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3.1 Implementation routine (IR DY)

ANANTA JEANSWEAR LTD.
277/2, Kabi Jashimudiin road, pagar,Tongi, Gazipur.

Activities (What) Procedure (How) Who/Designation When Time Line
Frg=t () s (fFer) /A LT

3.1.a Not accept or Follow the Recruitment Recruitment During Set period to

support the use of Procedure Team (Admin, Recruitment | resolve

forced / prison / Welfare, HR) related case

bonded labor G afs SepRe e s | such as 2

e v (gefa, weeks

TR /31§ eam & GEECFAR, 935 e s

TS AT Q=TT AT oI (T BT

LA T T A
M R AR

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

not required to deposit | Procedure Team (Admin, Recruitment | resolve

any kinds of original Welfare, HR) related case

identity certificates, e oafs SR s e T such as 4

National 1D or deposit G v (9qufse, weeks

money to enter the GETCFAR, G2

factory RIG)) e
(A To

FIFACS ATIC T T T 7

TR (I AF— T T 8 AR

el T TR BRI

TS = T |

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

the agent / contractor | agent are involved with Team (Admin, Recruitment
involved with trafficking or not &t Welfare, HR)
trafficking MO I W ol ST RCe= T
WY G AR G fm | e we (e,
WWW&W/ ST, 926
fomI W4 TP AR | - Make agreement with | ¥)
wfes the agent/contractor that
they will comply the
clause 3.1.a & 3.1.b and
all other required by labor
law. afsffy/ Semies
M &N FZCTR 90.5.4 @R
0.3 43 SR e me
S A |
3.1.d Employees can | In case of resignation by | HR & Admin During Set period to
resign from Job by the employee: 956t Team Termination | resolve
their own will SR TGS AreIaIeE el / Resignation | related case
according to the @Zb A R JEf3T such as 2
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condition of
employment contract.

S TS pfes S
SR I ZS AT
FACO ARCS |

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

Sfefie AT b7 @
qICI |

- Inform to the concern
senior / department

manager. LREES
/e g
TS 2]

-Senior / department
manager will try to
negotiate and discuss
reasons with the
concerned person within
the shortest time frame.
e/ ey g
TRAE FTe= AL FIRA TR
fCa 81 FTICER 0Ly ST
A |

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. I
OREAl AoI9q v/
2= felte SR e
eq |

- HR / Admin
department will check his
/ her personal file. Also
HR / Admin team will
collect confirmation from
Accounts Department.
NPT/ 2P e o
Ffeers T 27w T3 | o712
AT AW/ =T el
T o tets Moo
A QA= FACA |

- HR / Admin team will
prepare full & final

‘Gl

AR/
ATSJCAT TR(

weeks

faffas st
(ACF ToTF
ST S
SUIEY
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ANANTA JEANSWEAR LTD.
277/2, Kabi Jashimudiin road, pagar,Tongi, Gazipur.

settlement based on his /
her dues as per Laws to
respect with the
concerned persons
approved resign date.
T JET e Qg FA
SIfTY 20O & SN2 @
T Jfeq 7 a3k [oTe
AleHI AP/ =T
e sifaeiy a3 |

In case of termination, the
company will follow the
termination condition as

per the contract.
OGN S2RTE , (BT

P& S SRR 2
PR AT |
3.1.e. Involving in -Follow company loan HR, Admin & When person | Set period to
loan or wage advance | procedure. Account dept applied for resolve
and pledging the work Loan related case
in return TN I AG(S TP TERTW, =7 T (@FE Fe | e TN (AF
TS YR G AT TG @R TR Tt G SR AR T
SR GR GINTS 27 FAE e
3.1.f Voluntary over | Admin team/ production | HR & Admin Whenever Set period to
time team shall announce early | team, Welfare there is resolve
@ftes Sfefie FHTH! about any sorts of over AP ¢ &7 | overtime. related case
time based on the W, ST T @I faeffifes s
Production requirement. SSfie FATTT | (AT TAGT
2T/ B Wl BRATR el Al A
@ftes FIFoR AT e |

If any worker have any
problem to perform the
over time. Then he / she
should immediately
communicate with the
concerned production
senior. LR
@ & Aofie FAO!
AN FAC© TN TF | O
@ oo AT T Teoima
TreR RS @I TS |

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

M TeAms wel O Bfoa
e e S 237, ©r=eeT
TeAme W SR kT fE
[T/ P [Korits
GIICq |

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.

