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	Reward Policy
Owner/Department: Quality & Risk Management



	Brief
	To define SMSA’s confidential reporting mechanism for safety, security, and ethical concerns, and outline the reward system for employees who provide credible information.

	Purpose
	To protect SMSA’s assets and customer interests by encouraging the confidential reporting of misconduct, negligence, theft, or safety violations, thereby fostering a culture of integrity and accountability.

	Scope
	
This policy applies to all current and prospective employees of SMSA.

	Responsibilities
	
The Quality & Risk Management (QRM) Department is responsible for:
- Monitoring reports received through the hotline and the Tell Us email address.
- Ensuring confidentiality and impartial handling of all reports.
- Conducting thorough investigations of reported concerns.
- Recommending rewards for eligible employees based on validated information.

	Guidelines
	
All employees are encouraged to report concerns directly to the QRM Department without fear of breaching normal management protocols.

Reports can be made in either of the following ways:
- By calling the confidential hotline at Riyadh: 011 218-7777 ext. 8523.
- By sending an email to tellus@smsaexpress.com.

Both the hotline and Tell Us email are directly monitored by the Director of QRM to ensure consistency and confidentiality.
Employees may choose to remain anonymous when submitting reports.
New employees are informed about this policy during their induction sessions.
Note:
For complaints, suggestions, or feedback unrelated to theft, safety, or security breaches, employees may still use the Tell Us channel. All submissions, however, will be initially reviewed by the QRM Director for appropriate action, in coordination with HR where necessary.


	Reward Eligibility
	
SMSA will grant a substantial reward to any employee whose information leads to disciplinary action and/or prosecution related to theft, fraud, or significant breaches of policy.

The amount and form of the reward will be determined jointly by the Director of QRM and the Chief Executive Officer (CEO).
Employees whose reports significantly contribute to company improvement may also be considered for recognition under the CAFO (Champions Awards for Outperforming) framework, subject to eligibility and committee review.

	Misuse of Reporting Channels
	
Any employee who submits false or malicious reports without valid foundation will be subject to disciplinary action, up to and including dismissal, due to a serious breach of trust.

Employees who are aware of serious violations but fail to report them may also face disciplinary consequences for negligence and breach of duty

	General
	
The Hotline & Reward Policy will be reviewed periodically by the QRM Department to ensure its relevance and effectiveness.
Any exception to this policy must be approved by the Chief Executive Officer (CEO).
This document is maintained within the SMSA Quality Management System (QMS) call 'GUIDE.'
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