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03- SCOPE OF THE MANUAL 
 
 
 

Compliance Social Management System manual is structured on the core principles of to 
promote lawful human and ethical manufacturing process in the industry. Through this manual 
Al-Karam Towels Industries (Pvt) Ltd.�complies with applicable national and local laws to 
become socially responsible business entity. 

 

 
Each section of the manual defines the, principles core-standard that address labour practices, 
factory conditions, environmental and customs compliance Al-Karam Towels Industries 
(Pvt) Ltd.� has framed its policies against the Required, Standards and procedures for the 
implementation of these policies into practices. 

 
 
This manual covers the Al-Karam Towels Industries (Pvt) Ltd.�commitment toward social 
responsibility and shows its allegiance of becoming the socially responsible business entity. 
This manual covers all the principles of the Social Management System to which the company 
has given firm commitment through its policies and business operation procedures. 
 
 
Through this manual the company encompasses all the social issues and concerns with in and 
outside its working sphere.  This policy manual is applicable to each and every employee of the 
company and also to the all those concerns to which Al-Karam Towels Industries (Pvt) Ltd.�
has business links.      
�
�
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�
�
�
�
�



COMPLIANCE MANUAL 
____________________________________________________________________________________________________________ 
 

Al-Karam Towels Industries (Pvt) Ltd. 
                                                                                                         Page # 6 of 27 
 
 

�
�
�
�
�

TITLE COMPLIANCE WITH LAWS AND WORKPLACE REGULATIONS 

POLICY  01 

ISSUE DATE July 12, 2009 

LOCAL LAW REFERENCE 

 Factories Act 1934 
 Industrial Relation Ordinance 2002 
 West Pakistan Industrial & Commercial 

Employment (Standing Orders) Ordinance 1968 
 Pakistan Environmental Protection Act 1997 
 Customs Act 1969 (Amended 2003) 
 Bonded Labor System (Abolition) Act 1992 
 Employment of Children Act, 1991 
 Standing Order Ordinance 1968 
 Minimum Wage Ordinance 1961 
 West Pakistan Minimum Wages in Unskilled 

Workers (Amendment 2005-2006)  

 Payment of Wages Act 1936 
 Employees’ Old Age Benefits Act, 1976 
 Provincial Employees Social Security Ordinance 

1965 
 Employees’ Old – Age Benefits Act, 1976, Chapter 

II, Insured Persons (3) 
 Workers Compensation Act 1923 
 The National Environmental Quality Standard ---

SRO 742 (I) 93 Environmental Protection 
Ordinance 

 West Pakistan Maternity Benefits Ordinance 1958     
                            
All  Others Laws Which Are Implemented In The Country 
and Amended Time To Time 

�

% POLICY 

¨  ��������	
�  Continuously updates itself and complies with local and national laws and regulations including buyers 
requirements related to all workplace regulations and social laws including environmental regulations, customs laws and 
security. 

 

% PROCEDURE 

Seeking Updated laws / requirements related to workers and workplace. 
·  Manager Compliance has registered the company with the local and national laws publication i.e. BLP with up to date amen- 

mend (Bureau of Labor Publications).  
·  For environmental requirements, Manager Compliance seeks updates from Environmental Labs / Sind EPA (Environmental 

Protection Agency).   
·  Compliance Manager coordinates with freight forwarding agency / shipping agency to seek the necessary information related 

to current applicable laws and practices which needs to be fulfilled either at the factory premises or at the port. Similarly laws 
of importing country / destination port related to shipment of cargo are also inquired and updated as applicable. 

·  From time to time, as the changes comes in the existing laws or new laws are drafted and promulgated for implementation 
through SRO’s or print and electronic media etc the Compliance Manager updates the documented systems, communicates the 
amendments or new requirements through memos or by photocopying the requirements. 

 

Communication and Training 

·  Where required, will train the designated persons to ensure the compliance of the principles and updated laws. Training records 
are maintained in the form of training notice/ photo graphs attendance.  

·  Compliance Manager also provides the relevant training materials pertaining to the new or amended laws to concerned 
designation.  

·  In cases where the new or amended law has direct impact on the workers, they are informed about the requirement or change in 
company policies or procedures through displaying the company policies, procedures, new or amended local laws on notice 
board maintained near the main gate And other places   
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·  Similarly for contractor’s workers, Compliance Manager ensures through contractors that the workers are informed about the 
new or amended requirements. 

 
 
 
 

 
TITLE PROHIBITION OF FORCED LABOUR 

POLICY 02 

ISSUE DATE July 12, 2009 

LOCAL LAW REFERENCE 

 Bonded Labor System (Abolition) Act 1992 with up to date amendment. 

�

%�
����� �

¨  ���� ����	
�  does not use involuntary or forced labor – indentured, bonded or otherwise nor does it support the use of 
forced or compulsory labor in any form including bonded, forced, and/or compulsory prison labor. 

¨  ��������	
�� Prohibits all relevant individuals from coercing employees in any way or unnecessarily limiting employees’ 
freedom of movement. 

¨  ��������	
�  Does not require employees to submit originals of documents at the time of employment or during the period 
a person is employed with the company for the purpose of  verification of education or age proof until unless its become 
necessary. 

¨  ��������	
�  does not do business with vendors/suppliers found to be using forced labor in any form through direct or in 
direct means. 

%�
��������  
   

1. Maintains employment application or contract, to include a statement affirming that applicants are seeking employment 
voluntarily and are not under threat or any penalty and to be signed by each applicant. Copies are maintained in the employee’s 
Personnel file. 

2. Obtains an affirmative statement from all labor brokers/agents used by the Company are not supplying labor that is involuntary 
or forced. 

3. Issues compensation directly to third party (Contractor) or to worker as mentioned in their contract, company makes sure that 
the third party (Contractor) makes correct payment to his workers as agreed. A representative of the company is present when 
the contractor disburses pay to his employees and verifies the payment according to company’s data. 

4. Job description of Security staff has been defined, limiting security tasks to normal security matters such as the protection of 
property or personnel. 

5. At the time of hiring Admin Manager / Compliance Representative/ Department Heads / Contractor ensures and others  
I. The employee signs no bond as a token for continued employment or a period thereof.   

II. All employees, original documents are only asked from the employees for the verification of photocopy documents and 
after verification, original documents will be returned to the employees with out holding. 

III.  During the time of employee’s interview, the potential candidate is briefed about the fact that he/she is under no 
compulsion to join the company and similarly he/she is free to disassociate with the company as per his / her own free will 
at any given time but under compliance with the rules as agreed in the appointment letter but all are according to the rules 
and regulation implemented at the time. 

6. Compliance Manager / Production Manager/ department in charges ensures that the workers who are frequently doing 
overtimes are under no pressure or threat from their respective Departmental Heads / Contractors for compulsory overtime. 

7. In case where any company’s employee decides to leave the company.   Manager asks about the reason (s) of leaving in order 
to make sure that he / she is not leaving under any unlawful compulsion or threat and harassment 

8. Manager Administration / Departmental Heads are responsible for communicating, deploying and monitoring the Practice of 
effectively prohibiting involuntary or forced labor. 
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9. Manager / Department Heads/ Compliance Manager train all departmental heads about the company   Policies and procedures 
prohibiting involuntary or forced labor.  

