
  

  



Message from Chairman    
   

                                       
To all employees, contractors, and business partners of SSRC Logis:cs,   

The Board of Directors and senior management of SSRC Logis:cs are dedicated to upholding 
the highest ethical standards and integrity at both personal and corporate levels. To support 
this commitment, SSRC Logis:cs has implemented this Code of Conduct, which outlines 
essen:al principles, prac:ces, and behaviour standards that must be followed by all 
employees, contractors, and business partners. This Code reflects the value the Directors place 
on the company's corporate image and culture.   

The Board will regularly review the Code of Conduct to ensure it aligns with SSRC Logis:cs' 
corporate values, culture, and the expecta:ons of our employees and the community. The 
Code offers guidance on principles and behaviour standards and serves as a reference for 
certain company procedures. All employees and contractors are expected to consistently 
adhere to the principles outlined in this Code and act in the best interests of the company.   

 

 

Pawan Choudhary   

Chairperson & MD 
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1. (A) Defini7on   
Code – SSRC Logis+cs Code of Conduct comprising this document and all policies, 
plans and procedures referenced herein.   

Contractors – Reference to Contractors shall encompass all contractors and 
suppliers, including independent contractors or carriers, also known as 
subcontractors or owner-drivers.    

Board – The Board of Directors of SSRC Logis+cs. The list of the Directors of SSRC 
Logis+cs can be found on the Company’s website www.ssrc.co   

Company – SSRC Logis+cs Pvt. Ltd. and all the other controlled en++es under it   

Employees – This term includes all direct SSRC Logis+cs employees, whether full-
+me, part-+me, or casual, as well as third-party labour-hire personnel working 
directly for SSRC Logis+cs.    

Execu6ve CommiMee – SSRC Logis+cs’ execu+ve management steering 
commiGee that includes all the directors and the managers of the company.    

1. (B) Introduc7on   
   
This Code outlines the personal and professional conduct expected of all SSRC 
Logis+cs Directors, Employees, Contractors, suppliers, and business partners. 
While it cannot address every situa+on or detail every law, policy, or standard, it 
provides a guiding framework for making decisions that are prac+cal, lawful, and 
ethical, safeguarding the interests of SSRC Logis+cs and its stakeholders. In cases 
where the Code may seem to conflict with applicable laws, standards, or policies, 
adherence to those laws, standards, and policies is required. However, where the 
Code sets a higher standard, compliance with the Code is expected.   
   

1. (C) Obliga7on   
   
All individuals associated with SSRC Logis+cs, including Directors, Employees, 
Contractors, suppliers, and business partners, are required to adhere to the Code 
of Conduct. It is essen+al for you to take reasonable measures to ensure that 
those under your supervision or direc+on, including Employees, Contractors, 
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suppliers, and other business associates, are informed about and follow the 
Code. Directors, managers, and supervisors have a duty to foster an environment 
that supports ethical and legal conduct and ensures consistent compliance with 
the Code.   
   

1. (D) Expecta7on of Employees   
   
§ Work diligently and in the best interests of the Company, maintaining integrity and good 

faith.   
§ Act with honesty and adhere to all relevant local, na:onal, and interna:onal laws.   
§ Safeguard and enhance the Company's business, reputa:on, values, and overall interests.   
§ Support the Company in opera:ng ethically, following legal requirements, upholding 

corporate values, and avoiding conflicts of interest.   
§ Perform work in a manner that reduces environmental impact and ensures workplace 

safety.   
§ Treat all individuals with fairness, courtesy, respect, and considera:on, and act with 

sensi:vity and discre:on in interac:ons with colleagues, customers, suppliers, and the 
community.   

§ Avoid and address any form of discrimina:on, bullying, harassment, or other inappropriate 
behaviour, and take steps to prevent or stop such ac:ons if observed in others.   

§ Adhere to all relevant Company policies and procedures.   
§ Protect Company assets, resources, and informa:on.   
§ Report any suspected misconduct or viola:ons of the Code.    

