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Policies 
 

Terms of Trade Policy 
 

1. Purpose 
 

The purpose of this Terms of Trade Policy is to outline the terms and conditions governing 

commercial transactions conducted by Corvus Green Distribution in the course of our hygiene 

product distribution operations. This policy serves to ensure transparency, clarity, and fairness in all 

business dealings. 

 

2. Scope 
 

This policy applies to all commercial transactions, including sales, purchases, and contractual 

agreements, conducted by Corvus Green Distribution. 

 

3. Pricing and Payment 
 

3.1 Pricing: Prices for products and services offered by Corvus Green Distribution will be clearly 

communicated to customers and are subject to change with notice. 

 

3.2 Payment Terms: Payment terms, including due dates and acceptable payment methods, will be 

specified in each transaction agreement or invoice. 

 

4. Orders and Fulfillment 
 

4.1 Order Confirmation: Orders placed by customers will be confirmed by Corvus Green Distribution 

in writing. 

 

4.2 Fulfillment: We will endeavour to fulfil orders promptly and accurately, ensuring the quality of 

products and timely delivery. 
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5. Returns and Refunds 
 

5.1 Returns: Customers may request returns within the terms specified in our return policy. 

 

5.2 Refunds: Refunds for returned products will be processed in accordance with our refund policy. 

 

6. Product Warranty and Liability 
 

6.1 Product Warranty: Warranty terms for products will be provided in writing and in accordance 

with applicable consumer protection laws. 

 

6.2 Liability: Corvus Green Distribution will not be liable for indirect or consequential damages 

arising from the use of our products or services. 

 

7. Contractual Agreements 

 

7.1 Written Agreements: Formal contractual agreements may be required for specific transactions, 

and the terms of such agreements will be negotiated and documented in writing. 

 

8. Compliance with Laws and Regulations 
 

8.1 Legal Compliance: All transactions conducted by Corvus Green Distribution will comply with 

applicable laws and regulations. 

 

9. Confidentiality and Data Protection 
 

9.1 Confidentiality: Any confidential information exchanged in the course of business transactions 

will be handled in accordance with our confidentiality policy. 

 

9.2 Data Protection: We will protect customer data in compliance with data protection laws and 

regulations. 
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10. Dispute Resolution 
 

10.1 Resolution Process: Disputes arising from commercial transactions will be resolved through 

negotiation and mediation, and if necessary, through legal means. 

 

11. Policy Review 
 

11.1 Regular Review: This policy is reviewed periodically to ensure its effectiveness in promoting 

transparent and fair business transactions. 

 

We are dedicated to conducting commercial transactions with transparency, fairness, and adherence 

to legal requirements. This Terms of Trade Policy reflects our commitment to ethical business 

practices. 
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Returns and Exchanges Policy 
 

1. Purpose 
 

The purpose of this Returns and Exchanges Policy is to provide guidelines for customers and clients 

of Corvus Green Distribution regarding the return and exchange of products purchased through our 

hygiene product distribution operations. This policy aims to ensure fairness and customer 

satisfaction in the event of returns or exchanges. 

 

2. Scope 
 

This policy applies to all product returns and exchanges for products purchased from Corvus Green 

Distribution. 

 

3. Eligibility for Returns and Exchanges 

 

3.1 Product Condition: To be eligible for returns or exchanges, products must be in their original 

condition, unused, and in their original packaging. 

 

3.2 Proof of Purchase: A valid proof of purchase, such as a receipt or order confirmation, is required 

for all returns and exchanges. 

 

3.3 Timeframe: Returns and exchanges must be requested within 7 days of the original purchase 

date. 

 

4. Return Process 
 

4.1 Request: To initiate a return or exchange, customers must contact our customer service team via 

the contact form on the website to request a Return Authorization (RA) number. 

 

4.2 RA Number: Customers will receive an RA number along with return instructions. This number 

must be clearly marked on the return package. 

 

4.3 Return Shipping: Customers are responsible for the cost of return shipping, except in cases of 

damaged or defective products. 
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5. Refunds 
 

5.1 Refund Method: Refunds will be issued in the original form of payment, unless otherwise 

specified. 

 

5.2 Processing Time: Refunds will be processed within 7 business days of receiving the returned 

product. 

 

5.3 Partial Refunds: In some cases, partial refunds may be issued for products that are not in their 

original condition or have missing parts. 

 

6. Exchanges 
 

6.1 Exchange Process: Customers may request an exchange for a product of equal or lesser value. 

Any price difference will be handled in accordance with our pricing policy. 

 

7. Damaged or Defective Products 

 

7.1 Reporting: Customers should report any damaged or defective products within 7 days of 

receiving the product. 

 

7.2 Replacement: Corvus Green Distribution will provide a replacement for damaged or defective 

products at no additional cost to the customer. 

 

8. Non-Returnable Items 
 

8.1 Non-Returnable: Certain items, such as perishable goods or products with hygiene concerns, may 

not be eligible for returns or exchanges. This will be clearly communicated at the time of purchase. 
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9. Policy Review 
 

9.1 Regular Review: This policy is reviewed periodically to ensure its effectiveness in facilitating fair 

and customer-friendly returns and exchanges. 

 

We are dedicated to providing a hassle-free and customer-friendly returns and exchanges process 

for products purchased through Corvus Green Distribution. This Returns and Exchanges Policy 

reflects our commitment to customer satisfaction. 
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Health and Safety Policy 
 

1. Purpose 
 

At Corvus Green Distribution, we are committed to ensuring the health and safety of our employees, 

customers, and the communities we serve. This Health and Safety Policy reflects our dedication to 

maintaining a safe and healthy work environment, especially in the context of the distribution of 

hygiene products. 

