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Routines& Procedures

3.1 Implementation routine (IR TTFDHY):

Activities (What) Procedure (How) Who/Designation When Time Line
I () “&fs (FeiR) ISkl T
3.1.a Not accept or Follow the Recruitment Team | During Set period to

support the use of
forced / prison /

Recruitment Procedure

(Admin, Welfare,
HR)

Recruitment

resolve related
case such as 2

bonded labor et Al s e s | weeks
S e (qefiE, e

TaIR7Ee /3y eam & SRR, 935 SR (A IO AL

PICE SN A=A T I o T R

AL T AR

3.1.b Employees are Follow the Recruitment Team | During Set period to

not required to deposit
any kinds of original
identity certificates,
National 1D or deposit
money to enter the
factory

ATWol@ q I SRR
e =2 I |

Recruitment Procedure

faca orafs SepEe Few

(Admin, Welfare,
HR)

e vet (9efs,
ST, 925 oK)

Recruitment

resolve related
case such as 4
weeks

fadifas s

(AT ToT AT
4T 7 o 8
BCIED
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3.1.c Use labor from
the agent / contractor

- Screening first that
the agent are involved

Recruitment Team
(Admin, Welfare,

During
Recruitment

NA

involved with with trafficking or not | HR)
trafficking QTN (TS = T fReew
efefafy SR witay e vt (qefs,
efefify oo FIZO AN/ | PR AR Gig® F T SECEAR , 925 o)
fowmE Sitay AR M
wfes - Make agreement with
the agent/contractor
that they will comply
the clause 3.1.a &
3.1.b and all other
required by labor law.
s/ Femics A «=
R 0.5.9 GR 00K
AT SR 5 T
PO A |
3.1.d Employees can In case of resignation | HR & Admin During Set period to
resign from Job by by the employee: Team Termination / | resolve related
their own will TEADCE PO G Resignation | case such as 2
according to the ArSyIIa 2wl @Z5 S IR T weeks
condition of LGl AR/
employment contract. | - Inform to the concern Arepea sy | e
senior / department (ATF B
w11 e e 2= | manager. RRARGE
SRS IS piee *$ EREEREICREMIE SRR SHIIEY
SIS FE TS AT | RGOS SIS 2T
S AR |

His/her salary can’t be
withheld showing any
reason i.e.
absenteeism,
alteration, extreme
production pressure.

TAWCTR B GF FIAC
O (o o I A
EIll

-Senior / department
manager will try to
negotiate and discuss
reasons with the
concerned person
within the shortest
time frame.

s/ e g
42 fea e s
TR o0 g ST WLy
ICETOAT RS |

If they agree with the
person about next
steps, then they will
forward that
resignation letter to the
HR / Admin
department mentioning
with the effect
resignation date.
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M SRR TS 2T T
O OIRAT AmepTa
P/ e fereem
T a3 fdea e |

-HR / Admin
department will check
his / her personal file.
Also HR / Admin team
will collect
confirmation from
Accounts Department.
NP/ 2P for
O Afere w2 o &
FAE | (T2 AL
NPT/ L W
oot fom T
fAFeewan i@ ae F0F |

- HR / Admin team
will prepare full &
final settlement based
on his / her dues as per
Laws to respect with
the concerned persons
approved resign date.
EREERIE SR aET)
S O i oyt
OJR FOTS AN
AT/ e o
A=Y I |

In case of termination,
the company will
follow the termination
condition as per the
contract.

TOAIGCT SR, I
I SRS SRR *1%
PR FACS |

3.1.e. Involving in loan
or wage advance and
pledging the work in
return

TS YR I AT TG
SR IR GIHTS 27

-Follow company loan
procedure.

I G Aafo
PR

HR, Admin &
Account dept

TP, ¥ G

feor e

When person
applied for
Loan

TLT (PR PR
G AT
A

Set period to
resolve related
case

9 o1 e
IATLICNT I

<

MEK)
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3.1.f Voluntary over
time
@it feE FHTH!

Admin team/
production team shall
announce early about
any sorts of over time
based on the
Production
requirement.

