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Induction for New Employees

Introduction

Induction program is an important process to welcome and support new employees in an
organization. It provides a new employee the opportunity to get introduced with all aspects of
the organization within a short span of time.

There is essential information about the company that need to be communicated to the new
employees before starting their job. The best way to address the needs of new starters is well
designed and structured induction program.

The induction program helps to reduce stress and anxiety associated with a new job and improve
their morale and feeling about the organization. It also creates a positive perception of the
organization while communicating its established culture, values and goals. By a proper
induction program, new employees will feel welcomed into the organization, be respected and
feel more comfortable in the workplace.

From this point of view T&OD department conducts a day long formal induction program at
CHO for new employees. Induction program is mandatory for all new employees according to
the corporate policy of the company. Also the management is very concerned about making
this program successful.

This booklet has been developed by T&OD Department under the guidance and close
supervision of honorable Director and COO Sir with a view to provide the new employees a
clear guideline about the overall culture and management practice of the organization.

| would like to suggest all of you to go through this book very carefully and follow the directions
accordingly.

With thanks and best regards

-

Md. Hatem Ali
Head of Training & OD
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E Palmal Group
T & OD Department

Induction for New Employees

Obijectives:

The main objectives of this program are to:
> Introduce Palmal Group and key Executives to give participants better understanding about
the company.

> Let new employees know the expectations of the management.

> Make participants familiar with service rules, corporate culture, Code of conduct, values
and ethics as well as management policy.

> Exchange views on important issues to improve organizational skills of the participants.

> Develop relationship with colleagues and remove confusions at work place

Expected Learning Outcomes:

Better understanding about the company.

Familiar with Service rules, Code of conduct and corporate culture.
Having clear understanding about their role and responsibility
Conversant with performance appraisal system and KPI.

Have improved their level of understanding and sense of responsibility.
Participant posses’ loyalty, positive attitude, high integrity and morale.
Raise awareness of compliance issues and customers’ requirements.

Motivated to show well manner, respect and cooperation to others.

A R R L N S e

Committed to their job and career development

10. Ready to abide by organizational rules and follow management policy.

Induction Booklet Developed by T&OD Department. Page v




E.I'Palmal

: A g Tk
aka- , Banglades
Group of Industries Tel # 880-2-8852646, 8852749
8852969, 8850409, 8851581
8852763, 8824422, 9892259
Fax # 880-2-8850330, 8852748
E-mail ; info@palmalgarments.com
Web.site : www.palmalgroup.net

oifds Sb WCBEF, 050

2fS: o/ efan/afsan/fan/qafag-Sesma/
Retiry 2u=-51.9%5.9
BACIEH (Sl T WOHAZASIal

frm s B «its ¢f fTiws a¢e TS G JPTH-9F JAL IR &AL |

for SRR,
o] TR SATS SR (U, TN aFte (MR g SR @A - A,

are-RfR a3 ey AR T 12 gt e wow © ars of e Sgpifeeia
G BRI (TR SIS I AMCE | TG (A ezt ereracs B @it oft
RoATTT @R T TREEe O f.e.¢ mwwmwmmﬁ b
WdﬁWWWW@I&ﬁWﬂWW&WW%WW
TSR RTINT AEe, AR, e, feTel, wveefifd, srpfem IR 9w
TS AT T AR (Rl AS FACS ANEA |

S et fRew Teefs wiREeT Ay e e T i aSEE TR @, FereR Al
W@wﬁaiwﬁﬁwv{mmmmﬁﬂﬁr@wwmmwmww
4T | T @ R @R AR rga e SRR fire e A @i RIS 5% IRt
A% Taree Y T0RA |

q @ AfafEfea siffefrrs fte SR @7is 51.8.8 MRS Aoed Sl e ofie T3
e FAIRS I TR 2 IR Wed A «1is wara ofared crew 2 | @ FeefiR
A SaTRE e T wale qeRETE A e ARMICES TR AU T SIS T
CFETSI AT TITBH avi ware 7 0 e e Reers amare g o <
7@ | Faf o wwy TR Afee $aa G AL TS At (rew 2@ |

(TRMITS -

msﬁmwﬁt
fHfATa ST 95 I
% are ¢fS fEAGTas

et
o IS TP 9T fH.8.9
*  TIBEF

Induction Booklet Developed by T&OD Department. Page vi




(@Wﬂmamgﬁrmmwwm a3R ARIFICS IS *MbTell 5 1 | WW@?\

T NIfEF TR A=W FCEF A | - T3 ETIFA, S-S |

3. SMBREAR TYEIS! SRETHT FF (R IIAT p 9| PR N wR Ao
SO | - IME ETFA, RS- |

©, FIIE (7 BCAT (OISR 2RSS 2 AT G2 SERT NGRSl T QIR RS AP
HE FF TS (SN FAFAFIN 28 | - FA AA-GIAZ, TAS-0 |

8. fro3g SIfy Megaes 2w-free west 32 weafz | - 3me qieTw, Swre-8, |

¢. IER FIVS (P TfeT ST “ARRST T o1, To™a a1 (7 Tife Fres oo ey
AR (BB FCF | - FAT3 -, TRS-¢O |

b, (SIS T SGF FIY I QIR G B WA 1 HAT SF-AA, SAMS-5 |
TR SEC I (A SIAR G ST FACR Lo | - I8 SNO-STofeF, SAMS- |

q, SIfS COTITR & (AT eIl AR, AT (O T ZI NS FCH IR SO IR
AE-ITeH I7 QIR TR (1, @it e | «ft TERe Inaced Smrex v,
ICe ST DWI-ORT ¢ | - 13 ST &'AF, SAS - |

b, YOI, W T AT IS (IR S0 (@IF AN N I, O COTTT ST =1
I AR, TS TWOI*SE (ST (FI TR T AT 28 1 RS G=R At feema
FO FCAG G A0S 1 RE |- I3 AT-LGAS, FRTS- Y |

b, TONTH ¢ QS FRIR ©F FICR &N | fof IR (I (T TS T© SACR | I
S-AIR, RS- 2B |

S0 TR IW BIZTe, O (SN ANB(F UF-8F® I e, S8 Qe FENH- Ao
COIITACE (@ 43 TR, ©ITS SN AR (@ |-I[18 ©le -NEAR, NAS- 85

" /

Induction Booklet Developed by T&OD Department. Page vii




S TIREFT WIS Free @ Sraryr Iy
(Inaugural Speech of Honorable Director & COO)