1. (E) Responsibili7es of Supervisors and Managers   
   
Supervisors and managers at SSRC Logis+cs are responsible for ensuring that 
their team members:   
   
§ Are informed about and comply with the provisions of the Code of Conduct.   
§ Clearly understand their roles, responsibili:es, and en:tlements as defined in the Code.   
§ Have access to SSRC Logis:cs policies, procedures, and other relevant documents through 

the intranet, internet, or in printed form.   
§ Are aware of their responsibili:es, authori:es, and en:tlements as detailed in SSRC 

Logis:cs' policies and procedures.   
Addi+onally, supervisors and managers must:   

§ Uphold the highest standards in their conduct and interac:ons, consistent with the Code 
of Conduct requirements.   

§ Address Employees’ and Contractors’ legi:mate concerns and ques:ons regarding 
business conduct or poten:al Code breaches promptly and thoroughly.    



1. (F) Breaches of the Code   
   
At SSRC Logis+cs, we have strong support from the Directors of the company for 
this Code, and we take adherence to it very seriously. Viola+ng this Code may 
result in disciplinary ac+on, which could include termina+on of employment or 
contract. If the breach involves a legal or regulatory viola+on, the issue may also 
be reported to the relevant law enforcement authorises.   
   

1. (G) Raising a Concern about Business Conduct    
   
Raising a concern about business conduct helps protect SSRC Logis+cs, its 
employees, and other stakeholders. If you believe that a decision, ac+on, or 
prac+ce is unethical, violates the Code of Conduct, or breaches the law, you have 
both the right and responsibility to raise the issue.   
   
To raise a concern, you should:   
§ Report the issue to your supervisor or manager immediately, who will assist you in crea:ng 

a report.   
§ If your supervisor or manager is unavailable, involved in the breach, or you feel 

uncomfortable approaching them, contact your Human Resources representa:ve or their 
manager. Alterna:vely, you may reach out to a member of the Execu:ve CommiZee if:   

§ You believe the breach is serious.   
§ You have concerns about repor:ng the issue.   
§ You are dissa:sfied with the response to your report.   

  
You may email the company managing director, Mr Pawan Choudhary at 
pawan@ssrc.co   
   
You will not face any repercussions for repor+ng a concern in good faith, provided 
your report is genuine. It is crucial to foster a culture where ethical concerns can 
be raised and discussed openly without fear of retalia+on.   
   
We will make every effort to keep your report confiden+al and protect your 
iden+ty. However, in some cases, it may be necessary to disclose your iden+ty 
and other details to thoroughly inves+gate the issue.   
   



SSRC Logis+cs strictly prohibits any form of punishment, disciplinary ac+on, or 
retalia+on against anyone for repor+ng or assis+ng in the resolu+on of a 
legi+mate business conduct concern.   
   

2. (A) Corporate Social Responsibili7es   
   
At SSRC Logis+cs, we understand that our social, environmental, and ethical 
conduct significantly influences our reputa+on in the market and how our 
employees perceive us.    
   
We are dedicated to implemen+ng policies and systems across our company to 
ensure that we ac+vely monitor and uphold all aspects of Corporate Social 
Responsibility (CSR) related to our business. This includes maintaining high 
ethical standards, priori+sing the health and safety of our employees, and 
showing care for the environment and the communi+es we serve.   
   
We are commiGed to respec+ng the fundamental rights of all individuals we 
interact with and will not engage in or support ac+vi+es that contribute to human 
rights abuses. SSRC Logis+cs does not employ or condone forced, bonded, or 
child labour.   
   

2. (B) Ethics   
   
SSRC Logis+cs expects all business ac+vi+es to be conducted in accordance with 
the highest ethical standards. We apply these standards in all our interac+ons 
with employees, customers, suppliers, legal authori+es, and other stakeholders.   
   
We are commiGed to compe+ng fairly in every market where we operate, 
ensuring full compliance with all applicable compe++on laws and guidelines.   
   
SSRC Logis+cs expects that all dealings with customers and consumers are 
conducted in good faith and with integrity. We are commiGed to complying with 
all applicable consumer protec+on and fair trading laws in every jurisdic+on 
where we operate, including our obliga+ons under Indian consumer laws.    
   