 

2. Scope 
 

This policy applies to all employees, contractors, visitors, and any individuals engaged in activities 

related to Corvus Green Distribution's hygiene product distribution operations. 

 

3. Commitment to Health and Safety 
 

3.1 Safety Culture: We promote a safety-first culture where every employee is responsible for their 

safety and the safety of others. We believe that all injuries and incidents are preventable. 

 

3.2 Legal Compliance: We comply with all relevant health and safety laws, regulations, and industry 

standards applicable to our hygiene product distribution operations. 

 

4. Hygiene Product Safety 
 

4.1 Handling and Storage: We ensure that hygiene products are handled, stored, and transported in 

a manner that prevents contamination, damage, or harm to employees and customers. 

 

4.2 Product Inspection: We conduct regular inspections of hygiene products to ensure they meet 

safety standards and are free from defects or hazards. 
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5. Hazard Identification and Reporting 
 

5.1 Reporting Hazards: All employees are encouraged to promptly report any safety hazards, 

potential risks, or incidents related to hygiene products to their supervisors or designated safety 

personnel. 

 

5.2 Investigation: We investigate reported hazards and incidents to identify root causes and take 

corrective actions to prevent recurrence. 

 

6. Training and Education 
 

6.1 Safety Training: We provide comprehensive safety training programs for all employees, including 

specific training related to hygiene products, handling, and storage. 

 

6.2 Emergency Response: Employees are trained in emergency response procedures, including those 

specific to incidents involving hygiene products. 

 

7. Safety Equipment and Personal Protective Equipment (PPE) 
 

7.1 Providing PPE: We provide necessary personal protective equipment to employees involved in 

handling hygiene products and ensure its proper use. 

 

7.2 Maintenance: We maintain safety equipment and PPE in good working condition. 

 

8. Emergency Response 
 

8.1 Emergency Plans: We have established emergency response plans specific to incidents involving 

hygiene products, ensuring swift and effective responses to minimize harm. 

 

8.2 Communication: Employees are familiar with emergency communication procedures and 

emergency contact information. 

 

9. Continuous Improvement 
 

9.1 Safety Review: We regularly review our health and safety practices, including those related to 

hygiene products, to identify areas for improvement and enhance safety measures. 
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9.2 Employee Involvement: We encourage employee involvement in identifying safety 

improvements and implementing safety initiatives. 

 

10. Compliance and Accountability 
 

10.1 Accountability: All employees are accountable for adhering to this Health and Safety Policy, 

including the safe handling of hygiene products. 

 

10.2 Consequences: Non-compliance with safety policies and procedures may result in 

disciplinary action. 
 

We are committed to creating a safe and healthy work environment in the distribution of hygiene 

products. This Health and Safety Policy is reviewed regularly to ensure its effectiveness and 

alignment with our commitment to safety. 
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Complaints and Feedback Policy 
 

1. Purpose 
 

At Corvus Green Distribution, we value the feedback and concerns of our customers and 

stakeholders. This Complaints and Feedback Policy outlines our commitment to addressing 

complaints and feedback related to our hygiene product distribution operations promptly and 

effectively. 

 

2. Scope 
 

This policy applies to all customers, employees, suppliers, and any individuals or organizations 

providing feedback or raising complaints about Corvus Green Distribution's hygiene product 

distribution services. 

 

3. Commitment to Open Communication 
 

3.1 Accessibility: We are committed to providing accessible channels for submitting feedback and 

complaints related to hygiene products. 

 

3.2 Non-Retaliation: We assure individuals who provide feedback or raise complaints that they will 

not face retaliation or adverse consequences as a result of their feedback. 

 

4. Submission of Feedback and Complaints 
 

4.1 Channels: Individuals can submit feedback or complaints through various channels, including but 

not limited to email, phone, website forms, and in-person contact. 

 

4.2 Anonymous Reporting: We accept anonymous feedback and complaints and treat them with the 

same level of attention and seriousness as identified submissions. 
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5. Complaint Resolution Process 
 

5.1 Acknowledgment: We acknowledge receipt of feedback and complaints promptly, typically 

within 48 hours. 

 

5.2 Investigation: Each complaint is thoroughly investigated, including gathering relevant 

information, interviews, and data analysis. 

 

5.3 Resolution: We aim to resolve complaints related to hygiene products promptly and fairly. Our 

resolution may include corrective actions, refunds, replacements, or other appropriate measures to 

address the issue. 

 

6. Communication and Updates 
 

6.1 Communication Timeliness: We provide regular updates on the progress of complaint 

investigations, typically within 14 days, however more often much shorter. 

 

6.2 Closure: We communicate the final resolution of complaints to the individuals who raised them 

and ensure they are satisfied with the outcome. 

 

7. Feedback Utilization 
 

7.1 Continuous Improvement: We view feedback and complaints as valuable insights for improving 

our hygiene product distribution operations. We use this information to identify areas for 

enhancement and implement necessary changes. 

 

8. Data Protection and Privacy 
 

8.1 Confidentiality: We treat all feedback, complaints, and personal information provided in the 

process with strict confidentiality, adhering to data protection regulations. 

 

8.2 Data Retention: We retain complaint records for a specified period in compliance with applicable 

data retention laws. 
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9. Reporting and Accountability 
 

9.1 Reporting: We maintain records of all feedback and complaints and provide periodic reports to 

management for review and action. 

 

9.2 Accountability: All employees are accountable for addressing and reporting feedback and 

complaints in accordance with this policy. 

 

10. Continuous Review and Improvement 
 

10.1 Policy Review: This policy is reviewed periodically to ensure its effectiveness and alignment with 

our commitment to addressing feedback and complaints. 

 

10.2 Process Improvement: We continually assess and improve our feedback and complaint 

resolution processes to enhance customer satisfaction. 

