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	Brief
	SMSA Express (Jordan) will publish and maintain a Code of Conduct regarding Honesty and Ethics.

	Purpose
	To provide employees with a Code of Conduct, because the company expects its employees to engage in only legal, moral and ethical business practices in all activities in which they represent the company.
To create an environment in which honesty is encouraged and respected and in which both the company and employee are protected from any dishonest act by fellow employees, customers, suppliers and the general public.

	Scope
	This policy applies to all existing and potential SMSA Express (Jordan) employees.

	Definitions
	Any Member of staff found:
· Converting or attempting to convert any cash or valuables belonging to a staff member for their own use or the use of another without permission of that staff member will be subject to dismissal and/or prosecution
· Converting or attempting to convert any cash, goods, supplies, equipment regardless of monetary value, the property of SMSA Express (Jordan) or property in the care of the company without authority will be subject to dismissal and/or prosecution.
· Assisting or attempting to assist others in the theft of staff’s property or SMSA Express (Jordan) assets of any type or property in SMSA’s care, regardless of the value, will be subject to dismissal and/or prosecution.
· In the capacity as a SMSA Express (Jordan) employee directly or indirectly soliciting from any person, company, supplier, customer or group anything of economic value as a gift, gratuity or favors will be subject to dismissal.
· In the capacity of a SMSA Express (Jordan) employee knowing that a serious breach of policy has occurred and fails to report it will be deemed as a ‘breakdown of trust between and employer and employee’ and will be subject to dismissal.
· In the capacity of a SMSA Express (Jordan) employee accepting money from a supplier will constitute as a bribe

	Responsibilities
	QRM will investigate all suspected ethical violations

	Guidelines
	HONESTY, ETHICS AND EMPLOYEE CONDUCT:
 
The QRM Department will investigate all suspected violations of company policy involving honesty legal, moral and ethical business practices as they relate to the security function, including:
· Accepting a gratuity for doing his/her job
· Paying someone or promising a payoff to someone to become a client
· Entering into an agreement with another firm while employed with the company
· Contracting with a competitor for services
· Providing proprietary information to another company or individual not authorized to receive that information
· Criminal activity
· Theft of company property
· Discriminating practices
· Theft / Forgery
 
EMPLOYEE RESPONSIBILITIES:
 
It is the obligation of every employee to protect the material and intellectual property entrusted to them while they are employed with SMSA Express (Jordan) Failure to provide appropriate protection may result in disciplinary action, including:
· Verbal Warning
· Written Warning
· Suspension
· Termination of employment
 
Every employee has responsibilities during an investigation, including:
· Being subject to the same policies, procedures and standards of behavior and performance as all other employees.
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