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	Surety Policy IBU (JOR)
Owner/ Department: Human Resources





	Brief
	Our employees are most important asset and we are committed to provide a Surety service related to law enforcement agencies cases during their employment with us.

	Purpose
	Cover all those employees who are in the custody of law enforcement authorities due to incident / accident.

	Person Affected
	All employees

	Responsibilities
	Direct Manager, Human Resources and Admin

	Guidelines
	Eligibility: 


· The employee should be in SMSA Express (Jordan) sponsorship.

· Employee on part time / full time contract with SMSA Express (Jordan).
Responsibility: 

Department Manager:

· Department Manager will inform QRM as per Incident Reporting Policy within one working day.

· Department Manager is responsible to evaluate the case / Incident and then update HR officially (IOM / E-Mail) within one working day supported by related documents if any.

· Department manager must inform payroll to hold the employee salary until employee released and rejoined the department.

Human Resources:

· HR will investigate the case and consult Legal Department within 2 working days.

· HR will act as per Legal Assistant advice and it should be official (IOM / E-Mail).

· HR will record the incident in employee file and HR system.

· HR will not process vacation (out of Jordan) for such employee unless the case is resolved.

Legal Department:

· Legal department will review the whole case and provide legal advice by protecting SMSA interest within one working day.

Employee :

· Once the employee has been released, he should report to HR within one working day.

· Employee will not apply for vacation out of Jordan until the case is resolved.

· Employee must not be involved in personal guarantee, terrorist activities, drugs trafficking, murder and any other crime which is against the interest of the country of residence.

· Employee must not be involved in traffic accident cases leads to death.

General:

· If the employee is caught by regulatory agencies while performing business activities then the employee salary will not be deducted for the period of stayed in the custody of regulatory agency.

· Cases where the employee is caught other than business activities will be reviewed by Director HR and Department Head and then reach to a conclusion before any deductions.

· If the employee is in the custody of law enforcement agencies due to non compliance of rules from SMSA Express (Jordan) then the duration of absence will be considered as paid leave and in such cases the defaulters will be investigated and proper administrative action will be taken.


	General
	Any exception to this policy must be approved by the Managing Director. 
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