EF 2 TG (AT TAFS TS GBI, (ST WA, fTas G TgF @MINSET 2w
SPPATAEIEFT | HRTHL S SFAR FIRCF 2T ARSI TS S Q32 SISd O3 ITCF (@it
I AT SN FAR |

SIS AT (@ (AT QTR @ Sy (6= 1 R Afsa «i9et 45! Tfow | o HfRF WG A= 49
TCNCAI5 TZHIL QNI I8 TIIAZFS NGB JHCEC NOTB TG TZFIF ATS FAEN | AP A6 TG (FHANICS
PG FACS (T RS FAAIZCEF B I 1 @3 7S FEoNTTs Tt 752 4R oS 541 78K T 1 | ©IF SRS
AT AR AT T, (S fCATET T1EF (19l Wi, (@RI [NTIFAN 8 WHINRIG T0E G- e
TR GFB! SIS P (NPT AWTNT Gy L2 (el SICer el ZCACR TS I FI3 AW I TS ST |

HANAACP (T JCE6 (AT ZCACR GBICF Sfe A0wdl I AGre 2(d | 92t ey siwen wifepe ffey waees siger,

S wet, fWfbe WWEo Tonin srege w41 zearm | AT AGweT (@A GBI TA0H WA 561 € =7 | 6
IG 8fG fTAGITT F9F TAZe RTTPIYZ 72 AEABA SIS VAT FRINT QNEN 78 O
FACHG ATT FIEN | RIS FTAOTTT (A WIS [T AN F9F A0S AR NN 11T FF
5T | Sy e ISt [ RO 827 St FTe Fe bis:

Y. TN O R JA: T2 O (FF a1 (FIF (@A (A0F Q0T | dfob @ifare siva fery Sifenifs s
FIETHIF ACE | AT By fFery SeTorR SR | TR WA @ AfGHITTR SR T 1 (T LT 2N PleTs
ST TR A2 A TR, SRR A A [0 FEREHT T4 (58 I | 2N o (252 N 55 30
(TR el G fSeris (eq 1 56 I ORI SRAT @ STEAG 1 FCF (F S (& 91 A W& 1 | 04
43P, 2R T, AR TOA TP ST AT FIEF TZS TP GR AR Rge e |

2. R &AfS TR T qvf: @56 f SRt arers fes gl | afssr wfes owr fTers «ifes Stay «3s! ST
TR | ©IF (T FICH LT3 A I AI*2 ST SHYE T (\RICT FA @103 | &lfsfB %S, o1, @, 2o
4 FRIL I #ANGIT WKk | QTH@ NN #7772y A [T =1 e bfet | @ 71 [iwifers wieeas
NS AT (@THCB |

©. SAfdT CTIMTINST T56T FAT: ATFART THACH S TR @A “M-AT R | FE@R @A AR ST,
b, T | G 7L NI (7@ (53T N TG (NRACG 2 FACS T(F | AW WA (@I KA Sieg Sedeey
IO A @A TG RS (FIF TALP] @G 91 AN ©CF A (539 O FACTT o SGARAT TI3cdsa @ 51
@ @ IR TS TS Q8. 1 AT FACS A | AT GFEre] A AT @ AL FGATH A
B SFICTSCNCTR AT LTATECH AT FACS AT |

8. WINT A A IR fAT© FAT: T QLT (T FAGHS IR ATOHRL FOIMRATP (FIA(F W TS FA |
QTG WA W T SRR AR 71 & ©CF T TR A TR WH6® T TR 1 | o1 & T
FIE FE SIMACE (ST TIZCAFT Al & Q¥ @T0Sa (A0F ARGEAN FA07 91 | OIHT AN G2 AFSF A IIZE
VI S T2 | ©I SANICS AW 7oA ARBIER (P TR S (A |

¢. JIBINEF @ TS ST LAAAMSAT: AFIE T2 A2 (o1, e G IBT 70 @I e
gl [Afoe Fe 7R | WAL AWIE TS FE T [ WD AP A IS R | [ T GA{e
{047 977 (IS IRTe TR G [E@e T ARE S S S | SR e ades W Wi,
THAROITER A GFART 20 ARCIT | Fro ARSI 3 ARCICH TN SifRAl Q3R @A oy ST
THEPT T &Y, Toa I @fs 8 FeAI-(PET PR 400 J(J | GTHCG berwie A «iest «ieel e
AR FACS A |

L. ey QN I FA: gy 4 WS e R | frem Fffice aroee’ (o i SR 7re 7 |
] TAIRAS e ST AR (e $FP: FIIFACS IBIFCAR AL FIF IBIPAE QR (I (I (@ SB[
QBT T AT | W ASHT IBITTR AN TS Yo T SRR YT O THF AT A2 (TOIF TS T FF O
IS SPCSIE, T AT VIR 2RI IS ARRIEE TP TS AT TS A (@ TS WA
SR e AT A G167 [NF5® S0 | GO0 (@1 409 SR ARG 2 e (@I [ F1E | oA

Induction Booklet Developed by T&OD Department. Page viii




q.

b.