  



2. (C) Bribery and Corrup7on   
   
At SSRC Logis+cs, we recognize that our reputa+on for conduc+ng business 
ethically and honestly is a fundamental company value that must be upheld and 
protected. The Board of SSRC Logis+cs has approved the SSRC An+-Bribery and 
An+-Corrup+on Policy, which addresses key areas including:   
   
§ Bribery and corrup:on   
§ Receiving giXs, entertainment, and favours   
§ Giving giXs, entertainment, and favours   
§ Facilita:on payments   
§ Poli:cal and charitable contribu:ons   

   
SSRC Logis+cs adopts a strict "zero-tolerance" stance towards any acts of bribery 
and corrup+on by our employees or contractors. Beyond being morally wrong, 
bribery and corrup+on are criminal offences that put both SSRC Logis+cs and 
individuals at risk of prosecu+on, fines, and imprisonment.   
   
If you believe or suspect that there has been, or may be, a conflict with or breach 
of the An+-Bribery and An+-Corrup+on policy, you must promptly inform your 
manager or a member of SSRC Logis+cs' Execu+ve CommiGee.   
   

2. (D) Service Quality   
   
SSRC Logis+cs is dedicated to leading in quality management. Our quality 
objec+ves will be achieved by:   
   
§ Gaining a deep understanding of our customers' needs and requirements.   
§ Empowering our employees to take the necessary ac:ons to meet and exceed customer 

expecta:ons.   
§ Con: con:nuously improving our processes based on measurable objec:ves.    

To ensure quality outcomes, SSRC Logis+cs has implemented a quality 
management system designed in accordance with the interna+onal standard ISO 
9001. This system is applied through quality management plans tailored to each 
of our opera+onal divisions.   
   



Business managers and supervisors at SSRC Logis+cs are responsible for 
managing and implemen+ng the quality management system within their 
respec+ve units. They are also tasked with fostering a culture of con+nuous 
improvement throughout the company.   
   

2. (E) Diversity and Discrimina7on   
   
SSRC Logis+cs is dedicated to fostering diversity and equality across all areas and 
levels of our opera+ons. We define diversity as the various aGributes that 
differen+ate individuals, such as gender, age, ethnicity, and cultural background.   
   
We recognize that the strength of our business is rooted in understanding and 
valuing individual strengths and differences. SSRC Logis+cs is commiGed to 
crea+ng an environment free from discrimina+on by engaging in open 
discussions with employees, contractors, customers, suppliers, and other 
stakeholders about percep+ons of discrimina+on and ensuring our prac+ces 
align with relevant legisla+on and best prac+ces.   
   
We are dedicated to providing equal opportuni+es to all current and prospec+ve 
employees, without discrimina+on based on religion, disability, gender, age, 
marital status, sexual orienta+on, race, or ethnicity.   
   

2. (F) Work Environment    
   
At SSRC Logis+cs, our success is built on the strength of our team, as we primarily 
provide services to the marketplace. We strive to aGract and retain top-+er 
talent, encouraging their contribu+ons and suppor+ng their personal and 
professional growth.   
   
Our goal is to create a work environment that promotes collabora+on and 
innova+ve prac+ces that drive our company forward. To help employees reach 
their full poten+al, we provide con+nuous learning and development 
opportuni+es. Whenever possible, we priori+ze promo+ng from within the 
organiza+on.   
   



SSRC Logis+cs is dedicated to fostering an inclusive workplace that offers equal 
opportuni+es for all current and prospec+ve employees, contractors, customers, 
and suppliers. We do not tolerate harassment, in+mida+on, or unlawful 
discrimina+on of any kind.   
   
We maintain a zero-tolerance policy toward sexual advances, bullying, hos+lity, 
abusive language, physical violence, or threats of violence in the workplace.   
  

3. (A) Occupa7onal Safety and Health   
   
Ensuring a safe working environment for our employees is an absolute priority at 
SSRC Logis+cs. We are dedicated to elimina+ng workplace injuries and illnesses 
and providing a safe and healthy environment for employees, contractors, and 
visitors.   
   