NPT/ L= el
TR b1 GR TS HfCHha
v 3@ fvifers e
G |

3.2 Communication routines:

Activities (What) Procedure (How)/types Who When Time Line
of communication tools
g (76) A&fe (o) /@i = ]
Rfeq g
3.2.a Communicate Meeting HR & Admin Monthly Last week of
within the team TSf team, every month
Compliance & | @fs et
T N0 NCTS (keep record of meeting | Welfare Team oS ™ <
minutes ) ABCR
(o P 74T AT AT G
) 2T Ve,
FEACTH @R
ST Wl
3.2.b Communicate Meeting HR & Quarterly Suitable time
with the Top o Compliance
Management NPT GR [Cpiieg ARETS A
(Owner/decision (keep record of meeting | =G
maker) minutes )
B9 TS5 Ky (FToR IR R T
Q@ (TferRs/ Frare 4T)
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A=)
3.2.c Communicate Meeting / Training HR & Admin Monthly Last week of
with the Mid team, every month
Management (Before arranging any Compliance & | &fo weT
meeting/training Welfare Team oS T <17
@ MICTETCACE N0y session, circular notice IRIR
QiRieig] to the concerned first 935 9T G
and keep record of arefse o,
meeting minutes ) FHCE 9T
ffor /@GR (R Gk @ | erzemeeear o
T4 R e e
I emi @3k faftr-ag
PT&Itea @S TRIw 41 )
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
fafbe/ @fer/ fia Bresss/ Welfare Team workers(not
e ®fieea way T @S include more | @R RO
Qe 925, [ 9T than 40 PR P
(Before arranging any aefiw o, participants in
meeting/training FHCE 9T each session)
session, circular notice | eEEEIE B
to the concerned first TS STreIE T
and keep record of [Soricksal
meeting minutes ) i (afs
ST 8o
(foe/ Gk @ 71d BB SO @
G =TT TIO* e SRR
e fifbe-93 Prales @Fe TS 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
Ton fraa Wy @A | e/ @/ Pra oo/ more than 40
TG @ Tod/ wferE participant in | #fafo® 2eww
wifrgans e/ each session) | eI TR
(Before arranging any SR
meeting/training [SIRLSERE
session, circular notice Qe (effs
to the concerned first I 8o
and keep record of IGERCIT]
meeting minutes ) SRR
(ff5e/ G @3 g =2 TS AR )
F[IECE AT T eA
=R fifbr-o3 Fraites e
IRIH FAI )
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277/2, Kabi Jashimudiin road, pagar,Tongi, Gazipur.

*Prepare Training module & Schedule and follow accordingly
QiR TAMI @ FTRPH! (0d! YR O FARASIC PR 0

3.3Feedback & Control routine:

ANANTA

MAKING A WORLD
OF FASHION

Activities (What) Procedure (How) Who When
3.3.a Internal audit Internal audit done Internal audit Based on
through team organization
EISICEICACEIka] SrOTeA = AT wreredt farw v | priority but
A routine need to

Tools could be used —

1.