TRIRCE #M SR AT (TGrPd SR FS THW FACo A | AT (9P AT T TS ¥ Tale, I
fagret, Q@i wwel, 7iEef, @el 8 TR (R el AP 77 |

TR [T N0 F41: A 409 (Te 20 (@RI e | @ &aew @ Prarebr enfy fis @iftz s e
T Y 5 Faom? a3e afet [aw @ iNE Siem T 3@ FIe F900 T | O e SFae T4,
@IS e S e 70 @R Nrew ey 3w A | Skew (At Fraie Shewi S Sieieie e et
7@ Al & P fres s o s |

e e AT 96! A 27T A TS @R (@FF AP A2 QT T (T2 Yo (72 | Q4T A FA S
T | GIF S e [ww 7 2ers W @5t @ reiaw e T@E @ e 2w s eew e S
T FEICS (A | AW (GIR-FIT (AT (@0 FIE FACO (A | N0 ICAF AT (FIT A0 TR FIST SCA | SNroifey
I8 @R AAETN X G (@16 ARSI G FACR | WA I 0 e 951 (e &=y Fifeefba
@EFE W0, NN (@FF @ [ T e T9- Oz [ ol 207 | 392 T o Hifseik & o fowh
FACS AN, ONF GO / 935 T IF @ENRrace s [Tt sRfze F0e 1w | @eid Mees wiftces I3 I
FINS (P TASIE T T 2T A*53 (6T T2 910 (3, BB T8 TF G2 IS 908 207 |

AT AT SHACHR FEAN: TN N G5 (@R @A @A™ (QTF QT <107 T I T3 s
TACR; SAEG (/T &, & @ Za0e; TR (TS TIRIa3e TACR G339 32 B ST | Q3T @Pirs! S
@ (FC TerT S Cofi A0 AN | I (FC NISHF AN FACS 2R OCF ATNe S =72 A I M SR
TIIF T | FICGT. PR (L NI ST AT CHT AP | @ T *[N 8 (WHIF AT AT O AP G0
AT QSTF LT | S TAF ST 63 A1 iy S e Ik ©itd #i99 (oitere AR SsiaR
SIS Tefs AT 20 T |

So. FNLART: IF GG SFFTAT (7#l | SSIC® AT PIF-PIRA =T -2 4R fife et Tye

.

oot 77| TR TR HfiT FORWT e TFRIETH TTFE [ oo w[eefre | o ¥-S18ea
IREIRCEF Ar=(ifer Ko I Sge oo fog Afifers [fy-faam sitaret seEees a Afies-FERme s
TRIFLFR FTHE S GFE QTS | GAF [FT0-TfS 0T beT2 Z06r FLAE | AL TN g e
e FACS B TSTOR NF WS Abe© W8 73 ARENfers fRa-Figa 8 5T (Civilized Practice) A I
T | OIR YTOIFCF T T FY AR FHACTT 97 A7Fe] ST (N IS FAE | I BIAEF @ g
TR FACR | IR ACCHT TN ST AT F2ITT TIPS T X AT (AT FRANMS] FAE | T2 AR
A FH JRZIT PR TR I PSR 058 T |

AferRIfTer: TR TSN TS L STIFIOTYTS 0N I A IR AR Tl AN (RIS
A Teoime @R W P Face 203 | @ aferaifem 57 | e of e 2ea W (AF Remacse ww
efsraifre Tmre x| dfswifrer T 7&q | ©12 SitE (FIRE F99 THhee!, =T, € Ifaver e Fare
A | T AR Syfed ozt 7 |

3R, TEIRAE FIC& AT AGTCACH NS P w3a ToeT wefiafoss, AN 8 AP T v Ay Afes

AR | U FHTER 0T 17 SRR I8 TR | P, J2., i, wige, afGe, iy, shicefer Tonv oo
IRy TG B AR | q=IGNe G S N QrIpiiie 2F ¢ TR WIS ARReAT e afev ¢
A B TR | 9 T G2 PR IE T G T T @ TR IR | JOHNR @3 frgw Sawey A
I S AT Tbw |

T R SR @3 (AT AN WTF SIS AT G2 TR T T SFN ABFOI WG AT T 20
AT SR FS! 8 ATl FIN I 2 TS (AW ST < 41 |

po V2.
Q (& G AT SR
TS TIREET Wit Free
SIFTRET T35

Induction Booklet Developed by T&OD Department. Page ix







Table of Contents

Company Profile

History of Palmal 1
Vision, Mission, Core Values, Product & Service 1
Major Buyers, Certification, Recognition & Award 2
Trend of Growth 3
Organizational Structure 4
Location of Different Sister Concerns 5
Manpower & Company Strength 6
Board of Directors and Key Executives 7-8
Job Confirmation & Performance Appraisal

Job Confirmation Process in Palmal 9-10
Clarification of KPI 11-11
Format of PA 12
Corporate Culture & Organizational Behavior

Corporate Culture & Organizational Behavior 13-16
Concept and Techniques of Management

Concept, Functions & Techniques of Management 17-19
Required Qualities & Responsibilities of a Manager 19-20
Leadership & Time Management 21-22
Contflict and Crisis Management 23
Crisis Management in Garments Factory 24
Concept, Basis and Key Issuses of Compliance 25
Organizational Communication

Process, Types & Styles of Communication 26
Ways of Communication 27
7Cs of Effeective Communication 28
Problems in Communication 29
Service Rules

Service Rules & Different Benefits 30-32
Office time, Attendance, work Rules & Misconducts 32-33
Some Important Organization Polices 35-57
Operation Guidline

Production, Quality Control, Merchandising & Store related Guidelines

Quality Control System (Director & COO) 60-62
Merchandising Procedure 63-64
Store Management Procedure 65-67
Office Circular 68
Important Phone Number (Help Line) 69-71

Induction Booklet Developed by T&OD Department.

