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1. INTRODUCTION 

 

The Standard Operating Procedures [SOP] for The Wilds Homeowners Association [HOA] provide overall general 

standards for the operations and administration of access control and security. All members, visitors, 

contractors, and others seeking entry to the estate must abide by the SOP,  AND ALSO THE GOVERNANCE 

DOCUMENTATION OF THE ESTATE.  

 

The SOP may be amended from time to time to meet operational requirements. 

 

2.  ACCESS CONTROL: 

 

2.1 Non-Residents with Vehicle 

 

a) A pre-clearance code is a PIN generated by a resident and sent, using the visitor management system and 

application, to a person coming to that stand number.  

b) No visitor (casual or regular) will be allowed to enter the HOA without a pre-clearance code sent to him/her 

by the resident. 

c) NO NON-RESIDENT WILL BE ALLOWED TO REGISTER ON THE BIOMETRIC OR RF TAG SYSTEM 

d) No visitor may enter the estate on foot via the boom gates. 

e) A visitor with a pre-clearance code will be allowed entrance at any of the two visitor lanes at gates 1 and 2 

and can also use the contractor's gate at gate 1.  

f) All visitors operating a vehicle and wishing to obtain entry must: 

i. Provide a valid SA driver’s license, failing  

ii. Provide a valid SA temporary license, failing 

iii. Provide proof of payment for renewal with the expired SA license  

iv. Valid Foreign licences will be allowed with approval only. 

      

       **THE HOA RESERVES THE RIGHT TO DENY ACCESS** 

 

The visitor’s entry code, his valid driver’s license, and the vehicle license disk will be scanned, and he will be 

allowed entry by scanning the bar code. 

g) If a visitor arrives without a pre-clearance code, the Security Officer will contact the resident via the scanner 

and request confirmation to allow entry.  

h) All small deliveries that are Uber Eats, Checkers, and other small deliveries will also need to have a pre-

clearance code accompanied by a valid drivers license. 

i) Entry to inner estates is restricted, and access is only allowed to the inner estate to which a PIN was generated. 

 

2.2  Residents:  

 

a) Biometric access is compulsory. FR Tags are an additional option to promote speedy entry and exit. 

b) If the biometric fingerprints or a vehicle RF tag are not activated when the resident needs to enter or exit the 

Estate, the resident will be treated as a visitor. (SEE VISITORS) 

c) All residents and non-resident members and their relations MUST BE REGISTERED on the management 

systems of the estate. Registration is done at Gate 1, and supporting documents will be compulsory. 

d) Once the activation of biometric fingerprints or a vehicle RF tag has been done by Impro and management 

system registration, the resident will be able to make use of the biometric fingerprints or a vehicle RF tag. 
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e) Residents are only allowed entry to any of the inner estates where they reside and where they have been 

registered upon prior approval from the HOA. 

 

 

  2.3 Inner Gates: 

 

a) The resident will use biometric fingerprints or a vehicle RF tag to enter the specific inner estate where they 

reside and have been registered. 

b) Visitors, contractors, and deliveries will use the PIN generated. 

2.4 Goods deliveries: 

 

Access Control follows a similar procedure for Visitor access control. 

 

UNDER NO CIRCUMSTANCES WILL SECURITY SIGN FOR ANY DELIVERIES FOR RESIDENTS OR KEEP ANY PARCEL 

WHATSOEVER AT THE SECURITY OFFICE OR GATE HOUSES FOR RESIDENTS 

 

2.5 Domestic Servants/Gardeners: 

 

a) The resident, accompanied by the domestic or gardener, must apply for the domestic or gardener to be 

vetted via the contracted service provider. The application and the process are online or via the App.  

b) After the vetting process is done, the employer and employee must report to the registration office at Gate 1 

to apply for a biometric fingerprint and registration. 

c) All access to gardeners and domestics is via the turnstiles unless the domestic or gardener uses a vehicle to 

enter; they can do so via the standard resident's entry process. Rf Tags will not be issued to any 

workers/employees. 

d) No ASYLUM seekers will be allowed to enter. Non-SA Citizens will require a valid passport and valid work 

permit 

2.6 Contractors and Service Providers: 

 

 Contractors are allowed only with the authorization of the resident or estate management. The process is the    

 same as for visitors, the employees will be allowed entrance in a manner as set out below. 

 

a) The driver will stop at the contractor`s or visitors' lane entrance boom and will follow the normal contractor's 

scan procedure. 

b) The employees will be required to produce proper and valid identification, which will be scanned. 

c) The employees will only be allowed to use the turnstiles upon entry and exit. 

d) HOA-approved contractors may be registered on the biometric system with prior authorization from the Estate 

management office. 

e) HOA-registered service providers will be registered on the biometric system 

f) NO contractor will be allowed to walk or roam in the estate. 

g) No ASYLUM seekers will be allowed to enter. Non-SA Citizens will require a valid passport and valid work 

permit. 