 

We are dedicated to ensuring that individuals who provide feedback or raise complaints regarding 

our hygiene product distribution services receive respectful, timely, and fair responses. This 

Complaints and Feedback Policy reflects our commitment to open communication and continuous 

improvement. 
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Quality Control and Assurance Policy for Hygiene Products 
 

1. Purpose 
 

At Corvus Green Distribution, we are committed to delivering high-quality hygiene products that 

meet or exceed our customers' expectations. This Quality Control and Assurance Policy reflects our 

dedication to maintaining the highest standards in the distribution of hygiene products. 

 

2. Scope 
 

This policy applies to all aspects of our hygiene product distribution operations, from product 

sourcing and handling to storage, transportation, and delivery. 

 

3. Commitment to Quality 
 

3.1 Quality Culture: We foster a culture of quality throughout our organization, where every 

employee is dedicated to delivering the highest-quality hygiene products. 

 

3.2 Compliance: We comply with all relevant quality and safety standards, regulations, and industry 

best practices applicable to hygiene products distribution. 

 

4. Product Selection and Sourcing 
 

4.1 Supplier Evaluation: We carefully evaluate and select suppliers and manufacturers of hygiene 

products based on their commitment to quality, safety, and ethical practices. 

 

4.2 Product Inspection: We conduct thorough inspections of hygiene products to ensure they meet 

our quality standards and are free from defects. 

 

5. Product Handling and Storage 
 

5.1 Hygiene and Sanitation: We maintain strict hygiene and sanitation standards in the handling and 

storage of hygiene products to prevent contamination and ensure product safety. 

 

5.2 Temperature Control: Products that require specific temperature conditions are stored and 

transported within appropriate temperature ranges to preserve their quality. 
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6. Quality Assurance Measures 
 

6.1 Quality Checks: We implement quality control checks at various stages of the distribution 

process to identify and address any potential quality issues promptly. 

 

6.2 Documentation: We maintain accurate and detailed records of product inspections, quality 

checks, and any deviations from quality standards. 

 

7. Customer Feedback and Continuous Improvement 
 

7.1 Feedback Collection: We actively seek and welcome feedback from customers regarding the 

quality of our hygiene products. 

 

7.2 Continuous Improvement: Feedback and insights from customers and employees are used to 

drive continuous improvement in our processes, product selection, and quality standards. 

 

8. Supplier Relationships 
 

8.1 Collaboration: We collaborate closely with our suppliers to ensure they understand and meet our 

quality requirements consistently. 

 

8.2 Supplier Audits: We conduct periodic supplier audits to assess and maintain the quality of 

hygiene products from our sources. 

 

9. Training and Education 
 

9.1 Employee Training: We provide regular training and education to employees involved in hygiene 

product distribution to enhance their understanding of quality control and assurance procedures. 
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10. Compliance and Accountability 

 

10.1 Accountability: All employees are accountable for upholding the quality control and assurance 

standards outlined in this policy. 

 

10.2 Compliance Audits: We conduct internal audits and assessments to ensure compliance with this 

policy and related quality standards. 

 

11. Review and Improvement 
 

11.1 Policy Review: This policy is reviewed periodically to ensure its effectiveness in meeting quality 

objectives and aligning with our commitment to quality. 

 

11.2 Process Improvement: We continually assess and improve our quality control and assurance 

processes to enhance the quality of hygiene products distributed. 
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Environmental Sustainability Policy 
 

1. Purpose 
 

At Corvus Green Distribution, we recognize our responsibility to minimize our environmental impact 

and promote sustainability in all aspects of our business, especially in the distribution of hygiene 

products. This Environmental Sustainability Policy reflects our commitment to environmental 

stewardship and sustainable practices. 

 

2. Scope 
 

This policy applies to all activities, operations, and decisions related to the distribution of hygiene 

products by Corvus Green Distribution. 

 

3. Commitment to Sustainability 
 

3.1 Sustainable Culture: We cultivate a culture of sustainability within our organization, where every 

employee is encouraged to take actions that reduce our environmental footprint. 

 

3.2 Compliance: We comply with all relevant environmental laws, regulations, and industry best 

practices applicable to our hygiene product distribution operations. 

 

4. Sustainable Product Selection and Sourcing 
 

4.1 Supplier Evaluation: We give preference to suppliers and manufacturers who demonstrate 

commitment to sustainable and environmentally friendly practices in the production of hygiene 

products. 

 

4.2 Eco-friendly Products: We actively seek and promote the distribution of hygiene products that 

have minimal environmental impact, such as those with reduced packaging waste or sustainable 

sourcing. 
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5. Resource Conservation 
 

5.1 Energy Efficiency: We implement energy-efficient practices in our facilities, warehouses, and 

transportation to reduce energy consumption and carbon emissions. 

 

5.2 Resource Management: We manage resources, including water and raw materials, responsibly 

and efficiently to minimize waste and promote resource conservation. 

 

6. Waste Reduction and Recycling 
 

6.1 Waste Minimization: We aim to minimize waste generation in our hygiene product distribution 

operations by reducing excess packaging and promoting recycling. 

 

6.2 Recycling Programs: We actively participate in recycling programs and encourage our employees 

to recycle materials used in our operations. 

 

7. Sustainable Transportation 
 

7.1 Emissions Reduction: We promote the use of eco-friendly transportation options, such as low-

emission vehicles and efficient routing, to reduce the carbon footprint of product transportation. 

 

8. Environmental Awareness and Education 
 

8.1 Employee Education: We provide education and training to employees on environmental 

sustainability practices and encourage them to take actions that reduce our environmental impact. 