Page xi







Part - One

[ Session - 1: Company Profile ]

1.1 A brief history of Palmal

Palmal Group of Industries, one of the promising RMG
manufacturing business organizations, emerged in 1984 from the sole
initiative of Late Engr. Mr. Nurul Haque Sikder, the former and
founder Chairman and Managing Director of the Group.

=
:

Late Engr. Mr. N. H. Sikder delegated the authority of Managing
Director to his beloved son Mr. Nafis Sikder in 2001. Since then Mr.
Nafis Sikder is holding the position of honorable Managing Director
of the group and the group runs very smoothly under his dynamic
leadership. Over a period of last seventeen years, the company’s business growth is very high and

significant.

1.2 Vision
To become the Leading supplier of quality apparel products that create value to the customers
and contribute in socio-economic development of the country.

1.3 Mission
Produce and delivery quality products at competitive price to meet the customers’ requirement
through employee involvement, highly efficient, eco-friendly and vertically integrated

manufacturing process.
1.4 Palmal’s Core Values
e Accountability

e Respect

e Integrity
e Commitment

e Excellence

1.5 Product & Services
Palmal is a prominent manufacturing business organization that produces different types of product
in composite and garments sectors. The main products of the group are:
® Knit Fabrics
W Printing & Embroidery
Trims and Accessories

Ready-made Garments

4+ 43

Also the group provides backward linkage services of dyeing, washing, finishing and logistics

supports in its own business arena.
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1.6 Major Buyers
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1.7. Certification
The Group has achieved the following certificates:

1.8. Recognition and Award:

PERRY ELLIS Bestaless

(L)
B meijer s

NEWLOOK %

REDCATS®

The Company has achieved valuable awards as recognition of best Performance in RMG sector.

e National: President Award (Achieved in two consecutive years, 1990-91, 1991-92)

e International:

- Best Supplier award from Walmart (in 2004, 2005, 2006, 2007, 2008 & 2009) &

- Best Supplier award from Charming Shoppe in 2006.

- Almost all the facilities are certified by Accord and Alliance
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1.9 Trend of Growth

Physical Growth

Starting with only one Garment Factory, Palmal Group now owns 37 Garments units, 5 Knitting units
and some other backward linkage factories. Over a period of 34 years, Palmal has managed to create
its own identity as one of the country’s leading foreign currency earner in the RMG sector through
promoting in RMG sector rapidly.

Also, the Group has incorporated many new departments in corporate head office to make sure the
smooth operations of business. Presently the group has a total of 15 Departments in its head Office as

mentioned below:

= Mainstream HRM Department

= Factory HR Operations Department

* Admin. & Compliance Department

® Training & OD Department

® Merchandising Department (Buyer wise)

* PPC & QA Department

* Accounts & Banking Department

® Internal Audit FDA & Costing Department
* Commercial Department

= Store Department

= IT & MIS Department

® Local Procurement Department (LPD-1 & 2)
= Transport & Maintenance Department

® Design & Development Department

= Civil Engineering Department

Financial Growth:

300
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o, 200
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1.10 Organizational Structure

Palmal Group

v

Managing Director

v

Director & COO

v

CHO

A 4

VP/Director- Marketing

Director- Admin & HR,
FHRO

Director- Admin &
Compbliance

v

Director- Production & In-
charge of ACML-1

\ 4

Director- PPC & QA

A 4

Team Leader of FHRO
Zonal Team

Assistant Director

Executive Director- Civil
Engineering

Executive Director- Admin
& HR

Divisional Head of- HRM

Divisional Head of

Recruitment & Training

Divisional Head of Admin,
Security & Transport

Head of T & OD

St.GM- Accounts & Banking

VA VT

St. GM- Store

v

GM- Internal Audit, FDA
& Costing

\4

GM-Finance

Head of Design & Devlop.

DGM- Commercial

BN

GM- LPD

Faétory
i‘fiilient Director- ACCL-2 -
Technical Direct. ACML-1 | q—|
St. GM- ACCLA(U-1&2) |
DGM- ACCL-1(U-3& 4)

GM- Nafa-1(U-1 & 2) «—
DGM- Nafa -1 (T1-3& 4N
GM- Nafa-2 (Dhamrai) —
GM- Cortz-1 <«
DGM- Cortz- 2 —
GM-MAL —
AGM- NKKKIL <+
DGM- DLPL <+
DGM- SSL-1 <+
GM- SSL-2 <+
GM- ARKAY <+
GM- HCL <+
DGM- Azmeri <+
DGM- KM Apparels -
DGM- PKFL Embroidery | ¢—
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1.11 Location of Different Sister Concerns:

S1 Name of Sister Concerns Production Location
Unit
1 | Aswad Composite Mills Ltd-1 09 Sreepur, Gazipur
2| Aswad Composite Mills Ltd-2 04 Kabirpur, Savar
3 | Ayesha Clothing Company Ltd -1 04 Ashulia, Savar
4. | Ayesha Washing Company Ltd 01 Ashulia, Savar
5. | Ayesha Clothing Company Ltd -2 04 Bangabandhu Road, Ashulia
6. | Hamza Clothing Company Ltd. 01 Bangabandhu Road, Ashulia
7. | Nafa Apparels Ltd. — 1 04 Baroipara, Kaliakoir, Gazipur
8. | Nafa Apparels Ltd. — 2 03 Joypura, Dhamrai
9. | Safaa Sweater Ltd. — 1 02 Ashulia, Savar
10 | Safaa Sweater Ltd. — 2 02 Hotapara, Gazipur
11 | Cortz Apparels Ltd. -1 (Garments) 02 Bagherbazar, Gazipur
12 | Cortz Apparels Ltd. -2 (Garments) 04 Nawjor, Gazipur
13 | Azmeri Composite Knit Ltd. (Garments) 03 Faidabad, Uttarkhan, Dhaka
14 | KM Apparel Knit Pvt. Ltd. (Garments) 01 Uttarkhan, Dhaka
15 | Marina Apparels Ltd 02 Dapa Idrakpur, Narayangonj
16 | NKK Knitwear Ltd 04 Fatullah, Narayangonj
17 | Designer Line Private Ltd 01 New Jurain, Dhaka
18 | ARKAY knitting- Dying Mills Ltd 01 Zerani Bazar, Gazipur
19 | Palmal Knitwear Factory Ltd. (Embroidery) 01 BSCIC, Tongi
20 | Modern Neddle Craft Ltd ( MNCL) 01 BSCIC, Tongi
Total Facilities: 20 Prqduction
units : 54