We strive to foster a culture where personal responsibility for safety and health 
is ins+nc+ve. Employees are required to iden+fy and report any poten+al 
hazards. All reports are promptly assessed and addressed at the site level, with 
more serious issues escalated through the appropriate management channels up 
to the Director level if necessary.   
   
Occupa+onal Safety and Health (OSH) is a standing agenda item at our Board of 
Directors mee+ngs. SSRC Logis+cs fully complies with all relevant safety and 
health legisla+on.   
   

3. (B) Fa7gue Management   
   
Fa+gue is a persistent state of extreme +redness that can lead to mental and 
physical exhaus+on, impairing a person’s ability to func+on normally. It goes 
beyond just feeling +red or drowsy; it occurs when a person’s physical or mental 
limits are pushed too far. At SSRC Logis+cs, we recognise the importance of 
managing fa+gue to ensure the health and safety of our drivers and others on 
the road.   
   
To address this, SSRC Logis+cs has implemented stringent rules for our drivers to 
monitor and manage fa+gue levels. Our trucks are equipped with AI-powered 



cameras that assess and detect signs of driver fa+gue in real-+me. Addi+onally, 
SSRC Logis+cs organizes de-stress camps for our drivers, providing them with 
opportuni+es to relax and recharge.   
   
Understanding that commercial vehicle drivers are par+cularly suscep+ble to 
fa+gue due to long hours on the road, SSRC Logis+cs has put in place a 
comprehensive Fa+gue Management Plan. This plan ensures that all drivers are 
fit for duty and helps prevent incidents related to fa+gue. SSRC Logis+cs is 
dedicated to maintaining a safe and healthy work environment by ac+vely 
managing and reducing the risks associated with driver fa+gue.   

  
3. (C) Alcohol and Drugs   
   
SSRC Logis+cs is dedicated to ensuring a safe and healthy working environment 
for all employees, contractors, and visitors by elimina+ng hazards related to the 
misuse of alcohol and drugs (including prescrip+on and over-the-counter 
medica+ons).   
   
It is mandatory that all employees and contractors are free from the influence of 
alcohol or drugs during working hours. This policy applies to everyone working 
for or on behalf of SSRC Logis+cs or visi+ng an SSRC Logis+cs site. If an employee 
or contractor is taking medica+on or has a condi+on that may impact their ability 
to perform their work safely, they must inform their supervisor. Employees, 
contractors, or visitors may be required to undergo random, blanket, or "for 
cause" drug and alcohol tes+ng.    
   
If an employee or contractor tests posi+ve or refuses to take a test, they will be 
suspended without pay un+l they are deemed fit for work, or their employment 
or contract may be terminated. In the event of a posi+ve test, any subsequent 
tes+ng to determine fitness for work will be at the individual’s own expense.   
   
SSRC Logis+cs acknowledges that alcohol and drug abuse are medical condi+ons 
that can be treated. We are commiGed to suppor+ng any of our employees or 
contractors who seek help to overcome these issues.   
   



3. (D) SSRC Fleet/ Vehicle Condi7on   
   
At SSRC Logis+cs, we priori+se safety and strive to minimize environmental 
impact when securing vehicle standards. We employ a combina+on of handheld 
and/or in-vehicle monitoring systems equipped with GPS tracking for monitoring 
and communica+on purposes across our transport fleet. SSRC Logis+cs fleet is 
also fit with AI cameras; truck operators should ensure there is no tampering with 
the equipment or the wires.    
   
Our goal is to maximize fuel efficiency and ensure that all vehicles in our fleet are 
equipped with the latest emission-reduc+on technologies. All vehicles must be 
kept clean and in excellent mechanical condi+on at all +mes. Vehicles should also 
display the appropriate SSRC Logis+cs branding and must not carry any signage 
that could be offensive to the public.   

  
3. (E) Driver Training and Workshops   
   
At SSRC Logis+cs, we understand that the skill and professionalism of our drivers 
are vital to our opera+ons, which is why we are commiGed to providing 
comprehensive training and regular workshops. All new drivers undergo 
thorough training that covers safe driving prac+ces, vehicle standards, regulatory 
compliance, and the proper use of in-vehicle monitoring systems.    
   