10. Complain boxes are placed in the factory if any employee wants to report any incident he / she can use the suggestion box with 
out mentioning his / her identity, the matter will be investigated and resolved by the Companies Seniors, after discussing the 
complaint with Managing Director if required. 

11. Compliance Manager / Departmental heads/ Manager ensures continuous communication between workers and management 
through designated members of different committees, the issues related to the workers are communicated to the management 
for effective corrective and preventive measures to ensure workers satisfaction. 

%����
����
���
������

·  Compliance Manager,  are responsible for: 

o Proper communication of company’s prohibition of forced labor policy to the respective supervisors and workers and all 
other concern persons. 

o Organizing meetings and training programs to ensure that the policy is properly communicated and understood, the minutes 
of the meeting are then recorded and circulated to all the participants as per distribution record list. 

o In case any incident is reported either through suggestion / complaint box or directly through workers, Compliance Manager 
will immediately communicates the matter (s) to the top management for immediate rectification and necessary action.  
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TITLE PROHIBITION OF CHILD LABOUR 

POLICY  03 

ISSUE DATE July 12, 2009 

LOCAL LAW REFERENCE 

 Employment of Children Act, 1991 
  Factories Act 1934, Chapter V   With Up To Date Amendments 

 

%�
�����  

¨  ��������	
� �will not employ any person below the legal minimum age in any of its departments. No Contract labor under 
the legal minimum age is allowed to be provided by any of its Contractors. 

¨  ���� ����	
�  Does not support the use of Child Labor workers to be employed by any of its suppliers or any others 
involved with the company business.  

¨  ��������	
�  Will discontinue business relations with such supplier who use Child Labor or continued to do so even after 
insistence by Company for remediation of child labor. 

 

%�
��������  

�&'()*+,-�.&/�	0*�#*/1.1'2,1&+ �

·  Administration Department ensures that the following documents should be maintained in all the personal files of staff and 
workers whether directly employed or indirectly. 

·  Copy of National Identity Card or, 
·  Copy of Form B or, 
·  Copy of Education Board / University Certificate containing date of birth or, 

 

#*/1.1'2,1&+�&.��&'()*+,-�2(,3*+,1'1,4�

·  At the time of hiring, for direct/ indirect employees HR Department verifies the photocopies of age verification documents 
against the original documents. Furthermore, after verification photocopy document is stamped “Checked”or signed by the HR 
Manager with the remarks (SEEN ORIGINAL). 

 

�1/1+0�5/&'*--�.&/�61/*',�*)57&4**- �

Hiring process for direct employees (staff and workers) at 	����
�"��! �  Comprises of the following steps, after submission of 
signed or thumb marked job application (in English or Urdu). 
·  Receiving of application/interview by the HR Department/ Department Head / In-charge / Factory Manager and Managing 

Director (if required) for suitability of the person in terms of skills, technical expertise and work experience. 
·  Filling of employee profile. 
·  Review of documents e.g. NIC (original and copy), Form B (original and copy) or original, academic certificates, work 

experience certificate etc. 
·  Issuance of Appointment letter/Contract and its acknowledgement. 
·  Issuance of confirmation letter (only for permanent employees) at the end of probation period. 
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�1/1+0�5/&'*--�.&/�1+61/*',�8&/9*/� �
The company employs the services of labor contractor due to the predominantly high turn over rate of workers in this sector of the 
industry. This high turn over rate is due to the nature of business (fluctuating business volumes) and the prevailing economic 
situation. 
The hiring process for indirect worker is as follows 

·  The dept head whenever any position falls vacant or a new vacancy is created in his dept. informs the human resource dept. The 
administration/ human resource forwards their request along with their requirements to the respective contractor. 

·  Receiving of application/interview by the contractor for suitability of the person in terms of skills, technical expertise and work 
experience. 

·  Review of documents by the contractor and Company e.g. NIC (original and copy), Form B (original and copy), academic 
certificates, (Copy and Original) work experience certificate. Or any other required as mentioned above. 

·  Issuance of contract to the worker by the contractor describing his terms and condition of employment and its 
acknowledgement. 

·  The contractor prepares the contract in duplicate; one copy is given to the worker while the other copy is maintained in the 
personal file, after acknowledgement from the employee. 

·  HR Department maintains and updates the contractual workers file on behalf of the contractor. 
 

�1-'&(/20*)*+,�&.��3176��2:&/ �
·  ��������	
� �  Discourages child labor at all levels in the society and uses following steps to show its resentment. 
·  ��������	
�  Discontinuation of business, with suppliers, who fail to address child labor. 
·  ��������	
�  Immediate termination of contractor, if found employing child labor. 

�

%����
����
���
����� �

Company representative or Admin Manager is responsible for:  
·  Communicating, deploying and monitoring the above practices of Administration. 
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TITLE PROHIBITION OF HARASSMENT OR ABUSE 

POLICY 04 

ISSUE DATE July 12, 2009 

LOCAL LAW REFERENCE 

 Standing Order Ordinance 1968 Section 15  with up to date amendments  

 
%�
������

¨  ����� ����	
�  does not engage in or support the use of Corporal punishment, mental or physical coercion and verbal 
abuse. 

¨  ���������	
�  Promotes work environment in which no form of harassment is used by its supervisory staff towards the 
workers particularly female workers. 

¨  ����� ����	
�  Discourages use of any form of verbalism or gestures regarding sexual harassment towards its female 
staff and workers. 

¨  ���������	
�  abides to follow legal disciplinary laws and procedures when the need for disciplining any worker arises. 
Under no circumstances will the concerned manager or section Incharge resort to using physical/mental means to punish 
any worker. 

%�����#	�����
������

A grievance is a complaint, dispute or employee’s expressed feeling of dissatisfaction with aspects of the employee’s working 
conditions and working relationships that are outside the employee’s control. The term grievance covers such matters as working 
conditions and environment; relationships with in-charges, supervisors, other employees and/or officials; any disciplinary action; or 
termination. Matters excluded from consideration under these procedures are compensation for injury appeals; appeals from 
decisions that have been made pursuant to the grievance procedure; and dissatisfaction with reductions in the work force.  
 

It is the responsibility of the company to resolve any grievances arising due to harassment, abuse or discrimination. OR ANY 
OTHER REASON following incidences can form the basis of breach of harassment and abuse policy, discrimination policy and can 
cause grievances. Therefore disciplinary actions can be initiated against the concerned employees. 

·  Abusive language and vulgar actions 
·  Physical punishment and mental coercion. 
·  Creating an environment of unlawfulness or unrest among the employees. 
·  Misbehaving/Abusing with superiors and fellow workforce 
·  Harassing fellow workforce particularly females  
·  Prohibition of improper language (degrading comments and screaming),  

·  Sexual abuse (includes threats and gestures, loss of pay or benefits or conditioning employment of sexual favors). 

·  Discrimination on the basis of  gender, race, color, religion, age, disability, sexual preference, nationality, political opinion, 
social origin or ethnicity etc. in hiring, promotions, training, job rotation, assignment of work, distribution of overtime etc.  
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·  Punishable disciplinary actions as indicated by law. 
 