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

(GIRICDR LT ABIR 1
@ (FT7EF €T ©.5 IR 9.3
« Trzfe #fb gk &
A R (1

Questionnaires(Prepare a
guestionnaire to get
feedback from
worker/production mid
management/production
management/HR & Admin
team) q
TR SENET CodT FAN AR
S/ (e e
FCAGCTD/ (TSR
TSN/ NPT @R
T (AP PGP (AT |

1.Worker Interview
SAFE 2BIfSe

2. Management Interview
WICAGTTS SOOS

3. Documentation
checking

THEATHH (5RR

4. Visual inspection (All
Must cover 3.1 & 3.2)
TR Afvea Face 77 @R
TrER® ARDeE IR
IR 200 o1 of e
B

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

facamr «mafs e 2z &
1 ol “Afs! w4

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

AT/ AAN AwfS
HfoFeia =zow fF 1 o Af
40

- Check loan procedure
(3.1.e)

be set/ declared
specifically.

T fofe wea s
TReT e/
Afmge caraa

0

** Eor the feedback and
control routine “when &
Time line” columns are
integrated together.
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T A AAF T

- Overtime routine is
going on accordingly
(3.1.1)

berc 6 A

-Training routine &
schedule is followed

properly (3.2)  afrst=
PTG TP IARLSE
PR
3.3.b Reporting - Prepare report based on | The concerned As soon as
findings team of forced possible after
efstama TR &0 fofe B labor system or | using any of
St tost 4T any one feedback method
according to the | but routine need
- Meeting with team/ top | company choice. | to be set
management /declared
w1/ Bot SpASeed A TaRES &% smfeq | specifically.
farfbe T IR W A
- Root cause analysis/ S G (T MG JI7© fFeS
why the findings? I | fevray foog STaeyd!
T SR RO/ T T e/
G FfMEe cara=
4
- Corrective action
o T e
3.3.c Control - Risk analysis the The concerned Based on
possibility of team of forced organization
ferz reoccurrence labor system or | priority but
Ve WO ey i e | any one routine need to
Exl) according to the | be set /declared

- Preventive action: what
preventive action can be
taken to control
reoccurrences of the
same issues

eferary 5y : «s [ I
IR 1 9O &= & effocar
[G Q2T FT AMCR?

- Follow up: preventive

company choice.

TEREES & afeq
e T vl
@I 21T

SRR @ @I
Ife |

specifically.

kel oélc?@ REJAOH
Tog fofe oz foe
TRpTS! fMfweaw/
TR €l
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action is taken
accordingly

T A : oHffEfS S
ifStay 7l &2 |

If the result from
feedback requires

Based on
requirement

Overall
responsible of

3.3.d Remediation

AR /TR changing any procedure, | Forced Labor

then change accordingly. | System with the | fcace Six fefs
concernof Top | ¥

I FFecea FFE @I | Management

afeq ARIST T4 TP T eReE

T SUIGP OIS RS 41 | &% g«

A | TR wifieg AR
B SHICTSICNG |

4. Communication & Implementation:
TAMTC <R IR 8

4.1 Communication: Follow the Communication routine (3.2)
QAT § @AITACHR TRPHT Sepret T (3.2)

4.2Implementation: Follow the Implementation routine (3.1)
I 8 IBARCAR TPLo! el w6 (3.1)

Monthly training schedule (W afFFs TREIH)

_ Target Group _ Responsible | Training Period | Frequency
Topics (Participants) Trainer D t t AT A
= TR T affres Wégg% Date Time m;ﬁwo
(SR*ZTAFIAT) oifed Bty

Induction/Orientation for Respective
newly recruited Workers/ Newly Recruited Welfare &
Employees, Appointment Workers HR Officer HRD After Recruitment Continuous
letter. S . e g o | SwwErm o facares® e BT
Tow wfire/ TR ~fEffs, R ' R AT
g ewie Ffaef
Working Hours, Overtime, Sr
Calculation of Wages & OT, Execufive-

2 Company Code of Conduct. Workers HR HRD 01.04.13 | 3:00 -3:45 Continuous
FAGT, WSS FATHT, T i e FAREE NPT et o : ' BT
aR ST FIOR AN, ° 435
I TfewreT '