2T/ TA Wl

T wfooTed Afves
TGO T e |

If any worker have any
problem to perform the
over time. Then he /
she should
immediately
communicate with the
concerned production
senior.

T (I & wfsfes
FATD] AT FACO TP
Y | O (T oo RS
T Teowe SaecTa
&S @I TS |

If production team is
unable to allow his/her
to leave; either
production team or the
concerned person
should inform the
HR/Admin team.

I TeAme vt o7 Bfoa
eyt e S =7,
SR TRAMH Wl SR
T i TP/
e RS SR |

HR/Admin team will
consider the both side
— production pressure
& the reason of
unwillingness of the
concerned employee,
then come to an agreed
conclusion for both
side.

T/ &[T wel

HR & Admin
team, Welfare
NN 8 Q¥
7T, SRR

Whenever
there is
overtime.
T N
Sfsfae FHH!
T |

Set period to
resolve related
case

fRufifers s
(AT AN 4T
7+

Page 10 of 17



ANANTA

PARADISE WASHING PLANT LTD.

L] A WORLD
OF FRSHION

TRAWMCE 1% 4R T&
Ton s [eaoer @
f=ifers e ze |

3.2 Communication routines:

Activities (What) Procedure (How)/types Who When Time Line
of communication tools
FgE= () &fs (fFer)/amEs = 4
ey g
3.2.a Communicate Meeting HR & Admin Monthly Last week of
within the team TSf team, every month
Compliance & | &fe w7
TR 0L QAT (keep record of meeting | Welfare Team oS e <
minutes ) FRCZ
(e I e FeTwey NPT 4R
1) ST VT,
FECT @R
SEETCFAE Aot
3.2.b Communicate Meeting HR & Quarterly Suitable time
with the Top TSf Compliance
Management AP @R [cpiiged RIS ST
(Owner/decision (keep record of meeting | =G
maker) minutes )
B9 ST SOy (o P R TR
QAN (Wfers/ Prame )
LESEIC)
3.2.c Communicate Meeting / Training HR & Admin Monthly Last week of
with the Mid team, every month
Management (Before arranging any Compliance & | &fe wcT
meeting/training Welfare Team efs MR 17
[ECRVICRe e A session, circular notice IR
QIR to the concerned first UELACERUR)
and keep record of arefie o,
meeting minutes ) I 9
ffr/dfr (W) Gk @3 | ereiceae Bx
T4 A2 Ifers e
T emi @R ffor-ag
Praltes (@6 R T4 )
3.2.d Communicate Meeting / Training / PA | HR & Admin As soon as Follow the
with the existing system / Notice Board team, possible cover | Training
worker Compliance & all existing schedule
fifbe/ @fer/ fa Fieow/ Welfare Team | workers(not
s wfices Sy T @S include more | R RPLHT
G @3y, WE 9% than 40 eI B
(Before arranging any aefiE B, participants in
meeting/training FHEH dC each session)
session, circular notice | scECEIE B
to the concerned first TS STOrSIE 7eq
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and keep record of SEricksal
meeting minutes ) i (afe
LTI 8o
(fifSe/ G @ 71cd sef¥® T QT
IS 2R o= ewia SRHERAPIA
@ fifbe-a3 Praies @Fe QTS AR )
TR )
3.2.e Communicate Meeting / Training / PA | Induction Communicate | Using the
with the new worker system / Notice Board responsible/Wel | after joining orientation
fare (not include schedule
Tow wfira Weay @A | b/ G/ Pra oo/ more than 40
TG @S Tow/ Sferae participant in | “fafo® 2eww
nifrgae Jyfe/ each session) | SREH =R
(Before arranging any SR
meeting/training [SIRLI(SERE
session, circular notice Qe (2
to the concerned first SYCIIC 8o
and keep record of G Q@
meeting minutes ) SRR
(ff5e/ G @3 71 =42 IS A )
e 20 o e
e ffbr-«3 Prales @Fe
SR F4[)
*Prepare Training module & Schedule and follow accordingly
@GR TAMIA '@ TRFHT CoAT IR OF TARRASITI P 4T
3.3Feedback & Control routine:
Activities (What) Procedure (How) Who When
3.3.a Internal audit Internal audit done Internal audit Based on
through team organization
rereds fars! Srereds AR Ao reresi fNa | priority but
A LGl routine need to

Tools could be used —

1.