%�����#	����
���������

The purpose of the employee grievance procedure is to provide a means for employees to resolve their work place concerns with 

management. This procedure represents intent to offer a dispute resolution mechanism to the employees of ��������	
��   Any 

regular employee of ��������	
��   May file a grievance under this section. Failure by ��������	
��  To exactly follow 

this procedure will not subject to a breach of contract claim .Workers can report grievances of harassment and abuse and/or 

discrimination either as a result of their own victimization or the observations of others as victims to department heads /company 

representative. The factory promises to investigate each occurrence / complaint as per the grievance procedure.� If found to be with 

merit, shall apply disciplinary action up to and including termination of the offending person. The company assures confidentiality 

of the complaint and the complainant as well as non-reprisal. These complaints can be raised through 

1. Suggestion/complain boxes without mentioning his / her identity 

2. Directly report it to their immediate supervisor. 

3. If the complain is against the supervisor/HOD then the worker will report the incident to the C.R who will inform the director if 

necessary. 

4. In case any manager/ MR being involved in such instances the worker can directly approach the director. 

�  The Investigating officer will have 10 regular working days in which to respond to the relief requested. 

�  Should the Investigating officer fail to respond within the 10-day time limit or if the employee finds the response 

unsatisfactory, the employee may present a written appeal to the Compliance Manager, clearly specifying the grievance and 

the relief requested. The Compliance Manager   should respond in writing within 10 days of receipt. 

·  Where it is found that a incident of misconduct has taken place, investigating officer records his observations and 
·  Respective section supervisor will do the counseling with the worker 
·  If any in-charge or supervisor is found to be involved in harassing or abusing the workers Compliance Manager will do the 

counseling 
·  in case of any manager being involved in such instances the G.M \ Director will do the counseling and try to identify the 

reasons which causes any grievance or un-disciplinary action by the offender. 
·  Where it is found that a severe incident of misconduct has taken place, investigating officer records his observations and 

immediately forwards to G.M \ Director who decides due action. 
·  Based on the objective evidences available and from the feedback of other workers as well as on the past behavior, 

investigating officer may decide the following. 
 

1. Terminate the worker through legally provided means. 
2. Demote him / her 
3. Retain him / her with last warning. 
4. Issue legal notice to the offender, a copy of which is kept in his / her personal file. In case of repetition of such act further 

legal procedure is followed which may result in termination of services. 
5. In case that the incident is deemed to be of a serious nature by the investigating officer then it can result in immediate 

termination following the appropriate legal procedure. 
Results of investigation and actions decided will be filed in the personal file of the particular employee. 

 

%����
����
���
������

·  Compliance Manager responsible for: 

o Proper communication of company’s policy on harassment, abuse, corporal punishment and signing of affirmation statement 
acknowledging the understanding from the respective supervisors. 

o Organizing meetings and training programs to ensure that the policy is properly communicated and understood, the minutes 
of the meeting are then recorded and circulated to all the participants as per distribution record list. 
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o In case of any incident is reported either through suggestion / complaint box or directly through workers, Compliance 
Manager will immediately communicate the matter(s) to the top management for immediate rectification and necessary 
action 

 
 
 
 

 
 
 
 
 
 
 
 

TITLE COMPENSATION AND BENEFITS 

POLICY  05 

ISSUE DATE July 12, 2009 

LOCAL LAW REFERENCE 
 Minimum Wage Ordinance 1961 
 West Pakistan Minimum Wages in Unskilled Workers 

(Amendment) Ordinance, 2001 
 Payment of Wages Act 1936 
 Employees’ Old Age Benefits Act, 1976 
 Sindh Workers’ Children (Education Cess) Rules 1974 

All above are applicable up to date laws 

 Provincial Employees Social Security Ordinance 
1965 

 Employees’ Old – Age Benefits Act, 1976, 
Chapter II, Insured Persons (3) 

 Holiday with pay----Factories Act 1934, Chapter 
IV-A 

 Workers Compensation Act 1923 
 

%�
������

¨  THE COMPANY  Pays at least the total minimum compensation required by local laws, including all mandated wages, 

allowances and benefits to its workers and staff. 

¨  THE COMPANY Does not pay less than the minimum wage prescribed by the local law to unskilled workers. To other 

category of workers, wages paid will be in line with those prevailing in the industry at the time, which also provides some 

discretionary income.  

¨  THE COMPANY Posts legal minimum wage rates, overtime rates, benefit policies, and additional payment information in 

the native language. 

¨  THE COMPANY Ensures that its contractor pays piece-rate workers at a rate at least equivalent to total minimum 

compensation required by local laws per month.  

¨  If a piece rated worker is earning less than minimum wages in any month, the company will compensate remaining amount to 

him on wage to maintain minimum wages. 

%�
���������

���
����
������

Under supervision of Admin Manager Representative, company’s Accounts Department and Contractors ensure the compliance 
against this policy.  
 

������������

For the purpose of this principle the following definition will be applicable 
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�1/*',�*)57&4**- ������������	
��
����������
���
�
�����
����������
 ��
���������
����������
����
����
��
��
���
�������

���
�����
����
��
�������
�����
���
���
�

�������
�
����
��
��
	�������
 ;�

�

1) Permanent staff (P.S): The staff/workers the company hires for work of permanent nature. These employees receive an 
appointment letter from the company specifying their terms of employment. 
These employees receive their payments on a monthly basis. 
 

2) Contractual staff (C.S): The staff/worker, which the company hires for work of temporary nature. These employees are hired 
through a contract directly between the company and the worker, specifying their terms of employment. 
These employees can either be hired on daily wages or on piece rate. 

�&+,/2',&/<� The Company acquires the services of manpower supplier to meet its variable production demands. These manpower 
suppliers will be referred to as contractors.  

The company for their services pays these contractors. They are not allowed to charge any fee from the workers. The rate of work 
for the manpower supplied by this contractor are decided before hand and are mentioned in the contract between the contractor and 
the worker and/or displayed clearly in the area of work. 

 

3) �+61/*',��&/9*/- �������� The workers which the Contractor  hires for work of temporary nature in 	����
�"��!  will   
hired this type of works through a contract between the Contractor and the worker specifying their terms of employment.  

These workers can either be hired on daily wages or on piece rate. 
 

�	�	��=�	����

Salary/Wages of the workers includes all allowances and special allowances as admissible under the law. Company makes sure that 
salaries of employees are not deducted as a matter of punishment imposed from any superior to subordinate. 

 
PAYMENT SCHEDULE (PAYDAYS): 

 

·  Paydays 
·  Piece rate workers are paid on forth nightly basis at every month from 20th  to 22nd and 05th  to 07th . 

. 

·  Employees who are paid on monthly basis are paid on the 5th to 7th day of the month. Each salary will include earnings for all 
work performed through the end of the previous payroll period or calendar month.  
 

·  If a regular payday falls during an employee's vacation, the employee may receive his or her earned wages before departing 
for vacation if a written request is submitted at least one week prior to departing for vacation. 

 

MINIMUM WAGES: 
 

��������	
�  Makes sure that no worker receives pay less than the minimum wage prescribed by the local law to unskilled 
workers. 

 

Direct employees: 

·  Company makes sure that all the salaries/wages of permanent and contractual staff are in accordance with the labor law and 
disbursed through an adequate procedure on a defined schedule. 
   

·  If any piece rated worker does not meet the minimum wage, organization pays him as arrears to meet the minimum wage.  
 

