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	Overview
	To ensure high value shipments are not lost / stolen/ damage. To maintain security Standards in order to provide a world class service to SMSA Customers and Clients.

	Person Affected
	Operations & Receiving – Dispatching Executives

	Instruction
	
Responsibilities:

• Dedicated Line Haul Staff/Supervisors are responsible for handling high value shipments in all Hubs (24 hours a day, 7 days a week) 

• Operational Management/Supervisors/QRM are responsible for carrying out spot checks to ensure policy and procedures are followed and appropriate disciplinary action is taken for none compliance.

 • A list of what is classed as high value shipment will be updated and reviewed by the Director of Operations after consultation with QRM. See also High Value Shipment Handling Procedures – Services center and High Value Extraordinary item Form) 

• Couriers are also responsible for bagging, tagging and manifesting high value shipments when such shipments are picked up from Corporate Customers. 

• It is the responsibility of the relevant Operations Manager to ensure Line Haul Couriers have enough supplies of the high value shipment packaging supplies and seals.


General:

• The list of high value shipment is also available in Service Reference Guide (Doc. 2902) and Hi Value and Extra Ordinary Items List (Doc. 282) • A high value item is a ‘Craved’ for item for the purpose of this policy. 

• The SMSA Limited Liability Policy should be conveyed to the Corporate Customer sending high value shipment(s). 

• The Couriers must inform Corporate Customers to insure high value shipment(s) against Loss/Stolen/Damage otherwise an indemnity letter must be signed by them. 


• Any reported Loss/Stolen/Damage shipment should be reported to QRM and the Customer Care Group and an incident report must be completed. See QRM Incident reporting policy 

• Not limited to the following if, any Line Haul Staff finds any high value shipment that has incomplete paperwork, not packed in the correct high value shipment packaging, No seal number recorded, No seal etc. then the matter needs to be reported to Management and QRM.


Note: (A decision will be taken by the Direct Line Manager and QRM to accept or hold the shipment. Customer Care group must be informed if, the shipment is held)

• All high value shipment will be handled in a secure and sterile area covered by CCTV where practical. Only authorized staff is allowed into the area. Authorized Persons’ details to be given to Security and displayed in the Security Office. 

• A proper handover of the key relating to the area must be maintained after each shift change. A record must be kept for audit purposes. 

• A separate secure lockable cage must be provided inside the sterile area and keys controlled. 

• A proper audit must be carried out after each shift change of the high value shipments. A record must be kept for audit purposes. 

• No high value shipment should move in a net work other than the SMSA network unless the shipment is an international shipment.


Procedures:

Procedure for handling High Value shipment from SSC:


1. Line Haul Couriers will pickup shipment from SSC. All high value shipment will be physically checked to ensure the following:

• Shipment has not been tampered with in any way 

• AWB fully completed and legible 

• Check that the following is recorded on the AWB – weight, number of packages, declared value, time of receipt, customer signature, RD Executive details.

 • Seal number matches the seal number recorded on the AWB

 • All high value shipments should be in a pre-printed seal bag. If the shipment is larger than the pre-printed bag then the shipment should be in a mother or baby bag with the black banding with the pre-punched holes. 

• Check that the SMSA blue seals are properly weaved through the bag holes.


1.  If the line Haul Driver finds that the above procedures have not been followed then Management and QRM should be informed for a decision. (See General above). 

1. If the above is correct then the courier  should apply Retail to Ops  scan for the shipments with the presence of the RD Executive.


1. Once the Line Haul Couriers receives the shipment the Safety and Security of the shipment will fall from the RD Executive to the Line Haul Couriers. 


      5.  The Line Haul Couriers once he has done all his pickups will bring the high value shipments to the Hub. 

      6. The high value shipments will be off loaded and handed to the dedicated Line Haul Staff / Supervisor handling high value shipments. 

