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Routines& Procedures
3.1 Implementation routine (IWIFTTR TP

Activities (What) Procedure (How) Who/Designation When Time Line
FigEent () Iafs ([Feit) /7 U
3.1.a Not accept or Follow the Recruitment Team | During Set period to
support the use of Recruitment Procedure | (Admin, Welfare, | Recruitment | resolve related
forced / prison / HR) case such as 2
bonded labor e e S e | weeks
s v (9efsE, fdifas s

TaR=ES AW em & SRR, U326 SF) (TF ToA1
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JICS AN QN7 A
ANLTCIANT 77

AL 1 21TS
I R ARR

3.1.b Employees are
not required to deposit
any kinds of original

Follow the
Recruitment Procedure

Recruitment Team

(Admin, Welfare,
HR)

During
Recruitment

Set period to
resolve related
case such as 4

the agent / contractor

the agent are involved

(Admin, Welfare,

Recruitment

identity certificates, e Al SepRe S ey | weeks

National ID or deposit s vt (gefsE,

money to enter the SRECFE, A25 S19) fadifars

factory (TP 9B
ST F41 7S

TFIIFACS LTICR A AT 8 TIZ

ARG I T BIFE

RS 741 |

3.1.c Use labor from - Screening first that Recruitment Team | During NA

His/her salary can’t be
withheld showing any
reason i.e.

-Senior / department
manager will try to
negotiate and discuss
reasons with the

involved with with trafficking or not | HR)
trafficking AT (TS R @ feCRTCs TR
eifsfafy S@ta weay s v (9efsE,
Afoffy ToF e T/ | [P MR Tive 1 STAECHAR, G35 )
ILRERC IS ERSISTIE R
oS - 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.
aifsfafyy o e
A S3TTR 9.5.9 G
9.5 g1 S pfe
IV TS 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 ToABCE FAOA FGF Resignation | case such as 2
according to the Awegiaiefg eniw Zp {3 qTfT weeks
condition of LGl oA/
employment contract. | - Inform to the concern septeR ww | ffas
senior / department (ATF Ao
ol ©Ia e 3= | manager. L
S e e WS | B Sifvre /e TR
SIS PG e ATeR | IRBIADS IS T
FACO AN |
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absenteeism,
alteration, extreme
production pressure.

TAWCNR B @7 FIAH
O (o Ffore 4l A
|

concerned person
within the shortest
time frame.

e/ e a=gie
EREERIE R EIED
TR 0 g S Wy
AICO FC |

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.

W eIl e 2 Te
SIZCE SRl Ameriaeia
AT/ =1 foieam
Fte I T]E ©Ifdd
T 3@ Ao @ |

-HR / Admin
department will check
his / her personal file.
Also HR / Admin team
will collect
confirmation from
Accounts Department.
TR/ e et
SRR AfETe qf 2w
FAE | (73 AN
T/ S Wel
T et e
Rfveaaa 7@ a2 A |

- 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.
1B e Awegisl a=w
T I S & AR

Page 9 of 18




ANANTA

MAKING A WORLD
OF FRSHION

ANANTA GARMENTS LTD.
ANANTA SPORTSWEAR LTD.

Nishchintapur, Ashulia, Savar, Dhaka-1341

SRR O e e
@32 pOS e
T/ 2T ey
AR I |

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

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

T (@ S Sfsfae
FAGH M FACS
A R | O (T Foed
EIPCRRE AT
TrotE RS QI
FAE |

TOAIGE 2,

A e STt

AR *[S SPTR

A |
3.1.e. Involving in loan | -Follow company loan | HR, Admin & When person | Set period to
or wage advance and procedure. Account dept applied for resolve related
pledging the work in Loan case
return TR T AwS I, ST I (PR FeeE | S I e
FHTE IR T A TGAS | PR 3R T et Ty ST ST T
S 3R TS Q7 AR K
3.1.f Voluntary over Admin team/ HR & Admin Whenever Set period to
time production team shall | team, Welfare there is resolve related
@fogs Sfsfae FTH! announce early about | TR @ &= | overtime. case

any sorts of over time | wel, SFECFTR T (TN fR«fifas s

based on the S AT | (AT AL F41

Production T | KR

requirement.