Indirect workers:  

·  Company makes sure that all the wages of indirect workers are in accordance with the labor law and disbursed through an 
adequate procedure on defined schedule. On behalf of the company officer is present at the time the contractor disburses 
payment to his workers and verifies that the workers are being paid according to the defined/displayed rates by putting a 
CHECKED stamp or signed on each page of the payroll of the contractor.   

·  If any piece rated worker does not meet the minimum wage, company ensures that the contractor pays him/her as arrears to 
meet the minimum wage. 

 

��
�>�������"�����	����������

·  Company pays EOBI for all the company employees and ensures that the contactors also pay the EOBI for the workers hired 
through them and are falls in this scheme 

·  Company pays SESSI for all the employees whose salary falls below Rs. 5000 pm and ensures that the contactors also pay the 
SESSI for the employees hired through them. 
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·  Company Pays EDUCATION CESS for all employees and ensures that the contactors also pay the EDUCATION CESS for the 
employees hired through them. 

·  Company ensures that the HR departments maintain the copy of EOBI and SESSI payment slips for the company as well as for 
the contractors. Original copies are sent to the Head Office. 

 

����
������	����
·  As defined under the local laws ���� ����	
�  has insured all its employees against death and injury leading to 

permanent/partial disability to the maximum legal coverage of Rs. 200,000/-. 
�

��	����� �

·  All the Permanent Employees are covered under Section 12 (6) of the West Pakistan Standing Orders Ordinance, 1968. ( 
applicable with up to date rules 
 

·  The Gratuity is paid to the permanent employees at the time of leaving after resignation or termination of services for reasons 
other than misconduct as specified by the Section 15(3), West Pakistan Standing Orders Ordinance, 1968. and will follow with 
latest rules 

·  The retirement of an employee will be considered as termination of services. 
·  The payment of Gratuity is in addition to other benefits to the employee. 
·  Company pays Gratuity to out going staff as per the prevailing labor Laws. 

o One month’s gross salary for every service year. 
o Six months and above is treated as a year.  

�

�#������ �

·  Company makes sure that workers get their overtime (if required) at double the ordinary rates of their salary/wages. Formula 
for calculating overtime payment is appended below, 

 

Monthly Salaried Staff/ Workers: 
1) Gross salary ÷ 26 ÷ 8 = ordinary Rate x 2 = Rate of Overtime. 
2) For PWR Total earning / total working hrs x 2 = rate of O.T 

Daily Wages Workers: 
3) Daily wage ÷ 8 = ordinary Rate x 2 = Rate of Overtime. 

Piece Rated Workers: 
 


�����
·  Company makes sure that all the permanent employees receive bonuses on time,  
·  Only regular employees will be considered for payment of bonus (if declared). They will be paid bonus if they are in the 

uninterrupted employment of the organization on the day of the disbursement of the bonus and have also completed at least 
three (3) months uninterrupted service on the last day of the Accounting year for which bonus has been declared. The 
calculation of the bonus will be on proportional / pro rata basis. 

·  The payment of bonus will be based on the formal declaration of the same, by the 
Managing Director, this may be made at any time after the closing of the accounting year. 

 

��	��
����� �
·  All permanent employees can avail the facility of Loan after completing their one year service with the company.  
·  The maximum amount for loan is 50% of the employee’s available gratuity. 
·  The period of repayment of loan will be one year maximum unless the calculation for monthly installments exceeds 50% of the 

monthly net salary before deductions, in which case period of repayment of loan will be calculated taking monthly installment 
as 50% of the monthly net salary before deductions. 

·  No new loan can be sanctioned as long as any previous loan is not completely paid off. 
·  Approving authority for loan in terms of any amount more than entitled or installment period greater than prescribed through 

the policy lies with the directors. 
 

%����
����
���
������
·  Compliance Representative, and  Admin Manager are responsible for:  

o Proper communication of company’s policy on minimum wages, overtime compensation rates, legally mandated benefits and 
additional payments etc.  
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o Organizing training programs to ensure that the policy is properly communicated and understood, the attendance of the 
training is kept as record. 

o For maintaining the records of 2nd party and 3rd party inspections. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

TITLE HOURS OF WORK 

POLICY 06 

ISSUE DATE July 12, 2009 

LOCAL LAW REFERENCE 

 Factories Act 1934, Chapter IV with up to date  changes  

 

%�
������
�

¨  THE COMPANY. Inform all prospective employees, at the time of hiring, of Company policies and procedures and legal 
limitations on the maximum number of hours of work per day, week, and month, both regular and overtime, and the maximum 
number of consecutive days they can legally be required to work. 

¨  THE COMPANY ensures the hours worked each day and the days worked each week do not exceed the legal limitations. 
¨  THE COMPANY Provides one day off in every seven-day period, except as required to meet urgent business needs. 
¨  THE COMPANY implements a regular work day of 08 hours 
¨  THE COMPANY Has an organized system of record keeping.  
¨  THE COMPANY Defines the regular overtime requirements as maximum 2 hours / day / worker if overtime works is required. 
¨  THE COMPANY Allows employees legally required or contractually agreed rest breaks and identifies whether they are 

compensated. 
¨  THE COMPANY make sure if workers are engaged in overtime on Gazette holidays. They are paid overtime for the day as 

well as given a compensatory leave within proceeding 3 days. 
¨  THE COMPANY defines the normal workweek as 06 days from Monday to Saturday, designates day off for rest as Sunday. 
¨  THE COMPANY (Pvt.) Ltd designates days off for legal holidays as per gazette holidays. 

%�
���������
�

�?��������	����������������

·  ���������	
�  maintains the following working hours:  
o Monday ---Saturday:    
o 09:00 am to 06:00 p.m. (General Shift)   
o For Ramzan  Staff 9.0 am to 5.0 pm) Stitching Workers 8:00 am to 4:00 pm. 
o Loom Department Shift “A” (8:0 am to 4:0 pm.), Shift “B” (4:0 pm to 12:0 am.) Shift “C” (12:0 am to 8:0 am.) 
 

·  01 hours break for lunch and Prayers. 
·  02 hours Break on Friday  
·  [Two tea breaks of 15 minutes are allowed in a day to all staff and workers, 15 minutes each in the morning and 

afternoon sessions]. 
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·  [HR Department] is responsible for ensuring all prospective employees are made aware at the time of hiring of legal 
limitations and Company expectations pertaining to hours of work and days of rest. 

·  Where the company timing change during the holy month of Ramadan, the new timing are posted through Internal 
Memorandum from Admin Department. 

·  HR Department / Departmental Heads ensure that under normal circumstances, no worker spends more than 8 hours at work 
per day or 48 hours per week.  

·  Every company employee, when entering into the factory premises, he/she scan hand on hand scanning machine for attendance 
and Production workers sweep his/her respective time card. Similarly every employee when going out from the factory, him 
/her again scan hand and sweep cards.  

 
 
 
 
 
 
 
 
 
 
 
 

�?����	#���=������	���
Besides allowing all gazette holidays �
���������  also grants its employees the following type of Leaves, as provided by the law. 
1. Annual leave  AL   14 days 
2. Casual leave  CL         10 days 
3. Sick leave   SL          08 days 
4. Maternity Leave      ML         90 days according to wish 
��  Short Leave������������������������������������ ���
�����
����
6. Late Coming                        No deduction   
 

�

�?�	++(27��*2@*�

Entitlement 
Every employee will be entitled to 14 days Annual leave per service year as provided in this law. 

