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CONFIDENTIALICY POLICY

TGV SRAAC LIMITED recognizes that their employees gain information about the organisation during *
. the course of their work or activities. In most cases such information will not be stated as confidential
- and employees may have to exercise common sense and discretion in identifying whether information
- is expected to be confidential.

* This policy aims to give guidance, but if in doubt seek advice from their superior.

a. All employees are given specific guidance/instructions during induction training with regard to
Technology/facilities/policies/procedures of our organization which will be very sensitive,
confidential and critical and violation of any of the below conditions will be treated as breach
of employment rules & regulations as specified in their Appointment orders issued by HR dept.
and necessary disciplinary actions will be imposed as deemed fit by management upon enquiry.

b. Information received by the employees as part of their services will be considered as
information of the organisation and not to be shared with any outsider.

c. All should follow the data management & secrecy principles of TGV group, to maintain the
documented information on company’s software technology w.r.t.
Technology/facilities/Policies/procedures within the control of assigned
subordinates/authorities and should adhere to administrative control/management to avoid
unlawful violations by anyone.

d. All should know the purpose of storing and using the information and shall seek permission to
keep and use the information.

e. Nobody should share the information considered sensitive, personal, financial or private
without the knowledge or consent of their superiors.

f. All should avoid exchanging personal information or comments (gossip) about the individuals
with whom they have professional relationship.

g. If anybody receives any information about negative conduct of anybody should inform to the
HOD — HR for further necessary action.

h. HOD-HR shall investigate and inform the management about the outcome of the investigation |
and seek the direction about the course of action.

- Date: 01.12.2021
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