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Routines& Procedures

3.1 Implementation routine (IWIFC FIIHY) :

Activities (What) Procedure (How) Who/Designation When Time Line
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3.2 Communication routines: (CIITATa F=10! )

Activities (What) Procedure (How)/types Who When Time Line
of communication tools
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*Prepare Training module & Schedule and follow accordingly
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4. Communication & Implementation:
T QR VIR ¢

4.1 Communication: Follow the Communication routine (3.2)

CIIAATTAIe ¢ ISTITC ST Spraet F64 (3.2)

4.21mplementation: Follow the Implementation routine (3.1)

I ¢ VIR TL! PRl T (3.1)
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MAKING A WORLD
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_ Target Group . Responsible | Training Period | Frequency
Topics (Participants) Trainer Department o478 %As
= A T efirss Wﬁ% oiie o Date Time eafye
(IR ' i T A
Induction/Orientation for Respective
newly recruited Workers/ Newly Recruited | Welfare & HR . .
Employees, Appointment Workers Officer HRD After Recruitment Continuous
letter. ) o wfi P | e e e A Rels e A Papic|
T 2firw/ FoEE ~fhbfs, ol
fcaetvia gnre
Working Hours, Overtime,
Calculation of Wages & OT, Sr. Executive-
Company Code of Conduct. Workers HR HRD 01.04.15 | 3:00 -3:45 Continuous
FATO!], WSfe FH!, Tgar @R RIEERT s afgfeefbe - | wweerim e s R BT
Sfefie FHIHR TR, @=ae @25 SR
TfexrEm
Executive
Buyer's Code Of Conduct. Workers Compliance Compliance/ ) . Continuous
R [N it afaeee HRD 02.04.15 | 3:00 -3:45 ST
IO
Disciplinary Procedure, .
Compensation & Benefit Workers > E);chzutlve HRD Continuous
(Including Leave facilities). . ) 04.04.15 | 3:00 -3:45
% i Hfiae g i?ﬁﬁ;f@ Arm et BETI
RGP (269 FRAFTR)
Ch'ld. L‘?b‘”: Forced Labor, Concerned team DGM, HR HR & .
DiSIINATEN Harassment for forced labor compliance Compliance Once in 6
gmzzus%zgggxo%w ST A T | o, €35 @ iy 07.04.15 | 3:00 -3:45 . mrjnzg[n;iim
I @32 A=A S B T e e
Child Labor, Forced Labor, DGM. HR HR & 'A;f:ﬁ:r doerV::‘?epr
Bl HoN Harassment Top management compli’ance Compliance pany )r/evision
& abusive be/hawor. O foferam, 435 L 08.04.15 | 3:00 -3:45 S ST
e, (@R%ES @, [q9, J -
I @92 Aot b2 FAEA FAEA 2T LT ©
ReN A
Child Labor, Forced Labor, .
e Mid-Level
RicenliMEIon; Harassment Management Manager-HR HRD Continuous
& abusive behavior. P TS W | S Rt 05.04.15 | 3:00 -3:45 —
LI @92 AR S5
Child Labor, Forced Labor, .
Discrimination, Harassment Sr. Bxecutive-
. - Workers HR HRD Continuous
& abusive behavior. . 06.04.15 | 3:00 -3:45
e Hfiae ﬁot:?;%m@f@— A et BETIE
TR @3 A=A A5a ’
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5. Feedback & Control: Follow the Feedback & Control routine (3.3).
e g3 FET : froae wwe faacs st weEEs F41 (3.3) |

Example of reporting: (Rt vz Swiza)

Internal Audit Findings & Correction Plan Date:

I AAEH TPHITR G AL Awgal

Company Name: @it

Unit name: IBFHa TN

Internal Auditor: =18 s

Team: W&

Audit Number “&<=« =1

Audit Report Submission date
AT IfeT! iR eift

Audit
Findings
STPTFPTIR

V4

MRISED]

Root cause
analysis
POAECRS(eEO

Corrective

actions
o e ooz

Responsible

person
nifrgeled Wi

Proposed
completion
date

JIE AW
ESSIASIIER]

Remarks
TS

Controlling activities:

Risk analysis: At first analyze the risk, who, why and how break the rule and assess the impact.
I Reaem: auew I Revew F30e 7@, &, @ 9 [T 7w oF IR0z 93 AT Afwa [dwm Fare

R |

Preventive action: Take preventive action based on risk analysis.

afStaty 7! : I Regae fefars afstay =g fire 7@ |

Follow up: Follow up the routine that, is it working!
P FA: PO TG AP FACS A @, 5T IS FACR 6 1!

Remediation: To resolve the raised issue.
» By S IR aie oz 41 |

RRINIC)
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