Categories of Production Units

S1 Types of Business No. of Concerns
01 | Garments Unit 37
02 | Knitting 05
03 | Dyeing & Finishing 05
04 | Washing Plant 01
05 | Printing 02
06 | Embroidery 03
07 | Trims & Accessories 01
Total 54
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1.12 Manpower & Machineries

¢ No of Sewing Machine

e No of Non Sewing Machine
e No of Staff (CHO & Factory)
e No of Worker

£ 12,795
£ 2,439
: 2,400
: 26,000

Total No of Employees : 28,400

o Total Area

e Production capacity

RMG

Fabric

Dyeing & Finishing
Printing (AOP)

Washing

1.13 Company’s Strength

: 12.5 million Sft. including production floor, store & office.

: 10 million pcs / month.

: 1,500 tons fabric / month.
: 1,560 tons / month.

: 20tons / month.

: 2 million pcs / month

e Maintaining good reputations & long-term partnership with our customers with our ethical business

practices.

e 27 thousands (-/+) dedicated, qualified & skilled manpower.

e Allin-house compliant facilities for garments production.

e All the factories are using Advanced Technology and Automated Machines

e Almost all the facilities are certified by Accord and Alliance

e  Offering price competitive products using new machines & technologies.

e Sustainable quality control system, performing “self-inspection” for our major customers.

e Own logistics department with a fleet of 76 dedicated covered vans for export duty.

e Own garments design and development team.

e Well equipped & accredited laboratory for all kind of physical testing.

e Independent Training & OD department for employee and organization development.
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1.14 Board of Directors and Key Executives

Board of Directors
Name Position Photograph
Mrs. Meherunnesa Haque Chairperson
Mr. Nafis Sikder Managing Director
Mrs. Sylvana Sikder Director
Mrs. Tajrina Sikder Director
Mr. A.K.M. Sazzadul Karim Director & C.0.0

Key Executives

Mtr. Nafis Sikder Mr. A.K.M Sazzadul Karim Mt. Aseem Sood

Managing Director Director & C.0.0 Vice President
Marketing, GAP

Maj. Sofiul Azam Chow. (Retd.) M:r. K M Mahtab Uddin Mr. A.A.M. Munir
Director-Admin & Compliance Director-Admin & HR, FHRO Director-PPC & QA
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M:r. Emdad Hossain Lt. Col. Abdun Nayeem (Retd.) Mrs. Roanne Cooper
Director-Production & In-charge Team Leader of FHRO Zonal Team Director- Marketing,
ACML-1 George (UK) Division

2]

Mzr. Tahmid Zaman Khan Mr. Manoj Dimri Ms. Preeti Saraswat

Director-Marketing Director- Marketing, ZXY Director- Marketing
Walmart Canada Best & Less and Woolworth

A

Mt. Adnan Imtiaz Majid Md. Abdul Mannan Md. Nazrul Islam Khan
Asst. Director Resident Director, ALP Ex. Director-Civil Engineering

B\ VgL

Md. Ziaur Rahman Mr. Shazad Sarwar M:t. Mostafa Igbal

Ex. Director- Admin & HR Divisional Head- FHRO Divisional Head, HRM
Admin, Security & Transport

M:t. Rashid Maula Md. Hatem Ali Mt. Shamsuddin Miah Ms. Hima Simon
GM- HRM (Mainstream) Head of T&OD St. GM- Store Head of Design & PD

=

AR : il

(N
Mr. Kazi A. Muhit Mt. Masudur Rahman Md. Nizamul Islam MLt. Sanjib Kumar Das
St. GM-Accounts GM-Finance GM-Internal Audit, Head of Quality ~-GAP
FDA & Costing
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[ Session - 2: Job Confirmation & Performance Appraisal J

Job Confirmation

No job of regular category is automatically confirmed in Palmal. The appointed incumbent initially join
in Palmal as a probationary staff for six months. Service of new employee is confirmed after successfully
completion of probation period and based on the satisfactory performence. Confirmation is a process
followed very carefully by the management, which is described below:

Job Confirmation Process

Joining Giving feedbck
* highlighting storng &
: weak areas
15t Appraisal (After 2
months
Conducted PA interview Discontinuation (If
through a panel performance is poor)

A 4

2nd Appraisal (After 6
months)

Y

¢ \ 4 ¢

Confirmed (if performance is Extension (if need Discontinuation, If Performance
satisfactory) improvement) is found poor
v
v v v
Simple Confirm + Enhancement Confirmation + Enhencement + Promotion
Confirmation

Process:
Step-1: First appraisal

The first appraisal is done immediate after two months of joining. The reporting boss appraises
the incumbent individually based on his / her keen observatrion using the prescribed formate and
submit the appriasal report to Head of HR.

The Head of HR then issues a letter with clear feedback to new employee highlighting the strong
and weak area.

Step-2: Second appraisal

The 2™ appraisal is done after six months of joning. The competent supervisor appraises the
petformance of the incumbent on basis of his/her Job desctiption using the presctibed formate
and submits the appraisal repot with proper recommendation to Head of HR on time.