2T/ BATA W

TeAMTR Bifgnia THx

fofs Tta wfovren @ftes

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

M AW vel ©F BioT
efs ee weEe =7,
IR TAW e ST
B I TTIm/
2 [eltE S |

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.

RPN/ T e
TEAMCTR DI R TS
AP ARIT T, T4
Toy e femat s
fifers e 26 |
3.2 Communication routines:
Activities (What) Procedure (How)/types Who When Time Line
of communication tools
Fig () “afe (FeIR)/@es 53 B2kl
fRfoq g
3.2.a Communicate Meeting HR & Admin Monthly Last week of
within the team ol team, every month
Compliance & | &fe st
GER(SIReIRICID] (keep record of meeting | Welfare Team Afe = 17
minutes ) AR
(TR T 7@ ™ AT @32
) =7 e,
T G
GETCFAE Aet
3.2.b Communicate Meeting HR & Quarterly Suitable time
with the Top ! Compliance
Management RICEE Rl RUER tawitre ARG TN
(Owner/decision (keep record of meeting | ¥z
maker) minutes )
B9 IESCICHd Mg (FTorR Y R e
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meeting/training
session, circular notice
to the concerned first
and keep record of
meeting minutes )
(ffbe/ Tfe @3 =td 1¢
FIECH AT T &
«3e ffbe-«a Praices @@e
ST 1)

M 219
et (&fs
ST 8o
S (@

R GETET|
2FTS AR )

Qe (N e | w4)
ARSI
3.2.c Communicate Meeting / Training HR & Admin Monthly Last week of
with the Mid team, every month
Management (Before arranging any Compliance & | &fs w1
meeting/training Welfare Team gfs o™ 19
fAIC TSG04y session, circular notice LR
e to the concerned first aZp qK 9T
and keep record of arefie o,
meeting minutes ) FEACTH OT
ffoe/Gf (o Gk @7 | ecemcram B
i< B e e
TG e G3R fib-«s
P&Ited (@FC I 31 )
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
by G/ 2@ Bressy/ Welfare Team workers(not
e «fiesa ey [QUERESIM include more | WG TP
cIsIeel «3p, W I than 40 SPTR P
(Before arranging any «ufiT B, participants in
meeting/training FE OT each session)
session, circular notice | etEeTCEAE BF
to the concerned first TS Ierelfg e
and keep record of e et
meeting minutes ) izl (afs
ST 80
(Ffbe/ Gk @31 7td =1 R &
[ISTS YT G @i RRgLESEAE]
@3 fafbe-«3 Praitss @we HCS 2R )
AT T4 )
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
Tod HfCFR My ffbe/ G/ e By more than 40
QKR [QUERESIM Tou/ Sfecas participant in | #fifo® zeam
vifrgane 3fE/ each session) | TS A=A
(Before arranging any ST
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*Prepare Training module & Schedule and follow accordingly
G TAWIE @ ITFEP! Codl R ©f ARSI SPrae 4l

3.3Feedback & Control routine:

Questionnaires(Prepare a
guestionnaire to get
feedback from
worker/production mid
management/production
management/HR & Admin
team)

G AN Codl 4l
Q3R ¥fi/ (eeia fire
IS/ (TS
SPGB/ TR G
2T (ATF TFeanS (el |

4. Visual inspection
(All Must cover 3.1 &
3.2) i sifawea Face
A G TrFf© SATBefe
ARSI I =0 ol
o ffee T

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

e orafs AfdTea 2=
& =1 ot “ife=st =41

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

AWegIol/ TR “afe
Afowerta zoR & 71 of
Al T4

- Check loan procedure
(3.1.¢)