Addi+onally, we conduct regular workshops and refresher courses to keep our 
drivers up to date on road safety regula+ons, advanced driving techniques, fuel 
efficient prac+ces, and effec+ve communica+on.    
   
By inves+ng in con+nuous training and development, SSRC Logis+cs ensures our 
drivers are equipped to deliver safe, efficient, and reliable service while 
upholding the highest standards of safety and environmental responsibility.   
   

3. (F) Workers Compensa7on and Injury Management   
   
SSRC Logis+cs is dedicated to helping injured workers return to work as soon as 
it is medically appropriate following a work-related incident.   



   
We have a comprehensive Workers' Compensa+on and Injury Management 
Policy and procedures in place to support any SSRC Logis+cs employee who 
experiences a work-related injury or illness. Management fully supports the 
injury management process, understanding that its success depends on the 
ac+ve par+cipa+on and coopera+on of the injured worker. Whenever possible, 
we will arrange suitable du+es that take into account the worker’s medical 
restric+ons.   
   
At SSRC Logis+cs, we believe it is standard prac+ce for employees to return to 
meaningful and produc+ve employment as soon as possible afer a work-related 
injury.   
   
Our workers’ compensa+on insurance provides injured workers with payments 
to cover loss of earning capacity and reasonable medical and voca+onal 
rehabilita+on expenses, as needed, to help them stay in or return to gainful 
employment.   
   

3. (G) Work Hours and Leave Policy   
   
Standard Working Hours:   
§ Employees are required to adhere to a standard working schedule of 8 hours each day, 

from 9:00 AM to 6:00 PM. A one-hour break for lunch is included within this :meframe.    
§ All Employees should ensure they use the SSRC Employee app to punch in and punch out 

their entry and exit :me from any of the Company offices.  Over6me:    
§ Employees have the flexibility to work beyond the standard hours if they choose, 

depending on their personal workload and preferences.    
§ Over:me work should be communicated and approved as per company procedures.  

Work Week:    

§ The standard workweek at SSRC Logis:cs runs from Monday through Saturday.    
§ Sundays are designated as a non-working day, unless otherwise specified by management 

due to opera:onal needs. Paid Leave En6tlement:    
§ Employees are allocated 30 paid leave days per calendar year.    
§ Leave requests should be submiZed in advance and approved by the relevant supervisor 

or HR. Maternity Leave:    



§ Female employees are en:tled to 3 months of paid maternity leave. This leave can be taken 
before or aXer the delivery, as per the employee's preference and medical advice.  
 

Special Leave:    

 
§ In addi:on to standard leave, employees may receive paid leave for special circumstances, 

including but not limited to medical emergencies, marriage, and other significant personal 
events. Requests for special leave should be supported by appropriate documenta:on and 
submiZed in a :mely manner to ensure adequate coverage.  
 
Leave Approval Process:    
 

§ All leave requests must be formally submiZed through the company’s leave management 
system via the SSRC Employee App or should be emailed to the HR department. Approval 
is subject to departmental requirements and managerial discre:on.  
 
Compliance:    
 

§ Adherence to these policies is crucial for maintaining opera:onal efficiency and employee 
sa:sfac:on.    

§ Any devia:ons or requests for excep:ons should be discussed with and approved by the 
employee’s supervisor or the HR department.   

   
3. (H) Uniforms   
   
All employees and drivers at SSRC Logis+cs are provided with uniforms. It is 
mandatory to wear your uniform for all official mee+ngs. Failure to adhere to this 
policy will result in a salary deduc+on due to the failure to properly represent the 
company.   Uniforms are issued to ensure security, enhance the company’s image 
and reputa+on, and incorporate high-visibility elements for safety purposes. If 
you have been issued a uniform, you are required to:   
   
§ Wear the uniform at all :mes while performing du:es on behalf of the company.   
§ Ensure that the SSRC Logis:cs logo is prominently displayed on the uniform.   
§ Maintain your uniform in pris:ne and clean condi:on.   

   



3. (I) Personal Protec7ve Equipment   
   
In alignment with SSRC Logis+cs' hazard management prac+ces, it is mandatory 
for Employees, Contractors, and visitors to wear Personal protec+ve equipment 
(PPE) whenever required at our facili+es. Detailed procedures outlining when 
and where PPE is necessary, as well as the specific types of PPE to be used, are 
established by SSRC Logis+cs.   
   
