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	Confidentiality Policy IBU (JOR)
                                Owner/ Department: Corporate



	Brief
	To provide clear guidelines on confidentiality.

	Purpose
	To define and describe the policy. To safe guard SMSA Express (Jordan) against unauthorized disclosures which would have an adverse affect on the business.           

	Scope
	This policy applies to all SMSA Express (Jordan) personnel including consultants.

	Definitions
	· Employees are strictly prohibited from communicating with any person outside the company or with any person within the company (Save to the extent necessary in the performance of duties or where specifically authorized) about any current or future activities or matters (which includes the identity of customers, prospective customers and suppliers) not known to the public at large (confidential information) whether during of after the employment from the company.

· This does not prevent the employee to disclose confidential information if ordered by the court of law, authorized by the SMSA Express (Jordan) in writing, or if such information has become public other than by the employees fault.

· After an employee cease to be employed by SMSA Express (Jordan) - that employee must not represent to any third party that they are still employed by the company or lead them to believe that they are connected with the company. All employees are prohibited to make any derogatory remarks about the SMSA Express (Jordan) or any of its employees, officers, customers or suppliers.

	Responsibilities
	· The QRM Director will investigate all breaches of this policy. 

· All employees are responsible to maintain confidentiality and sign the Confidentiality Agreement. 

· HR will retain the original copies of the form in the employee’s personal file.

	Guidelines
	Confidentiality: 

· Confidentiality is information limited to the person authorized to use it (i.e. documents, data etc). The information SMSA Express (Jordan) provides, or the employee creates is the property of the company and is for the eyes of the employee and must not be shared even when the employee leaves the company.

· The policy is intended to ensure/prevent SMSA Express (Jordan) competitors from taking ideas, seeing confidential figures, learning about the company’s future plans etc.

· If an employee breaches the confidential policy either intentionally / unintentionally then the matter would be fully investigated by the Director Quality & Risk Management / Safety & Security Manager. If it is found that information has been leaked or sharing confidential information to people who should not know will lead to dismissal from the company.

· If an employee has left the business, then legal action may be taken (including claims for loss and damages). 

· If an employee is aware of any incidents relating to confidentiality, then the matter should be reported to the Line Manager/Quality & Risk Management.
· Examples of confidentiality include, but are not limited to the following:

a. Salary benefits 

b. Daily takings

c. Sales figures

d. Company policy changes

e. Future plans for the company

f. Supplier information/details

g. Customer information/details both new and current

h. Commercial information

i. Documents / documentation / forms / data

· Each employee must sign the confidentiality agreement. This includes all consultants, trainees’ staffs, lawyers, temporary staff etc or any person working in or for the company.

· During an investigation Quality & Risk Management are authorized to ask for any information pertaining to that investigation from any department which may include confidential documents.
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