 

9. Community Engagement 
 

9.1 Community Initiatives: We actively engage with and support local community initiatives related 

to environmental sustainability and hygiene product distribution. 
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10. Reporting and Accountability 
 

10.1 Accountability: All employees are accountable for adhering to this Environmental Sustainability 

Policy and participating in sustainability efforts. 

 

10.2 Reporting: We maintain records of sustainability efforts and progress and provide periodic 

reports to management for review and action. 

 

11. Continuous Improvement 
 

11.1 Policy Review: This policy is reviewed periodically to ensure its effectiveness in meeting 

sustainability objectives and aligning with our commitment to environmental responsibility. 

 

11.2 Process Improvement: We continually assess and improve our sustainability practices to 

enhance environmental stewardship in our hygiene product distribution operations. 

 

We are dedicated to reducing our environmental impact and promoting sustainability in the 

distribution of hygiene products. This Environmental Sustainability Policy reflects our commitment 

to responsible environmental practices and continuous improvement. 

 

  



Corvus Green Distribution Policy Handbook 

 

P a g e  24 | 50 

 

Privacy and Data Protection Policy for Hygiene Products 
 

1. Purpose 
 

At Corvus Green Distribution, we are committed to safeguarding the privacy and protecting the 

personal data of our customers, employees, and stakeholders. This Privacy and Data Protection 

Policy reflects our dedication to responsible data handling, especially in the context of our hygiene 

product distribution operations. 

 

2. Scope 
 

This policy applies to all aspects of data collection, processing, storage, and protection related to our 

hygiene product distribution activities. 

 

3. Data Protection Principles 
 

3.1 Lawfulness, Fairness, and Transparency: We process personal data lawfully, fairly, and 

transparently, ensuring individuals are informed about how their data is used. 

 

3.2 Purpose Limitation: We collect and process personal data for specific, legitimate purposes and 

do not use data for purposes incompatible with those for which it was collected. 

 

3.3 Data Minimization: We only collect and process personal data that is necessary for the intended 

purpose. 

 

3.4 Accuracy: We take reasonable steps to ensure the accuracy of personal data and rectify any 

inaccuracies promptly. 

 

3.5 Storage Limitation: We retain personal data only for as long as necessary to fulfil the purposes 

for which it was collected or as required by legal or regulatory obligations. 

 

3.6 Integrity and Confidentiality: We implement appropriate security measures to protect personal 

data from unauthorized access, disclosure, alteration, or destruction. 
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4. Data Collection and Use 
 

4.1 Consent: We obtain explicit consent from individuals before collecting and processing their 

personal data, unless another legal basis applies. 

 

4.2 Purpose: We collect personal data for specific purposes related to hygiene product distribution, 

such as order processing, customer communication, and compliance with legal requirements. 

 

4.3 Data Accuracy: We ensure the accuracy of personal data by maintaining updated records and 

providing individuals with mechanisms to update their information. 

 

5. Data Security 
 

5.1 Security Measures: We implement appropriate technical and organizational measures to protect 

personal data from security breaches, including encryption, access controls, and regular security 

assessments. 

 

5.2 Data Access: Access to personal data is restricted to authorized personnel with a legitimate need 

for access. 

 

6. Data Sharing and Disclosure 
 

6.1 Third Parties: We may share personal data with third-party service providers involved in our 

hygiene product distribution operations, ensuring they comply with data protection standards. 

 

7. International Data Transfers 

 

7.1 Data Export: We may transfer personal data across borders as necessary for hygiene product 

distribution, ensuring appropriate safeguards are in place. 
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8. Data Subject Rights 
 

8.1 Access and Correction: Individuals have the right to access their personal data and request 

corrections or updates. 

 

8.2 Erasure: Individuals may request the erasure of their personal data under certain circumstances. 

 

8.3 Data Portability: Individuals have the right to receive their personal data in a structured, 

commonly used, and machine-readable format. 

 

9. Data Breach Response 
 

9.1 Notification: In the event of a data breach involving personal data, we will promptly notify 

affected individuals and relevant authorities as required by applicable data protection laws. 

 

10. Compliance and Accountability 
 

10.1 Accountability: All employees are accountable for upholding the principles and practices 

outlined in this Privacy and Data Protection Policy. 

 

10.2 Regular Review: This policy is reviewed periodically to ensure its effectiveness and alignment 

with data protection regulations. 

 

We are dedicated to protecting the privacy and data of our customers, employees, and stakeholders 

in our hygiene product distribution operations. This Privacy and Data Protection Policy reflects our 

commitment to responsible data handling and continuous improvement in data protection practices. 
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Ethical Policy 
 

1. Purpose 
 

At Corvus Green Distribution, we are committed to conducting our business operations with the 

highest ethical standards and integrity. This Ethical Policy reflects our dedication to ethical conduct, 

especially in the distribution of hygiene products. 

 

2. Scope 
 

This policy applies to all employees, contractors, suppliers, and stakeholders engaged in activities 

related to Corvus Green Distribution's hygiene product distribution operations. 

 

3. Ethical Principles 
 

3.1 Integrity: We conduct our business with honesty, transparency, and fairness, ensuring that our 

actions and decisions are aligned with our core values. 

 

3.2 Respect: We treat all individuals, including customers, employees, suppliers, and the community, 

with respect, dignity, and fairness, irrespective of their background or characteristics. 

 

3.3 Compliance: We comply with all applicable laws, regulations, and industry standards relevant to 

hygiene product distribution. 

 

3.4 Environmental Responsibility: We actively promote environmentally responsible practices and 

sustainability in the distribution of hygiene products. 

 

3.5 Conflict of Interest: We avoid conflicts of interest that could compromise our integrity or 

impartiality and promptly disclose any potential conflicts. 