We also provide comprehensive training and guidance on the correct use and 
upkeep of PPE to ensure that all personnel are adequately protected. It is the 
responsibility of Employees and their supervisors to maintain PPE in proper 
condi+on for effec+ve use. Any PPE that is damaged or defec+ve should be 
repaired or discarded following the manufacturer’s guidelines.   
   

3. (J) Smoke Free Workplace   
   
SSRC Logis+cs is dedicated to ensuring a safe and healthy environment for all 
employees, contractors, and visitors. In response to concerns about smoking and 
second-hand smoke, SSRC Logis+cs has adopted a smoke-free workplace policy 
to reduce exposure to tobacco smoke and minimise risks for everyone.   
   
Smoking is strictly forbidden in the following areas and situa+ons:   
§ Company-owned vehicles   
§ Personal vehicles used for company business when a SSRC Logis:cs employee or contractor 

is present, or when the vehicle is on company property   
§ Company premises, except in designated smoking areas if available   
§ Client premises, except in designated smoking areas if available   
§ During work hours; addi:onal breaks for smoking are not allowed   

This policy applies to all employees, contractors, and visitors of SSRC Logis+cs.   
   

3. (K) Mobile Phones and Other Electronic Devices   
   
SSRC Logis+cs has established guidelines for the use of mobile devices (phones, 
PDAs, iPads, etc.) for both voice and data communica+ons:   
   



§ Mobile devices are provided to Employees and Contractors based on business needs only. 
SSRC Logis:cs retains the right to seek reimbursement for any personal or excessive use.   

§ Only authorised personnel are allowed to use mobile devices at work sites where mobile 
machinery and vehicles are opera:ng. Usage is permiZed only when in a safe loca:on away 
from the ac:ve equipment.   

§ Mobile devices must not be used for illegal or inappropriate ac:vi:es, including bullying, 
harassment, discrimina:on, or any ac:ons that contravene SSRC Logis:cs' Diversity Policy. 
§ All mobile devices issued to Employees and Contractors must be kept in good condi:on. 
Report any damage or faults to your manager or supervisor. Upon leaving SSRC Logis:cs, 
return all mobile devices and accessories, including chargers, to your manager.   

§ Minimize the use of personal mobile phones during work hours to avoid disrup:ng work 
processes or distrac:ng other employees.   

§ The company holds all the rights to retain the SIM card and the phone numbers that the 
company has provided to its employees and contractors.    

§ When driving, employees must comply with all the traffic rules, and the usage of mobile 
devices must comply with all the Indian Road Traffic rules and regula:ons.     
 

3. (L) Personal Phone Calls   
   
SSRC Logis+cs understands that occasional personal phone calls may be 
necessary. We ask that employees limit both the frequency and length of these 
calls as much as possible.   
   

3. (M) Sickness Repor7ng   
   
If an employee is unable to aGend work due to illness, they must no+fy their 
supervisor as soon as possible. Informing a colleague or leaving a message with 
one is not considered acceptable. To qualify for paid sick leave, a medical 
cer+ficate is required if the employee is ill for two or more consecu+ve days or if 
the absence falls immediately before or afer a weekend, public holiday, or 
scheduled annual leave. The employee may also apply for paid sickness leave 
through the employee app or by a formal email to the HR department.    
   

3. (N) Driver Behaviour   
   
Driver refers to SSRC Logis+cs employees assigned to operate a company-owned 
vehicle or those who drive such a vehicle as part of their job, as well as 
contractors performing delivery or driving-related tasks for SSRC Logis+cs.   



   
As a Driver, you are expected to:   
§ Adhere to all legal regula:ons while performing your driving du:es.   
§ Maintain a valid driver’s license appropriate for the vehicle class you are opera:ng. Any 

suspension or revoca:on of this license will be considered a failure to fulfil your job 
responsibili:es.   

§ If involved in delivery services, ensure that all deliveries are completed according to 
industry best prac:ces.   