Utilization 
The AL earned during one service year will be available for utilization in the service year following. This arrangement will continue 
during the total period of employment. A maximum of fourteen leaves can be carried over into the next year. 
 

Encashment 
i) The AL balance remaining unutilized at the end of utilization year will be enchased within one month of such encashment 

becoming due. 
ii)  Encashment of un-availed AL will be made on the average gross salary of the utilization year. 

 

Limitations (AL) 
i)  Weekly and / or festival holidays falling in between the AL will be treated as AL. 
ii) An employee resigning from the employment of the organization will not be entitled to avail any AL during the Notice period, 
iii)  An Employee leaving the service of the organization after completing only the part of service year will not be entitled for any 

all for that period. 
iv) The AL cannot be availed as the matter of right and it is totally the Executive’s prerogative to allow, refuse or reduce the leave 

requested or depending on the exigencies of work even recall an employee if he has already proceeded on such leave. 
v) AL cannot be availed in combination with CL or SL. However in case of prolonged sickness where the balance of SL at the 

credit of the employee is fully exhausted AL may be granted against sickness on case to case basis. 
vi) An employee is not permitted to engage in any type of other employment while availing AL. 

 

�?��2-(27��*2@*�

Entitlement 
Every employee will be entitled to 10 days Casual leave per calendar year accruing on pro rata basis from the date of appointment 
but will be available for utilization only after confirmation. 

 

Utilization 
i) The CL earned within a calendar year has to be utilized within that year only and will not be carried over to the following 

calendar year in any case. 
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ii)  CL may be availed for a full day or half day. 
iii) Un availed C/L can be cash as per effective laws 

 

Limitations (CL) 
i) CL up to a maximum of three days can be availed at a time. If an employee proceeding on CL for three days continues his 

absence for the fourth consecutive day and onwards, the total period of such absence will be converted into AL or LWOP based 
on the discretion of the Management. 

ii)  Weekly and / or festival holidays falling in between the CL will be treated as CL. However in case if CL is availed with prior 
permission of the Management / Executive an exception may be made. 

iii)  CL cannot be combined with SL or AL. However in case of personal marriage and for employees appearing in the examination 
this limitation may be exempted depending on the merits of each case individually. 
 

�?��1'9��*2@*�

Entitlement 
Every employee will be entitled to (8) eight days SL per calendar year accruing on pro rata basis from the date of appointment but 
will be available for utilization only after confirmation. 
 

Utilization 
The SL earned during the calendar year has to be utilized within that year and will not be carried over to the next year in any case. 
 

Limitations (SL) 
i) Application of SL for more than (2) two days must be supported by a medical certificate from a registered medical practitioner 
ii)  SL cannot be subjoined with CL or AL. 
iii)  SL can not be availed for less than a half day 
iv) Weekly and / or festival holidays falling in between the SL will be treated as SL. However Management / Executive can 

exempt this clause on case-to-case basis. 
 �  SL availed in excess of entitlement may be treated as CL, AL or LWOP depending on the nature of sickness and discretion of 

the Executive / Management.�
 ��  !�� ���
��"��������
�����
������
����	�
�?��2,*/+1,4��*2@*�

Any female employee with a minimum of ninety days of uninterrupted service in the organization shall be entitled to maternity 
leave of six weeks before and six weeks after consecutive days with pay. To avail such leave female employee has to submit written 
application to HR Manager and if not then after the birth of a child she must submit an application to Compliance Manager within a 
week.  

 

�?��3&/,��*2@*�

·  In case if an employee, wants to go for a short leave, he/she fills the out a form and get it approved from the respective section 
Incharge and General Manager or Asst. Admin. 

·  Approved out pass will be submitted to time office before exit from the factory. 
·  All short leaves exceeding 2 hours will be treated as half day CL.  

 

�?��2,*��&)1+0-�

The organization expects strict punctuality from all its employees while reporting for work, the habit of late coming is very harmful 
for work ethics and productivity. To discourage this practice and improve punctuality record,  

A worker coming later than 9:00 am for more than 5 days in a month will be given warning letter for habitual tardiness and on 
persistence of such behavior may be terminated on such grounds through the legal method. 

 

Grace Period: 
�  A grace period of 15 min from 9:00 am to 9: 15 am is provided to the employee after which Company may deduct salary from 

employee in proportion of absence from duty, for whole or any part of the period during which he is required to work. 
 

�?���#�������������

·  Monday ---Saturday:  06:00 p.m. ---08:00 p.m.       not more than 12 hrs in week 
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·  On any working day, whenever a Department Heads feels the need to go for overtime production in order to meet the 
production / shipment targets, he/she submits an application to admin department identifying the departments or persons for 
overtime, duration of overtime and activity to be done during overtime. 

·  HR Department verifies the allowable hour’s limits for each worker, considering 12- hours' maximum overtime in week. 
·  In case if HR Department finds that the proposed worker has already exceeded his allowable limit for overtime, he 

communicates to respective Department Heads for replacement. 
·  Timekeepers maintain overtime hours through attendance system for all workers. 
·  HR Department does not allow any worker to cross the limits of 10 hours in a week or two hours per day except in urgent 

business needs. 
·  ��������	
���������  acknowledgment from employees as to the total regular and overtime hours worked. 

 

�?�?�?��177.(7��@*/,1)*�:4�8&/9*/-�

·  Compliance Representative/  HR Department strictly monitor the willingness of all those employees who usually do the 
overtime activity and without the will / wish of any employee does not engage him in overtime. 

·  Incase of inevitable production requirements including but not limited to urgent business needs the employer can ask the 
worker to stay for overtime and the worker shall not refuse overtime as allowed under section 47 (a) of factories act 1934. 

 

�?������������������������
��������������

���� ����	
�  can go for production on holidays or exceed the overtime limit of 2 hrs per day and/or the weekly limit of 10 
hours in case of following business circumstances: 

·  Any external or internal unplanned failure that can stop the production operations. 
o Any law and order situation in city such as Strike  
o Fire,  
o Earthquake and other natural calamities,  
o Bomb Threats etc. 
o Very late delivery by suppliers  

·  HR Dept. / Compliance Representative makes sure that in cases where the company operates on Festival Holidays overtime is  
paid at double the normal ordinary rate and workers will be given one day off within ten days.  

·  HR Dept./ Compliance Representative makes sure that in cases where the company operates on Sundays workers will be given 
one day off within three days preceding or post the Sundays.  

·  Production Manger / HR Department / Compliance Representative are responsible for communicating, deploying and 
monitoring ��������	
�  definition of “urgent business needs”. 

·  Job responsibility matrix has been developed identifying the related person and responsibility. 
 

%����
����
���
�������
�

·  Compliance Representative trains all relevant individuals, including all individuals responsible for the hiring process, on ��� �
����	
�  requirement to ensure all prospective employees are made aware at the time of hiring of legal limitations and �
��
����
��  expectations pertaining to the maximum number of hours of work per day and week, and the maximum number of 
consecutive days the employees will be expected to work. The Facility documents the details of the training session, including 
date of session, names of individuals trained, and the nature of the training content. 

·  CR trains all relevant individuals, including all individuals responsible for production coordination and scheduling, on t ����
����	
�  requirement to adhere to their definition of “urgent business needs”.  ��������	
�  documents the details of 
the training session, including date of session, names of individuals trained, and the nature of the training content. 