 

CONTRACTORS' HOURS OF WORK WILL BE AS FOLLOWS:  
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 WEEKDAYS – 07:00 UNTIL 16:45 

 SATURDAYS – 07:00 UNTIL 12h45 

 SUNDAYS – NOT ALLOWED ON-SITE 

 PUBLIC HOLIDAYS – NOT ALLOWED ON SITE. 

 ALL CONTRACTORS MUST BE OUT OF THE ESTATE NOT LATER THAN 17H00 

 

If a contractor needs to work longer due to concrete orders, prior authorization needs to be requested from the 

HOA office or the Security Manager [SM] 

 

 

2.7 SAPS and Sheriff of the Court: 

 

The South African Police Services[SAPS] and Sheriff Officials will be allowed access under the following 

conditions: 

 

a) The SAPS Officers and Sheriff Officials will report to the respective gates. 

b) The SAPS Officers and Sheriff Officials will identify themselves by producing their police/official 

identification cards. 

c) The SAPS Officers and Sheriff Officials will then be escorted by the Duty Manager [DM] and Reaction Officer 

[RO] to the right stand number. 

d) The SAPS Officers and Sheriff Officials will be escorted off-site on completion of their tasks. 

e) Remember that the SAPS Officers must be assisted quickly to prevent any delays. 

f) Do not contact the resident for access because the SAPS Officers may want to keep the surprise element 

should they have to arrest somebody. 

g) SAPS members will only be granted access if they are investigating an active case or if they are attending to 

a complaint registered by the police station control room.  

 

2.8 City of Tshwane/Telkom: 

 

The Tshwane/Telkom Officials will be treated as follows: 

 

a) On arrival at the respective gates, the Tshwane/Telkom Officials must identify themselves with their official 

identification cards. 

b) They must present official documentation highlighting the reason for the entry sought. 

c) After verifying the documents, the Escort Officer [EO] will then escort the Tshwane/Telkom Officials to the 

nominated stands and out of the Estate when their work is done. 

d) The resident will not be contacted, and the EO will stay with them until they leave the Estate.  

e) The control room must be informed of their arrival to allow entry. 

 

2.9 Shuttle Services, School busses, and Ubers: 

 

a) These service providers must be registered with the HOA. 

b) They will be treated as Contractors and can only enter with a code. 

 

2.10 Armed Response: 
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These must be registered with the HOA, and access cannot be denied. The diver must have a valid driver's 

license and will be escorted. 

 

2.11 Emergency Vehicles  

 

These category vehicles include the SAPS, Tshwane Metro Police, ambulances and paramedics, the fire brigade, 

and disaster management.  

 

a) When occupants of such vehicles declare that their visits are official, request and inform the control room 

immediately.  

b) Only grant access to the above-mentioned Authorities if they can identify themselves with their 

employee/appointment cards. Determine the stand number where the person(s) is heading. 

c) As these are often extreme emergencies (life-threatening), a Security Officer [SO] will be authorized by the DM 

to escort emergency vehicles.  

d) The SO at the Inner Post needs to be contacted to stand by to open the boom without delay. The control 

room will be informed so that they can remotely open the inner booms for easy access. 

e) Ensure that an OB entry is made.  

f) Once all relevant information is recorded, the Access Controller can grant access. 

g) The Control room must contact the Escort vehicle to escort the abovementioned Authority vehicle in and out 

of the Estate. 

 

2.12 Regulatory Bodies and Inspectors: 

 

These category vehicles will be PSIRA representatives, Department of Labour, Tshwane Officials, Fire Chiefs, etc. 

They must announce that their visit is official.  

Inform the control room that a regulatory body or inspector wishes to access the estate so that they can 

escalate to the proper persons. 

 

PLEASE TAKE NOTE: NO PERSON MAY CHARGE OR RECEIVE ANY CASH FOR ANYTHING TO DO WITH ENTRANCE 

OR ACCESS, OR EGRESS ONTO THE ESTATE OR SUB-ESTATES. 

                      

2.13 Pedestrians and Cyclists: 

 

a) All pedestrians may only enter and exit via the turnstiles.  

• Only domestics and registered gardeners may enter and exit to proceed into the estate via the 

turnstiles 

• All other pedestrians entering via the turnstiles must be collected. No unregistered person may walk 

in the estate. 

b) Cyclists may enter and exit if a resident who is on the system opens the boom gates using his/her biometrics. 

If in a group, they may all proceed in this manner. 

c) Visitor cyclists must have a code. 

 

3. ACCESS CONTROL GENERAL:   
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a) Any person who does not comply with all access-related SOP procedures and the applicable HOA governance 

documents will be sanctioned or fined. 

b) Malicious damage to any of the estate assets and control systems is considered a criminal offence and repairs 

or fines will be billed against the property owner 

  