 

3.6 Fair Competition: We engage in fair competition, refraining from unethical practices such as 

price-fixing, monopolistic behaviour, or unfair trade practices. 
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4. Customer Focus 
 

4.1 Customer Satisfaction: We prioritize customer satisfaction by providing high-quality hygiene 

products and responsive customer service. 

 

4.2 Honest Representation: We provide accurate and honest information about our hygiene 

products, including their benefits, pricing, and availability. 

 

5. Employee Rights and Welfare 
 

5.1 Equal Opportunities: We provide equal opportunities for all employees, regardless of race, 

gender, religion, age, disability, or other protected characteristics. 

 

5.2 Workplace Safety: We ensure a safe and healthy working environment for all employees, 

promoting their physical and mental well-being. 

 

5.3 Training and Development: We invest in employee training and development to enhance their 

skills and career prospects. 

 

6. Supplier and Partner Relations 
 

6.1 Fair Supplier Relations: We maintain fair and respectful relationships with our suppliers and 

partners, ensuring prompt and ethical payment practices. 

 

6.2 Ethical Sourcing: We promote ethical sourcing practices among our suppliers, including respect 

for labour rights and environmental sustainability. 

 

7. Community Engagement 
 

7.1 Community Support: We actively engage with and support local community initiatives, especially 

those related to hygiene and public health. 
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8. Reporting and Accountability 
 

8.1 Accountability: All employees are accountable for adhering to the ethical principles outlined in 

this Ethical Policy. 

 

8.2 Reporting Concerns: We provide mechanisms for employees to report ethical concerns or 

violations confidentially and without fear of retaliation. 

 

9. Continuous Review and Improvement 
 

9.1 Policy Review: This policy is reviewed periodically to ensure its effectiveness in promoting ethical 

conduct and aligning with our commitment to integrity. 

 

9.2 Ethical Training: We provide ongoing training and education to employees to reinforce ethical 

conduct and decision-making. 

 

We are dedicated to conducting our hygiene product distribution operations with unwavering 

ethical standards and integrity. This Ethical Policy reflects our commitment to ethical conduct and 

continuous improvement in ethical practices. 
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Supplier and Vendor Management Policy 
 

1. Purpose 
 

At Corvus Green Distribution, we recognize the critical role that our suppliers and vendors play in 

our business operations. This Supplier and Vendor Management Policy outlines our commitment to 

effective supplier and vendor relationships, quality assurance, and ethical standards in the context of 

our hygiene product distribution operations. 

 

2. Scope 
 

This policy applies to all supplier and vendor interactions, relationships, and agreements relevant to 

Corvus Green Distribution's hygiene product distribution activities. 

 

3. Supplier Selection and Evaluation 
 

3.1 Criteria: We select suppliers and vendors based on predefined criteria that consider their 

product quality, reliability, ethical practices, pricing, and sustainability efforts. 

 

3.2 Due Diligence: We conduct due diligence assessments to evaluate potential suppliers and 

vendors before entering into agreements. 

 

4. Supplier and Vendor Relationships 
 

4.1 Open Communication: We maintain open and transparent communication with our suppliers 

and vendors, ensuring timely and constructive feedback. 

 

4.2 Performance Evaluation: We regularly assess the performance of our suppliers and vendors 

against established key performance indicators (KPIs). 

 

4.3 Conflict Resolution: We establish effective mechanisms for resolving conflicts and disputes with 

suppliers and vendors in a fair and equitable manner. 
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5. Quality Assurance 
 

5.1 Quality Standards: We require our suppliers and vendors to adhere to our quality standards and 

expectations, ensuring consistency in the quality of hygiene products. 

 

5.2 Product Inspection: We may conduct product inspections or audits at supplier or vendor facilities 

to verify compliance with quality standards. 

 

6. Ethical Practices 
 

6.1 Ethical Expectations: We expect our suppliers and vendors to uphold ethical practices, including 

adherence to laws and regulations, labour standards, and environmental sustainability. 

 

6.2 Ethical Sourcing: We encourage ethical sourcing practices among our suppliers and vendors, 

including responsible labour practices and sustainable sourcing of materials. 

 

7. Data Protection 
 

7.1 Data Security: Suppliers and vendors who have access to our data or systems must adhere to 

data protection and security standards to safeguard sensitive information. 

 

8. Contracts and Agreements 
 

8.1 Written Agreements: We establish written contracts or agreements with suppliers and vendors 

that outline terms, responsibilities, quality standards, and any relevant legal or ethical requirements. 

 

9. Risk Management 

 

9.1 Risk Assessment: We assess and manage potential risks associated with supplier and vendor 

relationships, including supply chain disruptions and reputational risks. 
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10. Continuous Improvement 
 

10.1 Performance Improvement: We work collaboratively with our suppliers and vendors to identify 

opportunities for performance improvement and innovation. 

 

10.2 Policy Review: This policy is reviewed periodically to ensure its effectiveness and alignment with 

our commitment to supplier and vendor management. 

 

We are dedicated to fostering productive, ethical, and mutually beneficial relationships with our 

suppliers and vendors in the distribution of hygiene products. This Supplier and Vendor 

Management Policy reflects our commitment to quality, integrity, and continuous improvement in 

supplier and vendor relationships. 
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Emergency Response and Business Continuity Policy 
 

1. Purpose 
 

At Corvus Green Distribution, we recognize the importance of preparing for and responding to 

emergencies to safeguard the well-being of our employees, protect our assets, and ensure the 

continuity of our hygiene product distribution operations. This Emergency Response and Business 

Continuity Policy outlines our commitment to effective emergency planning and response. 

 

2. Scope 
 

This policy applies to all employees, contractors, suppliers, and stakeholders involved in Corvus 

Green Distribution's hygiene product distribution activities. 

