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	Brief
	To define the company hotline.

	Purpose
	To protect SMSA Express (Jordan) and customer’s property from negligence.

	Scope
	This policy applies to all current and potential employees.

	Responsibilities
	QRM is responsible for the monitoring and follow up of any information received.

	Guidelines
	Irrespective of the position all employee may feel free to contact any member of the QRM Department directly, without concern of breaking normal management protocol.
The SMSA Express (Jordan) hotline number is (Amman - 96279500444).  Any employee can ring this number in order to provide information regarding any matter related to safety and security/theft, or call any member of the QRM team directly.
Hotline Posters will be displayed in SMSA (Jordan) premises for easy reference.
The calls on the hotline number will be treated in the strictest confidence by QRM. The caller may remain anonymous should they wish.
Note: SMSA Express (Jordan) will pay a substantial reward to any employee giving information that will lead to disciplinary action and/or prosecution.
Director QRM together with the MD will determine the amount of the reward. See QRM posters displayed in company premises.
If an employee knows about breaches of company policy/theft and he fails to report this then this will be deemed as a breakdown of trust which could lead to dismissal. (See Honesty Policy)
If an employee reports on a member of staff for malicious or personal intent without any foundation then this will be deemed as a serious breakdown of trust and could lead to disciplinary action being taken.
Any Hotline poster issued should be display in the staff areas only and not visible to the members of the public.
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