Activities (What) Procedure (How) Who When
3.3.a Internal audit Internal audit done Internal audit Based on
through team organization
RISCEEReEik| SS@A R e wreyeds i | priority but
AT LGl routine need to
Tools could be used — be set/ declared
1.Worker Interview specifically.
1. Checklist (Prepare a SFE TIOT
checklist to verify the 2SO &g
forced labor routine & 2. Management Tofr fofe wea g
procedure Iclause_a ?1&32 Interview STl e/
are properly maintained or
not) TSI THIST gflﬁw T
CbIFTEER NG ABIR 40 : '
(T OG0, @92 0.3 3. Dogumentatlon
Q TrEfe #hw ¥R safs checking e
FHACTT TR S A

** For the feedback
and control routine
“when & Time line”
columns are integrated
together.
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TG oS ARG Tl
- Overtime routine is
going on accordingly
(3.1.1)
el o] o
SPANCE HeIC [ 1
-Training routine &
schedule is followed
properly (3.2)
AMFFFCTR FoF G2 TREH!
YR AP F1
3.3.b Reporting - Prepare report based The concerned | As soon as
on findings team of forced | possible after
afstame TP &R fofe Fea labor system or | using any of
afsrana todt 1 any one feedback
according to the | method but
- Meeting with team/ company routine need to
top management choice. be set /declared
W&/ B SFCASCCod AN specifically.
BIEN TEAE &
A& AN L Te SUrelf el
- Root cause analysis/ | 7 1 (@I | 208 (TS
why the findings? oW SR @ ey e fog
6 TR RO/ & A0 | (1 S | TRLp! M ewRe/
A2 AfRMEeR A
>4l |
- Corrective action
3.3.c Control - Risk analysis the The concerned | Based on
possibility of team of forced | organization
feas reoccurrence labor system or | priority but
V<G W5 IRy 6 any one routine need to
feerad =1 according to the | be set /declared
company specifically.
- Preventive action: choice.
what preventive action 2AfSDITTR wPrg
can be taken to control | tEREES & T fofs v g
reoccurrences of the MEISE RSN TR T gaw/
same issues wel A @R T
AfetaIg 43F) : 9F8 AW | g™ oI @ @
IR IR T WGR Ty @ G |
Afotaiy g &= F4
RACR?
- Follow up: preventive
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action is taken
accordingly

efetaiy 3 a9 |

R I | ECR G E)

3.3.d Remediation

ARSI AT

If the result from
feedback requires
changing any

Overall

responsible of
Forced Labor

Based on
requirement

procedure, then change | System with the | fczicsm S fefs
accordingly. concern of Top | 3@
Management
*feq SRS a1 vaPR | &N [AFE A
20 oMIgEe Od RS | RE wifitg
IS | I 5o
| ST |

4. Communication & Implementation:
T A3 IBVIEA 8

4.1 Communication: Follow the Communication routine (3.2)
AT 8 AT FTIo! Srprael T2 (3.2)

4.2Implementation: Follow the Implementation routine (3.1)
JIBIT ¢ IV TPp! el T2 (3.1)

Monthly training schedule (Fif af* =« A=)

Target Grou ) - .
, get. P . Responsible | Training Period | Frequency
Sl Topics (Participants) | Trainer Department o 8
R W T afires mﬁ%mﬁw Date | Time | 3 oo
(GSRESRIED) ' wifa Bk A
Induction/Orientation for Respective
newly recruited Workers/ Newlv Recruited Welfare &

1 Employees, Appointment V\Xllorkers HR Officer HRD After Recruitment Continuous
letter. S . e fie v | SReTm Rt fecateam =fca BTN
WW/W@Q;%B\Q’ R ) Lﬂqgw
fetea eme Fwef
Working Hours, Overtime,

Calculation of Wages & OT, Sr.