Then the Head of HR arranges a PA board and takes an interview to justfy the authenticity of
appraisal report as per company policy. The PA board submit their report individually with their
comments to Head of HR. Lastly; Head of HR issue a letter with confermation/extention of
probation petiod. Enven the incumbent may be fired if he fails to show his/her petrformance as
per requirement of the company.
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Parformance Appraisal

Performance appraisal is systematic evaluation of an individual in respect of his/her performance on
the job and understands the ability & potentiality for further growth & development.

Why should we appraise the performance?

To know the performance status of an employee
Give employee feedback on his performance
Identify the weak areas of employee for training & development.

Reward the best performers in terms of promotion or increment.

YV VYV VYV

To confirm the service of probationary staff

Stages of Performance Appraisal.
Performance Appraisal is conducted at 3 stages:
» At the end of the probation period.
» At the end of each year.
» At the mid of the year.

Performance Appraisal at the end of Probation period:

This type of Performance Appraisal is completed for confirmation of a job. A competent appraisal
team conducts an interview to justify the authenticity of the evaluation done by his/her immediate
supetrvisor.

All the new employees of Palmal will confirm after successful completion of his/her probationary
period through a performance appraisal.

Performance Appraisal at the end of each year:

It’s a yearly based practice initiated by HRM and Head of Unit/Dept./Division or by immediate
supervisor and reviewed by supervisor of the supervisor. Annual Increment is given based on the
grading of this appraisal.

At the mid of the year:

Occasionally interim PA is also carried out in some special circumstances for making any crucial
decision beyond the normal process. Special increment is given for those who perform something
really special with tangible output.

Key Indicators of Performance Appraisal.

The following attributes have been included in the prerformance Appraisal system of the
group:

Aptitude

Loyalty towards company

Attendance

Dependability & trust worthiness

Drive & initiative

Performance on job

Relation with fellow employees

Sense of belongingness & responsibility

A AT A ol ol S

Organizing & controlling capability

—
S

. Future potentiality

—
—

. Sub ordinate’s performance evaluation capacity
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Clarification of KPI:

The KPIs which have been mentioned in the format, are clarified below:

Aptitude: Aptitudes refer to native skills, acquired expetience which an employee bring with him/her
to cope-up with his/her job. It also includes physical and mental capability. The aptitude helps an
employee to learn quickly and cope up with new and complex situation.

Loyalty Towards Company: Faithfulness and devotion, allegiance or commitment given to his or her
supervisor and subordinates, committed towards the company and to his job, ownership feelings.

Attendance: This term covers not only the daily attendance in the office in due time regularly but also
covers the areas of punctual attendance and response in all action relevant to the employee’s job.

Dependability & Trust Worthiness: Reliable, faithful, able to make sure the right thing as assigned
and expected, committed to fulfill other’s expectation.

Drive & Initiative: Self-starter, self-effort to generate new idea, courageous to take initiative from
his/her sense of own responsibility, risk taker etc.

Performance on Job: Ability to perform his/her regular duties and responsibilities as per job
description, able to achieve the objectives and contribute in team effort, efficient and skillful, able to

work in any stressful situation within the time limit.

Relation with Fellow Employees: Make and maintain professional relationship with all other members
of the company, have strong feeling.

Sense of Belongingness & Responsibility: Thinking as owner and feel proud in name and fame of
the company, disgrace any kind of loss or humiliation of the country.

Organizing & Controlling Capability: Able to organize men, material and activities properly, have
controlling and convincing ability over the subordinate and others, well organized and systemic in
personal as well as shared matters.

Future Potentiality: Talent, dynamic, confident, courageous, enthusiastic, have internal will force and
self-drive to improve competency continuously.

Sub-Ordinate’s Performance Evaluation Capacity: Able to set standard of performance, evaluate
performance level with appropriate judgement and identify lacking or discrepancies and plan for
development.

Disciplinary Record: Any previous record or evidence which indicates the trends of violation,

misconduct, breaching the rules or code of conduct, dishonesty and negligence of duties etc.
Conclution:

Performance Appraisal is an important task of a manager. They should be much more conversant and
careful to appraise their subordinates on time in appropriate manner. An appraiser should keep high
morality while appraise the performance of any incumbent.
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Prescribed Format of Performance Appraisal

Score
SL .. Score Allocated Score
Criteria
Very . . Recommended
Excellent Good | Fair | Poor | Unsatisfactory
Good
1 | Aptitude 10 8 6 5 4 3
5 Loyalty towards 10 3 6 5 4 3
Company
3 | Attendance 10 8 6 5 4 3
4 Depegdablhty & Trust 10 3 6 5 4 3
Worthiness
5 | Drive & Initiative 10 8 6 5 4 3
6 | Performance on Job 10 8 6 5 4 3
7 Relation with fellow 10 3 6 5 4 3
Employees
Sense of belonging
8 & Responsibility 10 8 6 > 4 5
9 Orgam.z%ng & Controlling 10 3 6 5 4 3
Capability
10 | Future Potentiality 10 8 6 5 4 3
Subotdinate's
11 | performance 10 8 6 5 4 3
evaluation capacity
12 | Disciplinary Record Oto5
Total Score 110

Grade Determination Standard

Grade determinants Recommendation for Recommendation for
Percentage of Score required | Grade probationary staff confirmed staff
90 % and above At Confirmation + Promotion + | Promotion + Midterm
Salary Enhancement Enhancement
rp— -
80 % to 89 % A | Confirmation + Salary Midterm Enhancement
Enhancement
Confi ion + Salary
70% to 79% B+ onfirmation + Salaty Improvement Plan
Enhancement
60 % to 69 % B Simple Confirmation Improvement Plan
E i fP i .
50 % to 59 % C xtension o robation Retain for Development
Period
Below 50 % D Discontinuation Discontinuation
*******0*******
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[ Session — 3: Corporate Culture & Organizational Behavior ]

3.1. Corporate Culture

& {\
Culture is the heart of a particular group or organization, which is distinctive about the EJZW/
way the members interact with one another and with outsiders.
.. b& \ l)
Definition of Corporate Culture

<+ Organizational culture is a set of important understanding or shared values,
norms, attitude and beliefs that control the behavior pattern of the members of
an organization.