§ Wear the provided uniform at all :mes (addi:onal clothing may be worn as long as it does 
not display the iden:fica:on or logo of another transporta:on company or organisa:on). 

§ Carry your issued ID badge at all :mes if you have been provided one.   

Drivers must consistently show respect towards fellow employees, contractors, 
customers, and other road users. Aggressive or offensive behaviour is strictly 
prohibited.   
   

4. (A) Personal Informa7on and Privacy   
   
At SSRC Logis+cs, we are dedicated to protec+ng the confiden+ality and security 
of all informa+on we handle involving Employees, Contractors, customers, 
suppliers, and other third par+es. This informa+on may include personal, 
technical, strategic, financial details, commercial arrangements, or intellectual 
property.   
   
§ All informa:on must remain confiden:al and be used only for its intended purpose.   
§ Employees should only share this informa:on with individuals who need it to perform their 

job du:es.  § Employees are prohibited from using or misusing this informa:on for 
personal gain or to benefit others.   

§ Informa:on must be secured and stored in a manner that ensures appropriate protec:on.   
§ The obliga:on to safeguard this informa:on con:nues even aXer leaving SSRC Logis:cs.   

   
For ques+ons about SSRC Logis+cs' privacy prac+ces or concerns regarding your 
personal informa+on, please reach out to any manager or supervisor.    
   

4. (B) Maintenance of Business Records   
   



Employees are responsible for accurately and diligently maintaining all records 
related to SSRC Logis+cs’ business and opera+ons. These records include, but are 
not limited to:   
   
§ Correspondence, memoranda, reports, emails, and file notes   
§ Internal audit reports   
§ Challans, Manifest, Load Receipts    
§ Billings Receives   
§ Vouchers   
§ Risk assessments   
§ Safety documenta:on, Insurance policies   
§ Journey management documenta:on   
§ Vehicle maintenance records § Other Important Documents Employees must:   

   
§ Ensure that all wriZen communica:ons are professional and free from content that could 

damage our reputa:on if disclosed publicly   
§ Organise and file all records in a logical manner for easy retrieval   
§ Keep electronic records in a logical order and ensure they are regularly backed up   
§ Place all relevant records into long-term storage with SSRC Logis:cs Records Management 

§ Maintain a register of records stored in long-term storage   

   
Records should be stored and maintained so that they are easily accessible and 
protected from damage, deteriora+on, or loss. All records must be kept for a 
minimum of two years, or for longer periods if required by statutory regula+ons.   
   

4. (C) Company’s Assets and Equipment   
   
Employees and Contractors are tasked with safeguarding all SSRC Logis+cs assets 
and equipment entrusted to them. This includes, but is not limited to:   
§ Company vehicles, such as cars and trucks   
§ Materials handling equipment, including forkliXs   
§ Office technology, including laptops and desktop computers   
§ Mobile devices, such as phones, iPads, PDAs, scanners, and other handheld gadgets   § 

Machinery   
§ Storage racks   
§ All other assets owned by the Company   

   



It is the responsibility of Employees and Contractors to ensure proper care of 
these assets and equipment. They must be used solely for their designated 
purposes and according to established opera+ng procedures. All reasonable 
measures should be taken to protect SSRC assets and equipment from thef or 
damage.   
   

5. (A) Informa7on Systems Security and Privacy   
   
SSRC Logis+cs has established policies and procedures that govern the proper 
use of our informa+on technology and communica+on systems, collec+vely 
referred to as the SSRC IT Environment. This environment encompasses all 
computer and communica+on systems at SSRC, including hardware, sofware, 
networks, infrastructure, and the data they contain, whether on mobile or fixed 
equipment.    
   
In this context, "Users" refers to employees, contractors, or any individuals with 
access to or use of any part of the SSRC IT Environment. The following points 
outline the primary requirements and expecta+ons for Users regarding the use 
of SSRC’s IT Environment.   
   
All informa+on within or transmiGed through SSRC Logis+cs’ IT environment is 
considered a company asset (SSRC Informa+on). SSRC Logis+cs is commiGed to 
safeguarding this informa+on from unauthorized access, disclosure, duplica+on, 
altera+on, diversion, destruc+on, loss, misuse, or thef, and to ensure that 
informa+on from third par+es is protected similarly and in line with relevant 
agreements.   
   