2 ?:nodngﬁchany Code ! Workers R HRD 01.04.13 | 3:00-345 | Continuous
e, sfefte nB vad R g S B BT
@3 Sfefie FHToE 27, - a5 Wi
R i
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Executive
Buyer's Code Of Conduct. Workers Compliance | Compliance/HR 02.04.13 | 3:00 -3:45 Continuous
T o e afgfeeie D Y - : -
A
Disciplinary Procedure, Sr.
Compensation & Benefit Executive- .
(Including Leave facilities). V;/%ggs HR srmaﬂliviRWDﬁ@m 03.04.13 | 3:00 -3:45 Comous
T 77F], Fro7T frs afafseite
FARGTIR (R4 AR4FTIR) - 9% I
Child Labor, Forced Labor,
Discrimination, Harassment Concerned team DGM, HR HR & Once in 6
& abusive behavior. for forced labor compliance Compliance ) .
o, (SRES «(¥, 39wy, TERES ¥ ) fofqaw, 35 TR @8 07.04.13 | 3:00 -3:45 months
T AR G2 A1 AT W T A T O T G
SILSCE
Child Labor, Forced Labor, Agltﬁ:r dsrvzg)epr
Discrimination, Harassment DGM, HR HR & pan ¥evision
& abusive behavior. Top management compliance Compliance 10. 04. 3:00 -3:45 ;ﬁﬁﬁww
R, (@RS =¥, 9w, B MCTSACB feaw, 935 NPT G 13 ' ' o W@ ’
I QAT @ ARt I IR IR y
Sios FIf*re zeTR
AR
Child Labor, Forced Labor,
Discrimination, Harassment Mid-Level Manager-HR
& abusive behavior. Management T HRD 04.04.13 | 3:00 -3:45 Continuous
I AR @2 QR TPICTSCT A
NILSEE
Child Labor, Forced Labor,
AR Sr.
Discrimination, Harassment Executive-
& abusive behavior. Workers HR HRD 06.04.13 | 3:00 -3:45 Continuous
free, qimsE &=, (D, e fog afeps | T et e ' ' BT
I QIZIAN @ A ° 435 W
SIrEC) ’

5. Feedback & Control: Follow the Feedback & Control routine (3.3).
e G FTET : frare wwe fRaac sTEelh! weeEw w9 (3.3) |

Example of reporting:

Internal Audit Findings & Correction Plan

IS G HPHITR IR T ARTEAA

Date:

Company Name: ef$itT 7

Unit name: IBFHa TN

Internal Auditor: =18 * =<

Team: wel

Audit Number /%= F=ia

Audit Report Submission date
AT Sifers! iR eift
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Audit Root cause | Corrective Responsible Proposed Remarks
Findings analysis actions person completion RUCS]
TR T PR wfos T iy | mifrgeie 317 | date
AT feeEw PG AW

Ry wiferd

Controlling activities:

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

impact.
e R : alvwa % Resam F90e '@, @, @ 932 [Fora o o Fcarg «32 A@Ices #AfRwe [dwa
TS A |

Preventive action: Take preventive action based on risk analysis.
afStary 477 : I Resaee ffers afewmg wreg fre =@ |

Follow up: Follow up the routine that, is it working!
SPTR Tl 2 FIOCTR NGO FAPTR FHCS =0 (@, BT Bl FACR 3 1!

Remediation: To resolve the raised issue.

. By S LR e oz 41 |
Internal Resources Sei@sq e
1. Recruitment Policy st stast
2. Loan Policy G el
3. Resign & termination policy ATSTI9l/ AR s
4. Internal audit policy oG A st
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PR FCANTT TAFER 89 ofe I A4S TS At @ron, A% w3 S@mil @ @ Frmw
Pl AR, AN, R FR TS FATH I |

Afetfy FFEa wifae
{7 fafet wifae
oy f7fet wifae
8¢ fafst wifaw
e 7t wifad
e 7t wifad

2 I8 059
3 M98 2058
3 I8 205¢
S AT 054
TR 205
IR 056
AR 2030

oo oo oo
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