Checklist (Prepare a
checkilist to verify the
forced labor routine &
procedure clause 3.1&3.2
are properly maintained or
not.)

(b0 NLFT AGIR Al
@ (EE7E &V 0.5 GR ©.2
«q TS FoT 9k afe
THNCTT R 1

Questionnaires(Prepare a
guestionnaire to get
feedback from

1.Worker Interview
SAFF ITHI[ST

2. Management
Interview

TCAGAD 3D[SS

3. Documentation
checking

THETH* (BfRR

4. Visual inspection
(All Must cover 3.1 &
3.2) R v Fce

be set/ declared
specifically.

T fofs w7 g
et A eeas/
BRIEER S RAIEE
%4 |

** Eor the feedback
and control routine
“when & Time line”
columns are integrated
together.
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worker/production mid
management/production

management/HR & Admin

team)

TRGIE N (S FAT AR
i/ (@re fie
TIICSCD/ (TSI
TSGR @G3R
2T (T FCATF (e |

9

T(E R TERS A6
TSI FFT 20T fFa
of f9foe Far

- Check recruitment
procedure is properly
maintained (3.1.a,
3.1.b,3.1.0)

o afs Afdweng
& =1 o ife=e a1

- Check
resign/termination
procedure is maintained
or not (3.1.d)

AT/ T A%
Hfoweis 2R & 1 of
“Afel a1

- Check loan procedure

(3.1e)

- Overtime routine is
going on accordingly
(3.1.1)

Sfoiie IO FoT
SPIICE B 5 1

-Training routine &
schedule is followed

properly (3.2)
AR FHF GIR TN
JURASIT AT el
3.3.b Reporting - Prepare report based The concerned | As soon as
on findings team of forced | possible after
aferame TR &oF fofe labor system or | using any of
elfstane Codt a1 any one feedback
according to the | method but
- Meeting with team/ company routine need to
top management choice. be set /declared
W/ B SICASCNCod I specifically.
o M RFEE | TO Orereliy eT
- Root cause analysis/ | 7 1 (@R 08 TS
why the findings? R S @ frears o 5
T I RO/ &7 T | @ TS | TREPT e/
? AfmEers T
40
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- Corrective action

oS P
3.3.c Control - Risk analysis the The concerned | Based on
possibility of team of forced | organization
[BREQ] reoccurrence labor system or | priority but
LRI ER SRR any one routine need to
IRSERE ] according to the | be set /declared
company specifically.
- Preventive action: choice.
what preventive action A SDIT W TG
can be taken to control | TEREES &Y T3 fofe a3 fog
reoccurrences of the Awfod A WREB | STREHT Hinee/
same issues W& A @A T 0
afotary 9y : 998 [ww | AW A @
I [ WO G @ FS |
STy 7Y a7 I
TACR?
- Follow up: preventive
action is taken
accordingly
O o1« AR S
ofSTaTY g 92 |
3.3.d Remediation If the result from Overall Based on

ARSI /FRTHLTLTS

feedback requires
changing any
procedure, then change
accordingly.

(T ongRel OItd 2IfiaeH
AT |

responsible of
Forced Labor
System with the
concern of Top
Management
TR carREES
AT YA L
EREER IR
B SICTECTD |

requirement

I_CI

4. Communication & Implementation:

TAMATCAT QR IR 8

4.1 Communication: Follow the Communication routine (3.2)
QAT § QAT TREHT PRl T (3.2)

4.2Implementation: Follow the Implementation routine (3.1)
IR ¢ AR TRPI>T SPrel e (3.1)

Monthly training schedule (T3 2fre FERH)

Page 14 of 17

ANANTA

mA A WORLD
OF FRSHION



PARADISE WASHING PLANT LTD.

