-In

All employees, visitors, contractors, and subcontractors must complete the sign-in process before
entering Golden Planet facilities.

2.2 Sign-In Form Content
The Sign-In Sheet includes the following information:

e Full name and contact details

e Company name, title, and affiliation

e Purpose of visit (e.g. visit, maintenance, project work)

e Date and time of entry

e Reference to Golden Planet Site Rules and Safety Instructions

2.3 Digital and Physical Records

e Sign-in/sign-out is conducted via digital systems and/or physical logbooks
e Both methods are considered valid and controlled

3. Compliance Acknowledgement

e Individuals signing the form declare that they have read, understood, and agreed to comply
with:
o Siterules
o Health & safety requirements
o Responsible Business Conduct principles
e Signatures are retained for legal, compliance, and audit purposes
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4. Access Control and Identification
4.1 Access Authorization

e Access is granted only after registration and acceptance of site rules
e Restricted areas may only be accessed with departmental approval
e Unauthorized access is strictly prohibited

4.2 Temporary ID Badges

e Visitors and contractors are issued temporary identification badges
e Badges indicate access level and must be worn visibly at all times
e Badges are collected upon exit

5. Site Induction and Awareness
5.1 Site Orientation

e Allfirst-time visitors and contractors receive a site induction briefing
e The briefing covers:

o Site rules and emergency procedures

o Occupational health and safety requirements

o Golden Planet Responsible Business Conduct Policy

o Relevant RJC standards

5.2 Information Materials

e Orientation materials, brochures, or guidelines are provided where applicable
e Procedures and policies are reviewed and re-communicated annually

6. Recordkeeping and Audit Control
6.1 Data Security

e Entry/exit records are:
o Stored in secure digital systems
o Archived physically in controlled areas
e Access is restricted to authorized personnel only
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6.2 Audit and Compliance

e Records serve as objective evidence of RJC compliance
e Documents are reviewed during internal and external audits
e Allrecords are backed up daily to prevent data loss

7. Sign-Out Procedure

e Allindividuals must complete the sign-out process upon leaving the premises
e Temporary ID badges must be returned
e Any incidents, observations, or safety concerns are encouraged to be reported during exit

8. Objectives of the Procedure
This procedure aims to:

e Protect employee and visitor safety

e Ensure compliance with ethical, legal, and RJC requirements
¢ Maintain control over site access and movement

e Provide documented evidence for RIC COP 2024 audits

e Promote responsible and transparent business practices

APPROVED BY THE CEO AND THE BOARD OF DIRECTORS

Golden Planet Kuyumculuk Dig Ticaret Limited Sirketi

PREPARED AND APPROVED BY GOLDEN PLANET BOARD OF DIRECTORS
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GiRiS - CIKIS PROSEDURU

1. Amag

Bu prosediir; Golden Planet tesislerinde glivenlik, hesap verebilirlik, is saghgi ve glivenligi ile RJC Code
of Practices 2024 gerekliliklerinin saglanmasi amaciyla olusturulmustur.

Tum ¢alisanlar, ziyaretgiler, taseronlar ve alt yikleniciler icin gecerlidir.
2. Giris Kayit islemleri
2.1 Zorunlu Girig Kaydi

Golden Planet tesislerine giris yapacak herkes, giris dncesinde kayit islemini tamamlamak
zorundadir.

2.2 Giris Kayit Formu igerigi
Kayit formunda asagidaki bilgiler yer alir:

e Ad-soyad ve iletisim bilgileri

e Firma adi, unvan ve bagli oldugu kurulus

e Ziyaret amaci

e  Giris tarihi ve saati

¢ Saha Kurallan ve Giivenlik Talimatlarina atif

2.3 Dijital ve Fiziksel Kayitlar

e Giris-cikis islemleri dijital sistemler veya fiziksel defterler (izerinden yapilir
e Her iki yontem de gecerlidir ve kontrol altindadir

3. Uyum Taahhidii

e Formu imzalayan kisiler:
o Saha kurallarini okuduklarini
o Anladiklarini
o Uygulayacaklarini
beyan eder
e imzalar, hukuki ve denetim amagh saklanir
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4. Erisim Kontrolii ve Kimliklendirme
4.1 Erisim Yetkisi

e Kayit ve onay olmadan girise izin verilmez
e Kisith alanlara erisim ilgili birim onayi ile mimkundur
e Yetkisiz erisim kesinlikle yasaktir

4.2 Gegici Kimlik Kartlar

e Ziyaretci ve taseronlara gecici kimlik karti verilir
e Kartlar gorlinir sekilde tasinmalidir
e Cikista kartlar iade edilir

5. Saha Tanitimi ve Bilgilendirme
5.1 Saha Oryantasyonu

e ilk kez gelen ziyaretgi ve taseronlara saha tanitimi yapilir
e Tanitimda:

o Acil durumlar

o lssaghgi ve giivenligi

o Sorumlu is Uygulamalari Politikasi

o RJCstandartlari anlatilir

5.2 Bilgilendirme Dokiimanlan

e Gerekli bilgilendirici dokiimanlar paylasilir
e Prosedirler ve politikalar yillik olarak gézden gegirilir

6. Kayitlarin Saklanmasi ve Denetim
6.1 Veri Giivenligi
e Kayitlar:
o Guvenli dijital sistemlerde
o Fiziksel arsivlerde saklanir
e Yetkisiz erisim engellenir
6.2 Denetim ve Yedekleme
e Kayitlar RJC denetimlerinde kanit olarak kullanilir

e Glinlik yedekleme yapilr
e icve dis denetimlere sunulur
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7. Cikis islemleri

e Tesislerden ayrilan herkes:
o Cikis kaydini tamamlar
o Gegici kimlik kartini iade eder
e Olasi olay ve uygunsuzluklarin bildirilmesi tesvik edilir

8. Prosediiriin Amaglari

e Calisan ve ziyaretci glivenligini saglamak

e  Etik ve sorumlu is uygulamalarini korumak

e Sirket politikalarina uyumu garanti altina almak
e RIC COP 2024 gerekliliklerini belgelemek

e Sirekliiyilestirmeyi desteklemek

APPROVED BY THE CEO AND THE BOARD OF DIRECTORS GOLDDE'f; ?E‘- ) !_U E
Golden Planet Kuyumculuk Dis Ticaret Limited Sirketi Nge;"igo;g Merke im C‘ad_ A2
YENIBG 5 ISTANBU!

PREPARED AND APPROVED BY GOLDEN PLANET BOARD OF DIRECTORS
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