      7. The Dedicated Line Haul Staff / Supervisor will ensure that AWB is fully completed and legible (Follow the procedure as number 1 and 2 above) 

      8. Each shipment will be crossed checked against the Retail to Ops scans upon receiving and scanned into the hub. 


     10. Once the Dedicated Line Haul Staff / Supervisor receive the shipment the Safety and Security of the shipment will fall from the Line Haul Courier to the Dedicated Line Haul Staff. 

     11. The Dedicated Line Haul Staff / Supervisor will sort the shipments according to there destination. A separate Manifest will be made for each destination. 

     13. Random spot checks on the weight of the shipments will also be carried out by the Dedicated Line Haul Staff / Supervisor and a record kept for audit purposes. 

     14. Shipments which have not had their contents verified, must be X-Rayed and the contents verified against those declared on the AWB and checked that they are not prohibited. 

     15. The Dedicated Line Haul Staff / Supervisor will then handover the shipment to the Line Haul Route Driver. 

     16. The Line Haul Driver will ensure the AWB is fully completed and legible.(Follow the procedure as number 1 and 2 above) 

     17. Once the checks have been completed the Line Haul Route Driver will record the time day and date and sign the Manifest to confirm receipt of the shipments. 

     18. Once the Line Haul Route Driver receives the shipment the Safety and Security of the shipment will fall from the Dedicated Line Haul Staff / Supervisor to the Line Haul Route Driver.

     19. At the end destination whether it is the SSC, Hub or Station the above process will apply in terms of delivering and accepting the shipments, ensuring handover
 Processes are completed.








Procedures for Couriers – Delivery to SSC: 

• This SSC Delivery procedure will apply to all Couriers. 

• The RD Executive will have the responsibility to check the seal number if matches with the recorded seal number in the AWB during Ops To Retail handover scan.

• RD Executive also to check for any tampering and changes in the packaging.

 • Any notice discrepancies should be reported to the SC line manager for action.



	Procedures for Couriers Handling High Value Shipments from Corporate Customers 



	

1. All High Value packages should be physically checked by the Courier and the number of shipment and contents verified. The only exception could be packages SEALED in their original manufactured packaging (The Courier must also ensure that no illegal, hazardous or dangerous items are included in the shipment). 



	
1. All shipment must have an AWB which must be completed by the customer checked by the Courier. See AWB Completing Procedure 



	
1. The contents of the shipment must be written by the customer and all contents verified as above so that there is no miss declaration of the contents. 

	1. The AWB must be signed by the customer.



	
1. Ensure that the AWB is fully completed including the exact weight, number of packages, declared value and the time of receipt of the shipment. The information on the AWB must be accurate and legible. 
	

1. All high value shipment should be placed in the pre- printed seal bags and the customer must witness the sealing of the bag. The seal number must be recorded on the AWB and the detached part of the seal bag with the recorded seal number must be given to the customer for their reference. 



	
1. If the pre-printed bags are not large enough for the shipment then the large mother or baby bags with the black banding and pre-punched holes should be used for the shipment. Do not use the bags without the pre-punched holes. (Unless prior approval has been given either by the Operations Manager or QRM). Shipment sent without the proper packaging will not be accepted by the Hub/Station. 
	

1. Once the shipment is placed in the bag. The SMSA blue seal should be placed ensuring that the seal goes ‘In and Out’ of the holes prior to sealing tight. Again witnessed by the customer. 






	
1. The seal number must be recorded by the customer on the AWB and initialed to confirm the seal number is correct. 



	
1. The Courier must record the H/V seal number and “H/V” in the comments column on the pick-up Manifest 

1. Once the Courier receives the shipment they are responsible for the Safety and Security until it is handed to the Dedicated Line Haul Staff in the Hub. (SSC Procedures 6,7,8,9,10 above will apply) 

1.  The Courier or the dedicated Line-Haul Staff / Supervisor will make a copy of the Courier Pick-up manifest together with the High Value items will be secured in the High 

1. Value Cage. (SSC Procedures 6,7,8,9,10 above will apply) 










	Failure to comply with any of the above will lead to disciplinary action being taken and a deduction from salary will be applied for any subsequent loss. (See QRM Negligence and Honesty Policy) 
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