·  Compliance Representative/ HR Department are responsible for posting the legal maximum regular and overtime hours and 
days of rest information in the native language(s) of ��������	
�  workers and management personnel. 

·  Compliance Representatives responsible for communicating, deploying and monitoring the practice of ensuring that all 
work is performed within the prescribed regular or overtime hours per day, week, or month. 

·  Compliance Representative trains all relevant individuals, including all individuals responsible for production coordination and 
scheduling, on ���� ����	
�  policies and procedures related to maximum number of regular and overtime hours, and 
required days of rest. ���� ����	
�  documents the details of the training session, including date of session, names of 
individuals trained, and the nature of the training conducted. 
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TITLE PROHIBITION OF DISCRIMINATION 

POLICY 07 

ISSUE DATE July 12, 2009 

LOCAL LAW REFERENCE 

 Industrial Relations Ordinances 2002 

 

%�
������

¨  ���� ��� !"#  Is an equal opportunity employer and believes in equal opportunity for all based on merit and ability to 
carry out the given responsibilities. It believes in equal pay for similar jobs and provision of equal opportunity to all employees 
to enable them to grow with the Company. 

¨  ���� ��� !"#  does not discriminate against anyone when hiring, promoting, paying, job rotation, selecting people for 
training, at the time of termination of employment or retirement on the basis of religion, race, national origin, disability, 
gender, any association or political affiliation. 

¨  ������� !"#  does not carry out any mandatory pregnancy test at the time of hiring of any lady worker.  
 

%�
���������

�� �A(27��55&/,(+1,4��)57&4*/�

·  Equal employment opportunity applies to all aspects of employment practices including, recruiting, hiring, placement, 
promotion, demotion, transfer, training, compensation, benefits and termination. Company ensures that all the employees 
whether employed directly or indirectly are employed merely on the basis of merit and no discrimination is made on the basis 
of race, religion and gender.  

·  Company ensures that to the extent possible any vacant position is advertised either through newspaper or any other appropriate 
means. 

·  In cases where any female seeks employment, Company ensures that she is not discouraged for employment due to fear of 
maternity leave or any other reason. 

·  It is also ensured that female employees are not made to go through pregnancy testing.  
·  In cases where the potential candidate is physically disabled but his/ her disability does not affect the nature of job for which 

he/she is seeking employment, the company does not discourages these employees and provide them equal opportunity to seek 
employment on merit. 

·  Company ensures that in cases, where for the same type of job, male and female employees both are employed, they are hired 
on equal salary structure and company benefits and no discrimination is done. 

·   Company is committed to compliance with applicable health codes and to reasonably accommodating the preference of both 
smoking and nonsmoking employees. For reasons of safety, public relations and other concerns, use of tobacco in the 
workplace is prohibited with the exception of a designated area. Vehicles owned by its subsidiaries and affiliates are considered 
workplace areas. Company prohibits the unlawful manufacture, distribution, dispensing, possession or use of a controlled 
substance in the workplace. Violation of this policy will result in the employee’s termination from the company. 

 

�*5&/,1+0�&+��1-'/1)1+2,&/4�
*32@1&/�

·  In cases where an employee feels that he/she is treated with discriminatory behavior, he/she is encouraged to report such events 
to the Company. 

·  Company investigates the event or the employee complaint as per the grievance procedure already described under the principle 
four of this manual. 

%����
����
���
������

·  Admin Manager & Compliance Representative are responsible for:  

o Proper communication of company’s policy on discrimination.  
o Organizing meetings and training programs to ensure that the policy is properly communicated and understood, the minutes 

of the meeting are then recorded and circulated to all the participants as per distribution record list. 
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TITLE HEALTH AND SAFETY 

POLICY 08 

ISSUE DATE July 12, 2009 

LOCAL LAW REFERENCE 

 Factories Act 1934  with up date  
 

%�
������

¨  ������� !"#  utilizes all available resources to provide a Healthy and Safe working environment for all its workers and 
to eliminate all potential hazards that are capable of causing work related accidents.   

¨  ������� !"#  Through a systemized mechanism detects potential risk and hazards associated with the job or present in 
the work environment which could cause harm / injury to the workers.  

¨  ������� !"#  provides all necessary personal protective equipments and implements controls to ensure the safety of the 
workers and their health.  

  

%�
���������

·  To assist in providing a healthy and safe work environment for employees, customers, and visitors, which is a top priority for 
��������	
�   

·  Emergency Response Team is formed to induce workers to take active part in the work place safety programs. The name of 
team of the company is placed on notice board. 

·  The minutes of the emergency response team are to be recorded and distributed among the members. 
·  ��������	
�  makes sure that fire extinguishers are all available and all the employees are well trained to use these. 
·  ���� ����	
�  keeps Fire-Extinguishers Location list in a file, which contains location, identification number of fire 

extinguisher, refilling date and expiry date. This list is frequently updated as any fire extinguisher is removed from the 
dedicated location either for refilling or due to any other reason. 

·  ��������������������������������������������
������ ���������������  
·  Regular Fire drills and trainings are conducted, involving every department as per training schedule bases. 
·  EHS manager will ensure that all workers are provided with Personal Protective equipments, where necessary and provided 

basic training for usage of such equipments. 
·  EHS manager ensures through maintenance staff that needle guards, eye guards, pulley guards and any other necessary 

protective equipment are properly installed on all the machines. 
·  First aid is provided to workers; in case of any injury trained First aid workers provide First Aid to employees. 
·  ��������	
�  Has all permanent employees completely insured as required under local laws.  
·  Each employee is expected to obey safety rules and to exercise caution in all work activities.  
·  Employees must immediately report any unsafe condition to the supervisor. Employees who violate safety standards, who cause 

hazardous or dangerous situations, or who fail to report or, where appropriate, remedy such situations, may be subject to 
disciplinary action, up to and including termination of employment. 

 

%�����������
����������

���������<  

It is defined as “Sudden happening demanding immediate action / response”. For our company, some of the 
emergency conditions may be but not limited to the following. 
·  Fire / Smoke. 
·  Bomb Blast / Threat of Bomb Blast. 
·  accidental release / discharge of environmentally dangerous material  
·  Industrial accident  
·  All natural calamities as Earthquake, Strong winds etc. 
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In case of emergency or sign of the above-mentioned conditions, the response of the factory personnel should be as per the 
following procedures. 

 

	��������������#����<�

A person who first detects any of the above mentioned conditions of emergency or any other “unusual” conditions which can be 
assessed as the reason for emergency condition, first inform the area supervisor, informs the security guard, informs the emergency 
alarm responsible person to be ready for supervisor instruction. 

 

	���������������
��#����<��

On information from the person or worker, supervisor shall assess the situation; inform Factory Manager/ Compliance 
Representative/Security in charge. Instruct and ensure that alarm goes on. Ensure everyone of his area proceed to the designated 
emergency assembly points. 

 

	���������������	�������	�	���>�	�������������

On information from the supervisor, Compliance Representative inform the Head of Emergency Team, inform Fire brigade, assess 
the situation for the scope of emergency, coordinate between the supervisors for everyone in the factory to be gathered at the 
emergency assembly points. The HR Officer takes roll call as per the attendance on that day. 