Executive
3 B.uy.e.rs C\:')ode Of Conduct. Workers Cgmphan;:e Compllgnce/HR 02.04.13 | 3:00 -3:45 Co%ous
T
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Disciplinary Procedure, Sr.
Compensation & Benefit Executive- .
(Including Leave facilities). V;’r%;'fgs HR | 03.0413 | 3:00-3:45 | COTfnUOUS
*feFre 79T, Fro7Re 9 o ufefsfbs -
PR (o9 AarTR) il
Child Labor, Forced Labor,
Discrimination, Harassment Concerned team DGM, HR HR & Once in 6
& abusive behavior. for forced labor compliance Compliance 07.04.13 | 3:00 -3:45 months
R, (EREES &N, (I, TERET SR & fefeaw, u2s PTG o ' '
TR GIEZAE @R L[ T e S I T b T S
SR
Child Labor, Forced Labor, &fltﬁ:r dfrvgllc?eﬁ
Discrimination, Harassment DGM, HR HR & an )rlevision
& abusive behavior. Top management compliance Compliance 10. 04. ) i _%%QET@W
fareus | (@=ed &, (T, B WICTSCACE fefea, 425 T € 13 3:00 -3:45 o SR
TR G @R LA W FRCE TR X
- AT 2eTq
A

Child Labor, Forced Labor,
Discrimination, Harassment Mid-Level Manager-HR
& ab“%i%?g@g"%m Management | <agpre-azs R o | 040413 | 3:00-3:45 | COTHnUOUS
TR IR @R Tt ST ST
SR
Child Labor, Forced Labor,

Lo Sr.
Discrimination, Harassment Executive-
& abusive bghavior. Workers HR HRD 06.04.13 | 3:00-3:45 Continuous
ﬁ;ﬁmmﬁamm =il e e v et BT

TR IR @R It 435
SR

5. Feedback & Control: Follow the Feedback & Control routine (3.3).
e qR 58 : freas «ar frac st sepe w4 (3.3) |

Example of reporting:

Internal Audit Findings & Correction Plan

W AT TPYPTR IR TAY ATEGA

Date:

Company Name: ef$3ic=

Unit name: TG
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ANANTA JEANSWEAR LTD.
277/2, Kabi Jashimudiin road, pagar,Tongi, Gazipur.

ANANTA

MAKING A WORLE
OF FASHION

Internal Auditor: =8 44w

Team: W

Audit Number &= F==0

Audit Report Submission date

SR DRSS LG ERCIIEN
Audit Root cause Corrective Responsible Proposed Remarks
Findings analysis actions person completion RcSi)
APPTR T IR [Reaee | s sea ffw | viftrgere fe date
AT PIEr FHAMCAT

TRy oI

Controlling activities:

Risk analysis: At first analyze the risk, who, why and how break the rule and assess the impact.
e R - 2ee I [essa T30 73, &, @9 9R [Forg Fa o Fearg G WREwes AR R 90

_E |

Preventive action: Take preventive action based on risk analysis.

aifstary Iy : I Reeaees fofers efstary g9y fre = |

Follow up: Follow up the routine that, is it working!
PR T 2 PO NG APRA A0S A @, G5 ey pacg 6 1!

Remediation : To resolve the raised issue.
;g ] AN TS @2 41 |

Internal Resources e @

1. Recruitment Policy

2. Resign & termination policy

3. Internal audit policy

ez oo
TSI/ TATRT IS

S AT oot
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ANANTA

ANANTA JEANSWEAR LTD.
277/2, Kabi Jashimudiin road, pagar,Tongi, Gazipur.

MAKING A WORLD
OF FASHION

TR (FEHNRT FNTER 89 [Ofe F0T QWG TF AT (@, X0 W2 SR @ @ T i
ARG, TS, RS A FAS FeTHe I |

AT AT O 3 PR 000
fafes wifae 3 E 2058
RifeT oy 2 B 03
fafet wifax g S 2059
f4fes wifex 3 TR 2005
e fafee eIy 3 THPAIAT 09D
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