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Routines& Procedures

3.1 Implementation routine (Ire<rcas FEIO!):
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3.2 Communication

routines: (AT 701

Activities (What) Procedure (How)/types Who When Time Line
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*Prepare Training module & Schedule and follow accordingly
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3.3 Feedback & Control routine: (Fegis «r fazrae semt)

Activities (What) Procedure (How) Who When
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4. Communication & Implementation:
T O VIR 3

o o

4.1 Communication: Follow the Communication routine (3.2)
AT 8 AT FTTPo! Pl T (3.2)

4.2 Implementation: Follow the Implementation routine (3.1)
VIR 8 IR T Sepraiel wee (3.1)
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Monthly training schedule (S sifsrm=y IO

Target Responsibl Training
Group e Period
Sl Topics (Participant Trainer Departme Frequency
= s) e nt Date | Time | 23 97 eafds
TR % niftfgene | ofed | T
(GSRESRIED) et
Induction/Orientation for newly Newl Respective
recruited Workers/ Employees, Recruitzle d Welfare & HR HRD After Continuous
1 | Appointment letter. Workers Officer ST Rt Recruitment S—
Tou Wi/ FHER Afffs, - P, fe fer T @32 R @
fAaIotefa e Lk ' TR et
Working Hours, Overtime,
Calculation of Wages & OT, St Executive-HR
5 and Company Code of Conduct. Workers s aﬁﬂﬁ@%@ &% HRD Continuous
FB], fefae FHITH!, Tga @< e ° e T felel B
T
3 Buyer's Code Of Conduct. Workers CE)r;?;Il:ErYfe Compliance/ Continuous
IR T o v : HRD BETIE
Disciplinary Procedure,
Compensation & Benefit Sr. Executive-HR .
4 | (Including Leave facilities). Wﬁorks?;r{s s wfafesie - 43 HRDﬁ@m Continuous
S 37, FeF ¢ FRAPTR G
(U LRSI
@il ko Forced Labor, Concerned team | DGM, HR HR & .
Discrimination, Harassment & ! . Oncein 6
5 | abusive behavior. for forc/ed labor ﬁ;%)mpha%r;ce Compliance months
P, (oo W, ey, 2RI ﬁ%ﬁ T, 42 S A b T qF
I R A S A e e
. After develop
Ch'ld. Le_lbor_, Forced Labar, DGM, HR HR & policy or after
Discrimination, Harassment & Top ; . -
6 | abusive behavior management compliance Compliance any revision
Pl fefqaw, @3p @ | TETM @R BUCEIGICERCE
e, R @, {Ew, 279 ERylCie e o
QIZIAN e A MBI AT A A S N
BRI ERIc|
Child Labor, Forced Labor, .
Discrimination, Harassment & Mid-Level
7 | abusive behavié)r Management Manager-HR HRD Continuous
R, cord e, 7, 2 Se-teres JRFF-G2B AF | AWM [oref BETSIE
GIRIANT @R A A5 e
8 Child Labor, Forced Labor, Workers Sr. Executive-HR HRD Continuous
Discrimination, Harassment & il f1s affsete - W35 | Mmoot Panic
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abusive behavior. RIE)

o, (o W, ey, 2

GRRIAN! @R AT A6

5. Feedback & Control: Follow the Feedback & Control routine (3.3).
e g3 FET : froae wwe faacm st weEEs 941 (3.3) |

Example of reporting: (Rt vz Swiza)

Internal Audit Findings & Correction Plan Date:

WS ST APPPTR G TG ARTHN wifae:

Company Name: ef$ie=

Unit name: IBFGa TN

Internal Auditor: =ms *rfczws

Team: W&

Audit Number s T1=9

Audit Report Submission date

srfcw Sifedl it sifid

Audit Root cause | Corrective Responsible | Proposed Remarks
Findings analysis actions person completion date | =
ST o1 I Ko | 1oe w e | wiitgee wfe | et sreimitas ey

ST IR

Controlling activities:

Risk analysis: At first analyze the risk, who, why and how break the rule and assess the impact.
s Reaee : eve I e T90e 2@, @, @ 932 [T e o FEee @3 Tidces Ak i saee
A |

Preventive action: Take preventive action based on risk analysis.
eifStaiy 7! : I e fefere afswiy awg s 2@ |

Follow up: Follow up the routine that, is it working!
S T FHCTR AL P TS A (7, BT F1e FR 6 1!

Remediation: To resolve the raised issue.
AL . Tga AP0 TN PTas a2 41 |
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