 

3. Emergency Preparedness 
 

3.1 Risk Assessment: We conduct regular risk assessments to identify potential emergencies, such as 

natural disasters, accidents, or security threats, that could impact our operations. 

 

3.2 Emergency Plans: We develop and maintain emergency response plans that outline roles, 

responsibilities, and procedures to follow in the event of various emergencies. 

 

4. Emergency Response 
 

4.1 Immediate Action: In the event of an emergency, the safety and well-being of our employees 

take precedence. Immediate action will be taken to ensure their safety and security. 

 

4.2 Notification: Employees are trained to promptly notify the designated emergency response team 

or authorities when an emergency occurs. 

 

4.3 Communication: We establish effective communication channels to keep employees, 

stakeholders, and relevant authorities informed during emergencies. 
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5. Business Continuity 
 

5.1 Continuity Plans: We develop and maintain business continuity plans that outline procedures for 

ensuring the ongoing operation of critical functions during and after an emergency. 

 

5.2 Data Backup: We regularly back up critical data and maintain off-site data storage to minimize 

data loss in the event of system failures or disasters. 

 

6. Recovery and Restoration 
 

6.1 Recovery Teams: We designate recovery teams responsible for assessing damage, managing 

recovery efforts, and restoring normal operations. 

 

6.2 Resource Allocation: Necessary resources, including personnel, equipment, and facilities, will be 

allocated to support recovery efforts. 

 

7. Training and Drills 
 

7.1 Employee Training: We provide training to employees to ensure they understand their roles and 

responsibilities during emergencies and business continuity efforts. 

 

7.2 Emergency Drills: We conduct regular emergency drills and exercises to test the effectiveness of 

our plans and improve response capabilities. 

 

8. Communication and Coordination 
 

8.1 Coordination: We coordinate with relevant authorities, emergency services, suppliers, and 

stakeholders to ensure a coordinated response during emergencies. 

 

9. Post-Emergency Evaluation 
 

9.1 Assessment: After each emergency, we conduct a thorough assessment to identify lessons 

learned and areas for improvement in our response and recovery efforts. 

 

9.2 Plan Updates: Emergency response and business continuity plans are updated based on post-

emergency assessments to enhance their effectiveness. 
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10. Policy Review 
 

10.1 Regular Review: This policy is reviewed periodically to ensure its effectiveness and alignment 

with our commitment to emergency preparedness and business continuity. 

 

We are dedicated to ensuring the safety and continuity of our hygiene product distribution 

operations during emergencies. This Emergency Response and Business Continuity Policy reflects our 

commitment to preparedness, response, and resilience. 
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Employee Code of Conduct Policy 
 

1. Purpose 
 

At Corvus Green Distribution, we are committed to maintaining a workplace environment 

characterized by professionalism, integrity, and ethical behaviour. This Employee Code of Conduct 

Policy outlines the standards of conduct expected from all employees in our hygiene product 

distribution operations. 

 

2. Scope 
 

This policy applies to all employees, contractors, and personnel engaged in Corvus Green 

Distribution's hygiene product distribution activities. 

 

3. Professional Conduct 
 

3.1 Ethical Behaviour: Employees are expected to act with honesty, fairness, and transparency in all 

business dealings and interactions. 

 

3.2 Conflict of Interest: Employees should avoid situations that may create a conflict of interest 

between personal interests and the interests of Corvus Green Distribution. Any potential conflicts 

should be promptly disclosed to management. 

 

4. Respectful Workplace 
 

4.1 Respect for Others: We foster an inclusive and respectful workplace where all individuals are 

treated with dignity, irrespective of their background, characteristics, or beliefs. 

 

4.2 Harassment-Free Environment: Harassment, discrimination, or bullying in any form will not be 

tolerated. 
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5. Confidentiality and Data Protection 
 

5.1 Confidential Information: Employees are responsible for safeguarding confidential information, 

including business data, customer information, and trade secrets. 

 

5.2 Data Protection: Compliance with data protection laws and regulations is essential when 

handling personal and sensitive data. 

 

6. Compliance with Laws and Regulations 
 

6.1 Legal Compliance: Employees are expected to comply with all applicable laws, regulations, and 

industry standards relevant to our hygiene product distribution operations. 

 

7. Workplace Safety 
 

7.1 Safety Practices: Employees are responsible for following workplace safety procedures and 

protocols to ensure their own safety and the safety of their colleagues. 

 

8. Business Relationships 
 

8.1 Vendor and Supplier Relations: Employees should maintain professional and respectful 

relationships with vendors, suppliers, and partners. 

 

9. Use of Company Resources 
 

9.1 Company Property: Company resources, including equipment, vehicles, and technology, should 

be used responsibly for business purposes. 

 

10. Reporting Violations 
 

10.1 Reporting Mechanism: Employees should promptly report any violations of this code of conduct 

to their supervisor, manager, or designated compliance officer. 
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11. Consequences of Violations 
 

11.1 Investigation: Violations of this code of conduct will be thoroughly investigated, and 

appropriate action will be taken, which may include disciplinary measures, up to and including 

termination of employment. 

 

12. Policy Acknowledgment 
 

12.1 Acknowledgment: All employees are required to read, understand, and acknowledge their 

commitment to this code of conduct. 

 

13. Policy Review 
 

13.1 Regular Review: This policy is reviewed periodically to ensure its effectiveness in promoting 

ethical behaviour and professionalism in our hygiene product distribution operations. 

 

We are dedicated to maintaining a workplace characterized by ethical behaviour, professionalism, 

and respect for all individuals. This Employee Code of Conduct Policy reflects our commitment to 

upholding these standards. 
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Cybersecurity and IT Security Policy 
 

1. Purpose 
 

At Corvus Green Distribution, we are committed to safeguarding our information technology 

systems, data, and digital assets from cybersecurity threats and vulnerabilities. This Cybersecurity 

and IT Security Policy outlines our commitment to maintaining a secure and resilient IT environment 

in our hygiene product distribution operations. 