ANANTA

MAKING A WORLD

OF FRSHION

_ Target Group _ Responsible | Training Period | Frequency
] Topics (Participants) Trainer D t t AT 4
o R T efrrs W%g@% Date | Time e
(SR*RAI) lIEN) T A
Induction/Orientation for Respective
newly recruited Workers/ Newlv Recruited Welfare &
1 Employees, Appointment V\)//orkers HR Officer HRD After Recruitment Continuous
letter. o i et e e s | SeRerem et R @ BN
o Wi/ R SARSTS, ? ' G TR
g g !
Working Hours, Overtime, S After After
Calculation of Wages & OT, Execufive- Recruitm | Recruitme
2 Company Code of Conduct. Workers HR HRD ent nt Continuous
FATH, oS FHGOT, Tgar Hffipore B e AT erst BETI
G Sfele FITBE 279, ° 25 )
@ SfeTET 420 S
Executive e e s
3 Buyer's Code Of Conduct. Workers Compliance | Compliance/HR | “it@ Continuous
IR oA e it D BT
I
Disciplinary Procedure, Sr. After After
Compensation & Benefit Executive- Recruitm | Recruitme .
4 | (Including Leave facilities). V;/_]%;(gs HR ‘IIW:"LRTWDﬁ\TST?T ent nt COQ:Q;OUS
T g, O 8 1 afEfsebe -
ARAPRR (75 4rrR) Rl
Child Labor, Forced Labor, After After Continuous
Discrimination, Harassment Concerned team DGM, HR HR & Recruitm | Recruitme
5 & abusive behavior. for forced labor compliance Compliance ent nt
TR, (SR=ES @, 9, TERRES SR & fefeas, @35 PV @2
TN QIR 4R AT EREER S FCH T
KITR
Child Labor, Forced Labor, e R AtE | e
Discrimination, Harassment DGM, HR HR & MR
6 & abusive behavior. Top management compliance Compliance
R, (SR=ES @, 09, B WSS fefeaw, @35 NPT @R
TN GIRTAT G3R ATA S FCH I
SibEC
Child Labor, Forced Labor, After After
Discrimination, Harassment Mid-Level Manager-HR Recruitm | Recruitme
7 & abusive behavior. Management TGRS HRD ent nt Continuous
forer, (=S @, I, e-tareT o NPT et BN
TR R G QR G i
SIED
Child Labor, Forced Labor, e R At
L Sr.
Dlscrln_nnatlon, Harassment Executive- I
8 & abusive behavior. Workers HR HRD Continuous
TRy, (e v, 9, s B s . | T e 5eTI
TR GRRZIRA GR, A= ° i
SIED

5. Feedback & Control: Follow the Feedback & Control routine (3.3).
e q 95 : frogie «w fae st wepEe w4 (3.3) |

Example of reporting:
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Internal Audit Findings & Correction Plan | Date:

S AT APTPTRR GR TG AfTSHT oifas:

Company Name: afe$icTa =

Unit name: W

Internal Auditor: =@ 24w

Team: W&

Audit Number &= F==

Audit Report Submission date

e CAVIC LG ERS BN
Audit Root cause | Corrective Responsible Proposed Remarks
Findings analysis actions person completion &S
TPTTR T T e T fefm | wifgene fe | date
AL e PE IFMCTI

ECSIASIIER

Controlling activities:

Risk analysis: At first analyze the risk, who, why and how break the rule and assess the

impact.

s Rees « 2o I R[eses F3ee =@, &, @9 9R [FerR fwm oo weace @ Reicss ke fAdiwe

PO A |

Preventive action: Take preventive action based on risk analysis.

efscary g : I [Reeaeas fofere efstary 3yl fire =3 |

Follow up: Follow up the routine that, is it working!

PR A 2 PO NI APRA FACO (A (@, AT TG FACE 15 7 !

Remediation : To resolve the raised issue.

- Tgm PG IR e o= 47 |
Internal Resources SIoRaq &=
1. Recruitment Policy foemer srast
2. Loan Policy TG Aol
3. Resign & termination policy ATSIIo/ SR 2wl
4. Internal audit policy TG TR “aror
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