United Kingdom Security Shredding
Associlation

Standards & Codes of Practice




CODE OF PRACTICE

This code of practice lays down the ams and objectives of the United Kingdom Security Shredding Association,
the sandards of service with which the association’s membersshould comply. It provides members with clear
guidelines for operation and members customers with the assurance required to sdlect security-shredding
services with absolute confidence.

Any enquiries relating to this code of practice should be made to UKSSA members viathear web site
WWW.UKSsa.or g.




CONSTITUTION AND RULES

1 NAME

The name of the association isthe:

‘UNITED KINGDOM SECURITY SHREDDING ASSOCIATION’,

. AIMSAND OBJECTIVES

To collectively promote members security shredding and destruction services a locd and nationd | evels.

Offer services for the secure destruction of al dataincluding paper, tape, acetate and film.

Have abroad membership to cover dl areas within the United Kingdom and Ireland.

A commitmentt o offer aservice that is gppropriate to customers requirements.

Offer advice and assstance to externd organisations requiring disposa and destruction of confidentia documents.
To rigoroudly enforce the standards set by the association across dl members.

Egablish and maintain high standards of service and performance throughout t he security shredding industry.

Liase with government and other legidative bodies to maintain, improve and enforce standards throughoutt he
industry.




3.STANDARDS
1 BUILDING SECURITY

1) The destruction process must be in secure isolation from any other waste paper processing.

i) B_uildings must be of asecure nature and have high security locks with restricted access to unauthorised personnd at al
1)) :Irlnlﬁprocessed materid must be stored in secure facilities.

iv) Buildings should comply with al relevant fire and safety regulations.

v) Buildings must be darmed.

vi) Premises mugt have closed circuitt elevison monitoring systems.

2. TRANSPORT

1) Vehiclesmust be liveried in gopropriate company style for easy identification.

i) Vehiclesmust have arigidbox body or secure container capable of accommodating al security sensitive materids.

i) All vehicle doors must be lockable and sedable.

Iv) Vehicles must not be left open or unlocked whil st unatt ended.




3. SECURE COLLECTION CONTAINERS

The following containers can be provided to convey the materid whilst in transt:
1) Woven polypropylene sacks.

i) Sedlable metd boxes.

iii) Sedlable plasticboxes.

iv) Seded bins.

v) Numbered sedswill be provided on customer request.

4. SECURITY & AUDITT RAIL

All containers will be seded and documented at al stages of the process, from time of collection through to theissue of a
certificate of destruction after the materia has been shredded, to provide an audittrail as clear proof of service completion

5. SHREDDING
All members must have availability of shredding equipmentt o meett he following shred size:

1) 22mm wide x unlimited length or Smaler.
OR
Tota destruction

Membersshould ensure al materid is destroyed as soon as possible after collection.




6. PERSONNEL

1) Members must ensure their integrity by vetting employees involved in any aspect of their operation.

i) Personnel must have recaived the necessary training and hold appropriate quaificationsto ensure they are
competent in al aspects of their work.

iii) 1dentity passes must be issued and worn by al employees a dl times. Passes should idedly include a recent photograph
of the employee, employee s name and position, company name and contact t elephone number.

Iv) Drivers must be suitably attired with smart, safety clothing.

7. INSURANCE

1) All members must have a minimum £2,000,000 public liability insurance cover.

i) The above policy must cover the following clauses:
a Financid Loss extension
b. Libel and Sander extenson
c.  FiddityBonding extension

8. INSPECTIONS

1) Memberswill subjectt hemsalves to regular vetting by an UK SSA gppointed independent security consultantt o ensure
compliance with UK SSA standards.

i) Any member holding nationa contracts has the rightt o inspect sub-contractor members a any time.

i) Members must provide the facility for customersto ingpect dl security shredding fecilities a mutualy convenienttimes.




9. ENVIRONMENTAL CARE

i) All shredded materia shouldbe disposed of in an environmentaly responsible mamer.

i) All processes should have aslittle detrimenta impact on the environment as possible.

. MANAGEMENT

The Management of affars of the Association shal be vested in an Executive Council consisting of:
1) Charman, Vice Charman, Treasurer and Searetary.

i) All full members and/ or their r epresentatives.

iii) The Chairman, Vice Chairman, Treasurer and Secretary will be elected anudly from among full members of the
Association and the term of office shal be one year.

. PROCEEDINGS

1) The Association Executive Council shal meet monthly or a such intervas as may be convenient for the relevant
business dedlings, and meetings shal be held at places determined by the Executive Council.
i) The quorum for the Executive Council s business shdl be not less than 50%.

iii) At such meetings, each member shal have one vote and dl resolutions and dedsions of the ExecutiveCouncil shdl be
made by a simple mgority of votes cast. In the event of atied vote, the Charman shadl hold the casting vote.




6. MEMBERSHIP

1) To have qudification, members must be actively involved in the process of security shredding and have facilities available
to megthe STANDARDSas set out in Rule 3.

i) Members may only be elected or expelled with the full agreement of the Association Executive Council.

i) Members may resign from the Association a any time by giving 6 months writt en notice.

Iv) Any person or corporate body wishing to join the Association must hold the necessary qudifications and have two full
members to propose and second any nomination in writing to the Chairman or Treasurer. The nominee must be based
in the proposers area of the United Kingdom and Ireland, and subjectt o their production processto vetting.

V) The Association a its discretion may determine the maximum number of members of UK SSA and declare membership
closed whenever it may think fit.

. AMENDMENTSTO THE RULES

1) These rules may be modified, varied or supplemented as necessary by the Executive Council in theAssociation meetings.




LIST OF MEMBERS

Euro-Shred
H oughton Waste Paper Ltd
Leech PapersLtd
Perrys Recycling
Riverdale Security Shredding Ltd
SecurityS hredding Ltd - Charlton
SecurityShredding Ltd — London
SecurityS hredding Ltd — Yorkshire
Severnside Recycling
Shredding.Com Ltd
Serling Fibre Ltd