 

	�������������������������	����	�?�

On information from the Factory Manager, Compliance Representative or as the alarm goes on, the head of emergency team Mr. 
Syed Ali Akber  shall respond according to the emergency along with his team. 
The Head of Emergency has a dedicated Telephone extension # 178 known to everyone in the factory. 

All the personnel are trained, instructed and provided with instructions that on hearing the alarm, they should immediately leave 
their work, switch off the machine ( if working on a machine ) and gather at the designated emergency assembly point. 

All the departments are provided with respective evacuation plans. Emergency exits and paths to them are elaborately marked on the 
evacuation plans and accordingly on the floor.  

 

INDUSTRIAL ACCIDENT 
·  In case of any accident, the discoverer informs the area supervisor immediately. 
·  Supervisor access the situation 
·  Casualty if any is protected from the danger and shifted to a safe place. 
·  Supervisor informs the ERT. If the accident is major one, supervisor instruct and insure that the emergency alarm goes on. 
·  First Aid provided to the casualty. 
·  If required the team leader arranges for external medical treatment. 

 

�����
�����������B��
�����

·  Portable and fixed fire protection equipments are provided for entire factory areas. It consists of fire hydrant and extinguishers 
and fire buckets, which are available for use before the ERT arrives (provided the associate has been trained in fire fighting 
operation).  

·  The <ERT> is responsible for monthly inspection, maintenance and required record- keeping of all portable fire extinguishers 
and fire trolleys and fire hydrant operation. Any used or damaged extinguisher or trolleys should be reported to the ERT 
Leader. 

 

������C������������D
���	
��E�

Properly marked <6 kg dry powder fire extinguishers> are provided in ample quantity for all the production areas. 
�1/*�
('9*,-�

<Properly marked fire buckets are provided to all the main production areas.> 
�1/*��46/2+,�

<fire hydrant hose point installed in each department oust side wall and stairs> 
�52/9�2//*-,*/<�

<spark arrester available in vehicle loading and unloading area > 
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The Safety & Health rule requires emergency lighting within facilities at the following areas: 

�  Emergency lighting is installed in areas where exits would be hazardous during a power failure such as stairs and main 
departments.�

�

�F1,-�=��)*/0*+'4��F1,-��10+-�

Exits / Emergency Exits Signs are provided in specific locations in building to designate the means of exits from the building. 

#	����	�����

·  All employees are vaccinated as per local law requirement on annual basis. 
·  The employees are vaccinated against Cholera and Typhoid, lists are maintained with Compliance Representative 

 

%����
����
���
�����  

·  Compliance Manager / Compliance Representative are responsible for:  

o Providing healthy and safe work environment to the workers. 
o Detecting potential risks and hazards associated with the job or present in the work environment which could cause harm / 

injury to the workers. 
o Proper communication of company’s policy on Health and Safety.  
o Organizing meetings and training programs to ensure that the policy is properly communicated and understood, the minutes 

of the meeting are then recorded and circulated to all the participants as per distribution record list. 
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TITLE FREEDOM OF ASSOCIATION AND COLLECTIVE BARGAINING 

POLICY 09 

ISSUE DATE July 12, 2009 

LOCAL LAW REFERENCE 

 Industrial Relations Ordinances 2002, Section- 3 & 4 
 

%�
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¨  THE COMPANY Recognizes and respects the rights of employees to exercise their lawful rights of free association and 
collective bargaining. 

¨  THE COMPANY Does not discriminate against employees who form or participate in lawful associations and/or collective 
bargaining. Forms of discrimination include, but are not limited to: 

�  Wage penalties 
�  Suspension 
�  Termination 
¨  THE COMPANY Does not illegally discriminate against employees who choose not to join any association or bargain 

collectively. 
¨  THE COMPANY Does not discriminate against applicants who have previously exercised their lawful rights of free 

association and/or collective bargaining.  
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·  ���� ����	
�  Allows freedom of movement during employee breaks unless such movement interferes with the work of 
other employees. 

·  ��������	
�  Acknowledges the right of every permanent employee to form free association or not to do so for collective 
bargaining. 

·  In case if permanent employees choose to form free association, they have to follow the legal procedure as laid down in the law 
for the formation of unions 

·  The permanent employees can register themselves as the registered union. However if the other group of permanent employees 
feels that they do not have the true representation in the registered union, they are free to form another registered union. 

·  All the registered unions have to follow the following steps before putting any issue related to collective bargaining: 
·  Nomination of union representative through election process. 
·  Development of Memorandum of Association 
·  Development of Charter of Demands 
·  If the need arises Compliance Manager is responsible to liaison between top management and employees and help formation of 

authorized body and to chalk down all the activities as per this Procedure. 
·  Work council has been formed in ���� ����	
�  Members of work council were elected through hand raising election 

where nominated names were taken and supportive workers raised hand in favor of the nominee. The name of team of the 
company is placed on notice board. 

·  Meetings held on quarterly basis. Minutes will be maintained of the proceeding of the work council by the head of the work 
council. 

·  Minutes of work council meeting are maintained and displayed at the Main Notice Board. 
·  Suggestion boxes are placed in the facility; if any employee wants to report any incident he / she can use the suggestion boxes 

without mentioning his / her identity. Compliance Manager is responsible to handle any suggestion/complaint found in the 
suggestion box and if required bring that issue in the work council meeting , if further required the issue will be discussed with 
management for immediate rectification. 
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·  Compliance Representative  Manager & Admin Manager are responsible for:  

o ��������	
�  of the meeting are then recorded and circulated to all the participants as per distribution record list. 
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TITLE ENVIRONMENT 

POLICY 10 

ISSUE DATE July 12, 2009 

LOCAL LAW REFERENCE 

 The National Environmental Quality Standard ---SRO 742(I)93 Environmental Protection ordinance 
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¨  THE COMPANY Complies with environmental rules, regulations and standards applicable to its processes and practices 
environmentally conscious practices in its work environment. 

¨  Where applicable, THE COMPANY Performs initial environmental impact assessment and implements mitigation measures. 
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�  Is committed to dispose off every single piece of paper, fabric, used first aid, used poly bags, used thread cone 
which are identified as waste. Since the nature of production is <mainly stitching & Weaving > with cut pieces of fabric as the 
main waste, the 
1. Solid waste of fabric from cutting dyed fabric go-down, stitching, cropping, pressing, finishing and packing and paper from the 

offices. 
2. Used First Aid 
3. Used Thread Cones. 
4. Used Poly Bags 
5. Sanitary Waste 

 

1) Waste of Fabric 
Responsibility: Sweepers / Cleaners 
Procedure: 
1) Sweepers / Cleaners are responsible that on daily basis they collect fabric from Cutting, Stitching, Cropping, and     Packing 
which are identified as waste in a bag / poly bag and dump it in a dust bin or drum on ground floor which is marked as “Fabric  

Waste Area”  

 2) That those bags / poly bags fill with fabric waste sale to local vendor with which Company has made an agreement that they         
will dispose off that waste properly without polluting the environment. 

  

2) Waste of Used Poly Bags 
Responsibility: Sweepers / Cleaners 
Procedure: 
1) Sweepers / Cleaners are responsible that on daily basis they collect those poly bags from packing which can not be used 
again and are identified as waste in a poly bag and dump it in a dust bin or drum on ground floor which is marked as “Poly Bag  
Waste Area”  

2) That those bags / poly bags fill with un useable poly bag waste sale to local vendor with which Company has make an 
agreement that they will dispose off that waste properly without polluting the environment. 

