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	Brief
	SMSA personnel/contractors are expressly prohibited to possess or consume any prohibited substances (i.e.) drugs, alcohol while on company premises and vehicles. 

They are also prohibited to be in possession of any offensive items or materials.

	Purpose
	To outline guidelines to be followed when an employee has violated the SMSA’s offensive Items, prohibited substance and alcohol policy.

	Scope
	This policy applies to all current and potential employees.

	Definition
	It is prohibited by Jordanian law to possess any prohibited substance / alcohol. 

It is prohibited by Jordanian law to possess any offensive Items or materials. (e.g. Pornographic Material, items offensive to Muslim culture, items offensive to Jordanian Royal Family, Jordan Politics, habits or tradition)

Selling of a prohibited substance in Jordan is a capital offense.

	Responsibilities
	QRM will investigate all breaches of this policy.

	Guidelines
	Any staff found in possession with a prohibited substance/alcohol or offensive items / materials on SMSA premises will be dismissed and/or reported to the Police.

Any employee observed what appears to be an abuse of any substance causing an impairment of an employee’s ability to function appropriately shall report that observation to their immediate Line Manager at the earliest opportunity.

Upon notification of that employee’s performance is impaired the Line Manager will remove that employee from the work area to a private location where he will be interviewed and determine the extent of the employees impairment.

If is found that the employee has consumed alcohol / prohibited substance then the employee will be suspended and escorted off the premises. 

The Manager will reserve the right to seek medical advice should he wish to do so.

If is found that an employee is in possession of any offensive Items or materials the Line Manager must contact QRM for advice.
            
An Incident Report Form should be completed and forwarded to QRM.

Note: This policy does not deal with prohibited substance /alcohol or offensive items found in a customer’s shipment, in such situations the Police and Director QRM must be informed immediately.
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