 

2. Scope 
 

This policy applies to all employees, contractors, and personnel engaged in Corvus Green 

Distribution's IT and digital operations. 

 

3. Information Security 
 

3.1 Access Control: We implement access controls to ensure that only authorized personnel have 

access to our IT systems and data. 

 

3.2 Password Security: Passwords should be strong, unique, and regularly updated. Multi-factor 

authentication (MFA) is required for sensitive systems. 

 

3.3 Data Classification: We classify data based on sensitivity and implement appropriate security 

measures based on data classification. 

 

4. Malware Protection 
 

4.1 Antivirus Software: All devices connected to our network should have up-to-date antivirus 

software installed and regularly updated. 

 

4.2 Email Security: We implement email filtering and scanning to detect and prevent phishing 

attacks and malicious attachments. 
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5. Network Security 
 

5.1 Firewalls: We use firewalls to protect our network perimeter and regularly review firewall rules 

to minimize vulnerabilities. 

 

5.2 Encryption: Sensitive data should be encrypted during transmission and storage to protect 

against unauthorized access. 

 

6. Software and Patch Management 
 

6.1 Software Updates: We regularly update and patch all software and operating systems to address 

security vulnerabilities. 

 

7. Incident Response 
 

7.1 Reporting Incidents: All employees should promptly report any suspected security incidents or 

breaches to the designated IT security team. 

 

7.2 Response Plan: We maintain an incident response plan that outlines procedures for identifying, 

containing, and mitigating security incidents. 

 

8. Employee Training and Awareness 
 

8.1 Security Training: Employees are required to undergo cybersecurity training to recognize and 

respond to security threats. 

 

8.2 Awareness: We foster a culture of cybersecurity awareness and encourage employees to report 

any security concerns. 

 

9. BYOD (Bring Your Own Device) Policy 
 

9.1 BYOD Guidelines: We have specific guidelines for employees who use personal devices for work, 

ensuring security measures are in place. 
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10. Data Backup and Recovery 
 

10.1 Data Backup: Regular data backups are performed, and backup integrity is tested to ensure 

data recovery in case of data loss. 

 

11. Third-Party Security 
 

11.1 Vendor Assessment: We assess the security practices of third-party vendors who have access to 

our data or systems. 

 

12. Policy Compliance 
 

12.1 Compliance: All employees and personnel are expected to comply with this policy. Non-

compliance may result in disciplinary action. 

 

13. Policy Review 
 

13.1 Regular Review: This policy is reviewed periodically to ensure its effectiveness in promoting IT 

security and aligning with our commitment to cybersecurity. 

 

We are dedicated to maintaining a secure and resilient IT environment to protect our data, systems, 

and digital assets. This Cybersecurity and IT Security Policy reflects our commitment to IT security 

and continuous improvement. 
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Equal Opportunity and Diversity Policy 
 

1. Purpose 
 

At Corvus Green Distribution, we are committed to fostering a workplace that values diversity, 

promotes equal opportunities, and respects the rights and dignity of every individual. This Equal 

Opportunity and Diversity Policy outlines our commitment to creating an inclusive and equitable 

environment in our hygiene product distribution operations. 

 

2. Scope 
 

This policy applies to all employees, contractors, and personnel engaged in Corvus Green 

Distribution's hygiene product distribution activities. 

 

3. Equal Opportunity 
 

3.1 Non-Discrimination: We prohibit discrimination in any form, including but not limited to, race, 

colour, religion, gender, sexual orientation, gender identity, national origin, age, disability, and 

veteran status. 

 

3.2 Recruitment and Hiring: We ensure that our recruitment and hiring processes are free from bias 

and promote equal opportunity for all qualified individuals. 

 

4. Diversity and Inclusion 
 

4.1 Diversity: We embrace diversity and actively seek to create a workforce that reflects the 

communities we serve. 

 

4.2 Inclusion: We promote inclusion by fostering a workplace culture that values diverse 

perspectives, backgrounds, and experiences. 
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5. Harassment and Discrimination Prevention 
 

5.1 Harassment-Free Workplace: Harassment, bullying, or discrimination of any kind will not be 

tolerated. 

 

5.2 Reporting Mechanism: We provide clear channels for reporting harassment or discrimination 

concerns, ensuring confidentiality and protection against retaliation. 

 

6. Reasonable Accommodation 
 

6.1 Disability Accommodation: We provide reasonable accommodations to employees with 

disabilities to enable them to perform essential job functions. 

 

7. Training and Awareness 
 

7.1 Diversity Training: We offer diversity and inclusion training to employees to raise awareness and 

foster inclusivity. 

 

8. Equal Pay 
 

8.1 Pay Equity: We ensure that compensation practices are fair and equitable, regardless of gender, 

race, or other protected characteristics. 

 

9. Family-Friendly Policies 
 

9.1 Work-Life Balance: We offer family-friendly policies, such as flexible working hours and parental 

leave, to support work-life balance. 

 

10. Policy Compliance 
 

10.1 Compliance: All employees and personnel are expected to comply with this policy. Non-

compliance may result in disciplinary action. 
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11. Policy Review 
 

11.1 Regular Review: This policy is reviewed periodically to ensure its effectiveness in promoting 

equal opportunity and diversity and aligning with our commitment to inclusivity. 

