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	Brief
	SMSA Express (Jordan) from time to time will employ agency Safety and Security Officers to protect the company assets, facilities, customer property and employees.

	Purpose
	To give clear guidelines for the use of Safety and Security Officers. To ensure that the appointed agency provides a professional service.

	Scope
	This policy applies to all agency Safety and Security Officers.

	Definitions
	To ensure by the Safety and Security Officers actions, knowledge, bearing and appearance that the safety and security of the location, public and employee and their contents are safe against threats of whatever nature and to conduct themselves in a professional manner at all times.

	Responsibilities
	Director QRM will review all contracts and will meet with the company providing the service on a regular basis.
QRM will deal with any complaints regarding agency Safety and Security Officers.
QRM will give monthly feedbacks to the agency regarding the performance of the Safety and Security Officers working on the company sites.
Agency Safety and Security officers will report to the Security and Safety Executives/Manager/Supervisor at the location they are assigned to and all of them will report to the location Manager and Security and Safety Manager.

	Guidelines
	· In order to ensure good quality agency Safety and Security Officers are working in our facilities, the Safety and Security Manager will ensure that the agency Safety and Security Officers period performance report is completed, and a copy is forwarded to the security agency company.
· The role and behavior of the Safety and Security Officers are as follows:
· Honest and trustworthy at all times
· Safety and Security of the premises
· To be smart in appearance, uniform in accordance with the company/client requirements.
· To be aware of the company policy and procedures in relation to safety and security.
· To be fully acquainted with the physical circumstances of the assigned locations and any existing and potential hazards therein and to react accordingly.
· To achieve and maintain friendly and effective relations with the Police, Fire Brigade, and Ministry staff visiting the assigned locations.
· To be aware of all appropriate fire requirements and to know the positions and operations of all fire equipment.
· To ensure fire equipment is functioning correctly, not out of date and react accordingly if this is not so.
· Ensure all fire exits are clear.
· To be able to react professionally in the event of a bomb threat, blackout, fire and evacuation.
· To be able to assist in the use of the CCTV, and any other security equipment and to understand the required response to a genuine events relating to such equipment.
· To maintain a friendly, but not familiar relationship with all staff, but at the same time continually look out for signs of theft or potential theft. Should such incidents come to light report them to the Safety and Security Executive/Manager.
· To be observant of any physical danger to employee, customers, public and report same forthwith.
· Carry out staff searches.
· To make sure that all rubbish is properly and regularly disposed off and that nothing is hidden.
· To effectively defuse any actual/potential aggressive/violent behavior.
· To fill any logs, reports or give statements when required.
· To carry out any reasonable instructions given to them by the Management and QRM.
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