#Corporate culture refers to a company’s values, beliefs, business principles,
traditions, and ways of operating and internal work environment.

+ Culture is the way the members of the organization Think, Act and Interact.

Every organization has its own unique culture. But organizational culture is not static, it is dynamic.

Scope of Organizational Culture:
= Vision & Mission
= Values & Beliefs

= Norms & Traditions I
* FEthics & Principles ” “ I
= Attitude & Behavior 0 '

* Management Policy
= FEthical Standards

= Work Environment

= Knowledge Sharing & Learning Process

Characteristics of Corporate Culture
% Culture cannot be seen or touched. It is present in the actions, behaviors and approaches of the members

of an organization.
% Culture is a perception
% Itis a shared understanding

% Itis a descriptive term

3.2. Basic Elements of Corporate Culture

= Artifacts: Artifacts are the things that “one sees, hears, and feels” when one encounters a new group with an
unfamiliar culture. Artifacts include products, services and even behavior patterns of the members of an
organization. Artifacts are everywhere, and we can learn about a culture by paying attention to them. Artifacts
are the first level of organizational culture.

®* Values: Value is a basic belief about what is right or wrong, and about what they should do or should
not do? Values represent what an organization views as important.

Organizations may establish core values to use as guiding principles and expect organizational members to
adhere to these principles. These values could include qualities such as creativity, integrity, compassion,
innovation, cooperation and service to community.

» Assumptions: Basic Assumptions are the beliefs that are taken for granted by the members of an
organization. Assumptions are beliefs that are so ingrained that organizational members do not even
discuss them, yet they guide behavior by directing how organizational members should think, feel and
act. This is the third level of organizational culture.
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Outcomes of Poor Corporate Culture:

The corporate culture of an organization has a profound influence on its productivity. Poor corporate culture
may include unethical management, rewarding of poor behavior, habitually ineffective communication, failure
to address employee concerns and limitations. Poor corporate culture sets up a company for the following
outcomes:

e Loss of productivity

e Poor execution

e High turnover

e Low morale

e Negative impact on reputation

e Loss of profit

Developing strong culture:

3 factors contribute to the development of strong culture:

» A founder or strong leader who establishes values, principles, and practices that are consistent
and sensible in light of customers’ needs competitive conditions and strategic requirements.

> A genuine concern for the wellbeing of the organization’s three biggest constituencies —
customers, employees and shareholders.

Training, Dictation, Meeting, Team building and healthy communication can improve organizational
culture.

Corporate Culture of Palmal
» Proper Addressing

Respect to All

Integrity & Fairness

Commitment

Open Communication & Transparent Management System
Team Approach

Maintaining Chain of Command

Congenial Work Environment

Free from Harassment

Developing Employees

Evaluated by Performance

Customer Focused

VVVVVYVVYVYVVYYVYYVYVY

Compliant

How to adopt new workplace?

\4

Begin by learning as much as you can about the company for which you are going to be working
Know who are the top executives and how the various departments do and sections work together?
Know about company’s story. The main competitors and what trends affecting the company.
Learn what is expected from you and be ready to accept feedback.

Don’t talk about how you did things at your old job.

Acknowledge your mistake and don’t try to cover up.

YV VVVVYVY

Be aware about your dress and etiquette.
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Organizational Behavior (OB)

What is meant by OB?

Organizational Behavior (OB) is the behavior of individual and groups within the
organization and the interaction between organization and their external

environment.

Employee’s behavior refers to the way in which employee responds to specific

circumstances or situations in work place.

Factors affecting the nature of OB
- People
- Structure
- Technology and

- Environment

Individual Traits
- Personality
- Perception
- Motivation
- Morals & Values

How to Improve Employee Behavior
- Leadership
- Work Culture
- Effective Commutation
- Improve Relationship at work
- Norms & Rules at work place
- Positive reinforcement
- Otrganizational Recognition

For behavioral modification, managers need to encourage employees to behave in a way that are considered
desirable and discouraging them from behaving in ways that conferred undesirable.

Acceptable Behavior

- Positive & cooperative attitude

- Keeping learning attitude from others

- Establish and maintaining good relationship with others . .
. It is really confusing!!!

- Respect all & believe in team approach

- Be committed to your job and organization

- Don’tavoid or ignore your own responsibility

- Don’t blame other when you fail

- Respect and follow the organization’s rules

- Confess your own mistake
- Working co-operatively with others
- Giving and receiving constructive feedback

- Understanding of other people’s perspectives
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Unacceptable Behavior
- Aggressive or abusive behavior
- Spreading malicious rumors or insulting someone
- Lack of awareness or consideration of diversity,
- Misuse of power or position
- Unwanted physical contact

- Offensive comments or body language

Standard Pattern of Organizational Behavior:

Every organization requires the following standard pattern of behavior from its employees.

- Always show positive & cooperative attitude

- Maintain assertive style of communication

- Keep learning attitude from others

- Maintain proper channel of communication

- Show sympathy and empathy to fellow colleagues
- Build rapport with others

- Respect all & believe in team approach

- Don’t hurt any body

- Be committed to your job and organization

- Don’tavoid or ignore your own responsibility
- Don’t blame other when you fail

- Respect and follow the organization’s rules

- Always appreciate and reward for good work

- Confess your own mistake

SRokookoRR KR RRRRR KRR kokok kk kR kkok
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[ Session — 4: Concept and Techniques of Management ]

4.1. Concept of Management:

Very simple speaking — Management is the art of getting things done through other people utilizing
the resources effectively and efficiently.