 

We are dedicated to creating a workplace that values diversity, promotes equal opportunities, and 

respects the rights and dignity of all individuals. This Equal Opportunity and Diversity Policy reflects 

our commitment to diversity and inclusion. 
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Training and Development Policy 
 

1. Purpose 
 

At Corvus Green Distribution, we recognize the importance of investing in the professional growth 

and development of our employees. This Training and Development Policy outlines our commitment 

to providing training opportunities and fostering a culture of continuous learning in our hygiene 

product distribution operations. 

 

2. Scope 
 

This policy applies to all employees and personnel engaged in Corvus Green Distribution's hygiene 

product distribution activities. 

 

3. Training Needs Assessment 
 

3.1 Needs Identification: We conduct regular assessments to identify training and development 

needs at the individual, team, and organizational levels. 

 

3.2 Skills Gap Analysis: We analyse skills gaps to determine the specific training and development 

requirements of our employees. 

 

4. Training and Development Opportunities 
 

4.1 Orientation and Onboarding: We provide comprehensive orientation and onboarding programs 

for new employees to ensure a smooth transition into their roles. 

 

4.2 Skills Training: We offer job-specific training to enhance employees' skills and competencies in 

their respective roles. 

 

4.3 Leadership Development: We invest in leadership development programs to nurture leadership 

skills among employees with leadership potential. 

 

4.4 Professional Development: We support employees in pursuing professional certifications, 

courses, and workshops that enhance their knowledge and expertise. 
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5. Access to Training Resources 
 

5.1 Learning Resources: We provide access to a variety of learning resources, including online 

courses, books, and workshops. 

 

5.2 Training Budget: We allocate resources for training and development initiatives to ensure 

accessibility for all employees. 

 

6. Training Delivery 
 

6.1 Methods: We utilize various training delivery methods, including in-person training, e-learning, 

workshops, and mentorship programs. 

 

6.2 Flexible Learning: We offer flexible learning options to accommodate different learning styles 

and preferences. 

 

7. Monitoring and Evaluation 
 

7.1 Training Effectiveness: We regularly evaluate the effectiveness of training programs to ensure 

they meet intended learning outcomes. 

 

7.2 Feedback: We encourage employees to provide feedback on training experiences, enabling us to 

make improvements. 

 

8. Career Development 
 

8.1 Career Pathways: We provide guidance and support to employees in developing clear career 

pathways within the organization. 

 

9. Policy Compliance 
 

9.1 Compliance: All employees are expected to comply with this policy, including attending 

mandatory training as required. 
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10. Policy Review 
 

10.1 Regular Review: This policy is reviewed periodically to ensure its effectiveness in promoting 

training and development and aligning with our commitment to employee growth. 

 

We are dedicated to fostering a culture of continuous learning and professional growth among our 

employees. This Training and Development Policy reflects our commitment to providing 

opportunities for skill enhancement and career advancement. 
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Social Media and Communications Policy 
 

1. Purpose 
 

At Corvus Green Distribution, we recognize the importance of effective and responsible 

communication through social media and other digital platforms. This Social Media and 

Communications Policy outlines our guidelines and expectations for employees engaging in digital 

communications related to our hygiene product distribution operations. 

 

2. Scope 
 

This policy applies to all employees and personnel representing Corvus Green Distribution in any 

digital communication capacity. 

 

3. Responsible Use of Social Media 
 

3.1 Personal vs. Professional: Employees are encouraged to maintain a clear distinction between 

personal and professional social media accounts. When identifying themselves as employees, they 

should act in accordance with this policy. 

 

3.2 Accuracy and Authenticity: Information shared on social media should be accurate, authentic, 

and respectful of our customers, partners, and competitors. 

 

4. Company Endorsement and Representation 
 

4.1 Official Spokesperson: Only designated employees are authorized to act as official spokespersons 

for Corvus Green Distribution on social media platforms. 

 

4.2 Views and Opinions: When expressing personal views or opinions, employees should clearly state 

that they are speaking for themselves and not on behalf of the company. 
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5. Confidentiality and Privacy 
 

5.1 Confidential Information: Employees must not share confidential company information, trade 

secrets, or customer data on social media platforms. 

 

5.2 Privacy: Employees should respect the privacy of colleagues, customers, and partners and obtain 

consent before posting their information or photos. 

 

6. Social Media Etiquette 
 

6.1 Respect: Employees should maintain a respectful and courteous tone in all social media 

interactions, refraining from offensive, discriminatory, or defamatory language. 

 

6.2 Moderation: Employees should not engage in online arguments, disputes, or heated debates on 

company-related matters. 

 

7. Protecting Brand Reputation 
 

7.1 Company Branding: When posting about company-related matters, employees should use 

approved company branding and follow branding guidelines. 

 

7.2 Negative Feedback: Employees encountering negative comments or feedback on social media 

should report them to the appropriate company department rather than responding publicly. 

 

8. Social Media Security 
 

8.1 Account Security: Employees should take precautions to secure their social media accounts to 

prevent unauthorized access. 

 

9. Compliance with Laws and Regulations 
 

9.1 Legal Compliance: Employees must comply with all applicable laws and regulations when using 

social media, including copyright and intellectual property laws. 
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10. Reporting Concerns 
 

10.1 Report Violations: Employees should promptly report any violations of this policy or concerns 

related to social media use to the designated authority within the organization. 

 

11. Policy Acknowledgment 
 

11.1 Acknowledgment: All employees are required to read, understand, and acknowledge their 

commitment to this Social Media and Communications Policy. 

 

12. Policy Review 
 

12.1 Regular Review: This policy is reviewed periodically to ensure its effectiveness in promoting 

responsible and effective digital communication. 

 

We are dedicated to maintaining a positive online presence and safeguarding the reputation of 

Corvus Green Distribution in digital communications. This Social Media and Communications Policy 

reflects our commitment to responsible social media use. 

 

 