Users of SSRC Logis+cs’ IT environment must adhere to the following guidelines:   
§ Keep passwords confiden:al and do not share them with others.   
§ Do not use another individual’s login creden:als to access SSRC’s IT environment.   
§ Access or use SSRC Informa:on solely for work-related purposes.   
§ Avoid unauthorised disclosure, distribu:on, diversion, or the use of SSRC Informa:on.   
§ Do not make unauthorised copies of SSRC Informa:on, whether in paper or electronic 

form.   
§ Do not remove SSRC Informa:on from company premises unless required for a specific 

task and authorized by management.    
§ Take all reasonable measures to prevent unauthorised destruc:on, dele:on, or 

modifica:on of SSRC Informa:on.   



§ When possible, store important SSRC Informa:on on company servers rather than on 
personal worksta:ons or laptops.   

§ Regularly back up any SSRC Informa:on stored locally on worksta:ons or laptops.   

5. (B) Non-Work Related Informa7on   
   
SSRC Logis+cs retains the authority to block, remove, or otherwise terminate the 
transmission of any informa+on that is not permanent to work or is deemed 
inappropriate within our computer networks and communica+on systems. This 
includes any content that does not align with our professional standards or is 
considered irrelevant to our opera+onal objec+ves.    
   
We are commiGed to maintaining a focused and respecgul work environment, 
and as such, any non-work-related or unsuitable material may be addressed 
promptly. This policy ensures that our communica+on channels remain efficient 
and conducive to our business ac+vi+es.   
   

5. (C) IT Equipment, So`ware and Company Apps   
   
SSRC Logis+cs provides IT equipment, including PCs, laptops, tablets, and 
scanners, to support Employees and Contractors in effec+vely carrying out their 
responsibili+es. The following rules govern the use of SSRC Logis+cs IT 
equipment:   
   
§ Modifica2on Restric2ons: Users must not alter or modify IT equipment, including system 

parameters or sejngs.   
§ Equipment Management: Users are prohibited from aZaching or detaching any 

equipment or accessories without prior approval from SSRC Logis:cs IT staff.   
§ Authorised So=ware and Apps: Only soXware and apps provided or authorised by SSRC 

Logis:cs IT department may be used. Users should not install any new soXware or apps 
unless directed by IT staff.   

§ Restric2ons on Personal Devices: Users are forbidden from installing SSRC Logis:cs 
soXware on personal devices unless specifically permiZed by IT management.   

§ App Usage: Employees must use only the official SSRC Logis:cs apps for work-related tasks. 
Personal use of these apps should be limited to ensure security and compliance.   

§ App Security: Users must follow all security protocols related to SSRC Logis:cs apps, 
including regular updates and password protec:ons, to safeguard sensi:ve informa:on.   

§ Repor2ng Issues: Any issues or anomalies with the SSRC Logis:cs apps should be promptly 
reported to the IT department for resolu:on.    

  



5. (D) Internet and Email Use   
   
SSRC Logis+cs provides internet and email facili+es within its IT environment for 
the following work-related purposes:   
§ To communicate with colleagues, contractors, clients, poten:al clients, suppliers, and 

poten:al suppliers regarding tasks within an employee’s job responsibili:es.   
§ To obtain informa:on per:nent to tasks that fall within an employee’s job du:es.   
§ To support the execu:on of any approved tasks or projects, as directed by the employee’s 

manager or supervisor.   

   
The use of the internet and email must be restricted to work-related ac+vi+es 
during company +me. This specifically excludes personal use of social networking 
sites (such as Facebook and TwiGer), sending or spreading chain leGers, 
gambling, or accessing or distribu+ng pornographic content.   
   
Employees must not use online forums (including social networking sites and 
blogs) to make nega+ve comments about SSRC Logis+cs, its products, services, 
employees, or contractors, whether during or outside of work hours. Since email 
is not a secure communica+on method and may be accessed by individuals other 
than the intended recipients, all email correspondence should be professional in 
tone and content, as it reflects on the company as a whole.   
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