 

3) Waste of Used Thread Cones 
Responsibility: Sweepers / Cleaners 
Procedure: 
1) Sweepers / Cleaners are responsible that on daily basis they collect those thread cones from Stitching which can not be used 
again and are identified as waste in a poly bag and dump it in a dust bin or drum on ground floor which is marked as “Used  
Cones Waste Area”     

2) That those bags / poly bags fill with un useable thread cone waste sale to local vendor with which Company has make an 
agreement that they will dispose off that waste properly without polluting the environment. 

 

4) Waste of First Aid Box Medicine 
Responsibility: First Aid Box Inspector 
Procedure:  
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1) First Aid Box Inspector is responsible that he will inspect first aid boxes in a factory on monthly basis and make a report of 
inspection which is done by him on monthly basis, and if there some medicine found by him during inspection which are 
expired or cannot be used then he will collect them all in a poly bag / bag and dump it in a dust bin or drum on ground floor 
which is marked as “FAB Waste Area”, so that waste ca be taken to nearest hospital and will be properly disposed off. 

 

5) Sanitary Waste  
Responsibility: Sweepers / Cleaners 
Procedure: 
1) Sweepers / Cleaners are responsible that on daily basis they collect sanitary waste from male/female washroom n a bag / poly 
bag and dump it in a dust bin or drum on ground floor which is marked as “Sanitary Waste Area”, so they can be properly 
disposed off. 
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·  Environmental Management Representative seeks the updates from the Sindh EPA or updates of environmental requirements 
from different buyers with whom ��������	
�  is doing business. 

·  Environmental Management Representative ensures the monthly testing of Wastewater, Air Emissions & drinking water and 
compares the results against the NEQS. 

�
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Based on the status of ��������	
�  Environmental performance against NEQS, mitigation measures are identified which can 
be:  
·  Disposals of fabric waste and paper by ��������	
�  link to local vendors who use it as a material for re-cycling. 
·  The wastewater generated from utilities i.e. washrooms, water cooler, abolition area, is tested for compliance against NEQS. 
·  The workers of cutting use dust masks in order to prevent the inhalation of fabric fluff generated from the fabric. 
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Factory Manager and Environmental Management Representative are responsible to implement the policy and ensure that the 
company complies with National Environmental Quality Standards.  
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TITLE HAZARDOUS CHEMICAL 

POLICY 11 

ISSUE DATE April 12, 2011 

Hazardous Chemical Risk Spills 

�  Have at least two trained workers to handle the spill. 
�  Laboratory supervisor/technician to supervise the clean-up of the spilled chemical substance. 
�  Gather relevant MSDS and assess any immediate risks. 
�  Use the proper protective equipment. 
�  Use Spill Kit to control the Chemical Spill. 
�  Ensure fire protection is available for flammable spills. 
�  Control the source. 
�  Contain free liquids by damming, absorbing if appropriate. 
�  Place all spill residues in an appropriate sealable container. 
�  Decontaminate the affected area using an appropriate material. 
�  Decontaminate the clean up equipment. 
�  Analyze the area to ensure proper decontamination has taken place. 
�  Examine walkways, floors, stairs equipment etc for other hazards or damage  

Clean up: Area workers may clean up spills of Hazardous materials under the direction of the EMR/ laboratory supervisor. 

PPE to be worn : If the laboratory supervisor has any doubt, an EMR must be contacted. The minimum 
personal protective equipment for spills shall include: 

·  Rubber gloves ,Rubber boots and Goggles  

Debriefing 

·  All personnel involved in the clean up of the spilled substance should be debriefed after the spill has been resolved.  
·  All spill control supplies are to be restocked.  
·  All damaged or used equipment must be repaired or refilled.  
·  When the area is deemed clear, it can be re-opened for normal operations. 

Immediate Actions  

·  clear the affected area  
·  check for any persons involved  
·  personnel contaminated with chemicals must be decontaminated for at least 15 minutes (emergency shower) and taken for 

medical examination 
·  administer first aid. 
·  isolate the spill (if safe to do so)  
·  contact the EMR & EHS Manager for high risk spills  
·  contact the Laboratory Supervisor for low risk spills  
·  Gather any information possible, i.e. identify the material and quantity, gather relevant MSDS and assess any immediate 

risks. 

The primary concern is to protect health and safety no action should be taken during an emergency response that directly or indirectly 
puts human health and safety at risk. 
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TITLE CUSTOMER COMPLAIN 

POLICY 12 

ISSUE DATE July 12, 2009 

LOCAL LAW REFERENCE 

 Customs Act 1969 (Amended 2003)   Latest governments Rules 
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¨  ���� ����	
�  Complies with all applicable custom laws and in particular establishes and complies with laws regarding 
illegal transshipments.  
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o Security personal monitors the loading of shipment by ensuring the following 
�  Only authorized loaders stack the cargo. 
�  Loaders are not changed without his information. 
�  Loaders do not stay inside the container for longer duration than required. 
�  Any open carton is not loaded in the container. 
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o At the time of hiring of security and loading workers / staff background check of the potential employee is performed by 
Compliance Representative and recorded in employee background verification form and kept in personal data file of the 
employee.  

o To the extent possible, people whose background can’t be verified e.g. new immigrants in the country or city; they are not 
employed for the jobs related to security until work permit is shown.   
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o ��������	
�  provides a safe environment for employees, volunteers, clients and the general public. Deadly weapons are 
prohibited in all ��������	
�  facilities. No one except on duty armed security guards appointed and authorized by ����
����	
�  may enter any facility operated ��������	
�  while carrying a deadly weapon, concealed or otherwise. Any 
employees who either work in the field or perform work outside of their workstation are prohibited from carrying weapons. 
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<Factory Manager and Manager HR/ Compliance Representative are responsible to implement the policy on security to ensure 
that the company complies with the entire related local / international laws and regulations.  
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TITLE CORRECTIVE & PREVENTIVE ACTION 

POLICY 13 

ISSUE DATE April 12, 2011 
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To decrease the incidence of non-conformity arising in all parts of the Social Compliance system by a procedure of analysis 
and action, leading to continuous improvement. 
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·  Anyone in the company up to supervisory level can initiate Corrective and Preventive action to address existing non-
conformities, potential problems or make suggestions for improvement in the social system. 

 
·  Requests are submitted to the Compliance Manager. 

 
·  If accepted for further study, a reference number is assigned and the details entered into Corrective & Preventive Action Log 

Sheet, AK/CPA/003-02. 
 

·  The request is sent to the concerned department for investigation of the problem. If required, the Compliance Manager can 
conduct the investigation. 

 
·  The root cause of the problem is analyzed and actions are suggested to the concern person by Compliance Manager. 

 
·  After completion of analysis Compliance Manager assign that CPA to Compliance for practical implementation. 

 
·  After the target date, the situation is checked/ audited for completion and effectiveness by Compliance Manager or his 

nominee. 
 

·  If actions are effective, the request is closed and the Log Sheet updated. 
 
·  Workers / Staff must be train on this procedure so that if any mishap happens so that can be control through systematic way. 
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<Compliance Manager is responsible to implement the policy on CPA to ensure that the company complies with the entire related 
issues.  
 

 
 
 

 