Management is the techniques of getting things done through others by utilizing the right planning
and sustainable method to ensure right cost, right quality and right time.

Management involves the provision of leadership for a group of people together with the training,
advice and guidance, supervision and control necessary for each individual in the group to perform
his or her work in the best way.

Management is a purposive activity that directs group efforts towards the attainment of pre-
determined goals.

4.2 Resources and Functions of Management:

Resources of Management Functions of Management
e Man e Planning
e  Material e Organizing
e Money e Directing
e Machine e Controlling
e Method
e  Market

So, Management is to manage Man, Material, Money, Machine, Method and Market tactfully within the

limited resources.

Functions of Management

Planning
Organizing
Directing
Controlling

1. PLANNING

Planning is an indispensable function of management. Plan is a blueprint for the future. It is a prerequisite

of doing anything. Planning focuses on other functions.

Planning Includes-

What is to be done?

Forecasting the future environment.

When it should be done?

What amount to be needed?

From whom the materials should be arranged?
Time allocation & budgeting

Deadline of executing.
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2. Organizing
Once a manager has developed a work plan; the next phase of management is to organize the people
and other resources necessary to carry out the plan. It is also a process of arranging and allocating
work, authority and resource among organization’s members so that they can achieve the
organization’s goal.
It Includes-

e Identify and clarify the activities.

e Titting individuals to specific jobs with authority.

e Resource mobilizing,

e Interdepartmental as well as intradepartmental coordination.

e Recruitment of right number of people with right qualities in right time.

e Train and develop the staff.

3. Leading

Leading is an important job of the manager. To lead the people to contribute the organization and
group goals constitutes an essential function of the manager. In fact, the manager has to ensure intimate
terms with them if he wants to lead them successfully. The manager leads in an attempt to persuade
others to join them in pursuit of the future that emerges from the planning and organizing steps. It
involves directing, influencing, and motivating employees to perform essential tasks.

v Directing

v’ Influencing

v" Motivating

v" Coordinating

4. Controlling

The simplest and perhaps the most appropriate definition of controlling is follow-up and correction.
Controlling involves ensuring that performance does not deviate from standards. Controlling consists
of three steps, they are-

v Establishing performance standards,

v Comparing actual performance against standards, and
v Taking corrective action when necessary.
Different Aspect of Management
1. Self-Management
2. Time Management
3. People Management
4

Resource Management
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Self-Management

Management begins from self-management. A manager must be aware about self-management and self-
control. Successful manager manages first himself or his/her own activities, then initiates to manage other

colleagues.

If manager is not aware enough about self-management he /she would not be able to manage other. It is
said that there are many able men behind every able man. So, a manager will try first to develop his own
qualities required as a manager.

Steps of Management:

Set rational and realistic goals
Develop specific planning
Assign & execute

Monitor the progress

AN S

Evaluate the actions

Difference between Management & Manager
Management is a process in which people are directed, guided, motivated and supervised for better

performance.

Whereas Manager is a person who is able to lead and manage a team to the right direction for achieving
organizational goal dealing with them efficiently

Techniques of Management
> Inspiration
> Motivation

» Involvement

» Cooperation

» Recognition

» Team building
» Decision making

» Proper communication

» Rapport build up
> Flexibility

4.2. Required Qualities of Manager
- Having ability to lead and manage the people

- Having good interpersonal - communicative skills
- Responsible, Conscious, Courageous & Careful
- Possess pleasant personality

- Having good understanding power

Able to identify and solve problem

- Good decision maker

Having keen foresight

Motivated, Initiator & Tactful

Logical, cooperative and considerable
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Different skills of Manager:

A. Conceptual Skill

Ability to think and understand the abstract and complexities of the overall
organization.

B. Technical Skill necessary for the performance of specific task acquired from experience,

Ability to use knowledge, procedure, methods, techniques and equipment

education and training.

C. Human Relation Skill

Ability to work well with other people both individually and in a group.
Because managers deal directly with people.

D. Diagnostic Skill

Ability to quickly identify the root causes of any problem in a special
situation from the unstructured information, data and observation.

Role & Responsibilities of a Manager:

Prepare effective Manpower and other activity planning

Hiring right number of people at the right time with right quality
Provide job description and make the employee understand his or her job
Provide induction/ otientation for new employee

Assign specific duties with necessary instructions

Supervise, monitor and evaluate the subordinates

Conduct performance Appraisal & Initiate staff development effort
Communicate, coordinate and control the activities

Identify potential problems and take remedial measures

Create and maintain congenial work environment

Motivate the staff to work for achieving departmental objectives
Execute grievance handling procedure and take disciplinary actions
Formulate necessary policies and Standard Operational Procedures
Establish and maintain company’s code of conduct

Produce and maintain necessary reports and documents
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Leadership in Management

What is Leadership?
> Leadership means leading, influencing, communicating and guiding people to achieve set goal
and objective.

> Leadership is the ability and readiness to inspire, guide, direct or manage others.

» Leadership is the process of encouraging and helping others to work enthusiastically towards
objectives.

Why Leadership is essential for a Manager

- To initiate action

- To encourage and motivate the people
- To guide people to the right direction
- To provide guidance

- To coordinate the activities

Required leadership quality of a manager
e Self confidence
e Desire to lead
¢ Drive and initiative
e Cognitive ability
e Creativity and originality

e Flexibility and trust worthiness

How to develop leadership skill of a manager
e Improving their interaction style
® Dealing more effectively with change
e Developing their listening and speaking skill.

Leader vs. Manager
The majority of nowadays modern companies are more administrated (managed) than leaded. According to
some of the different characteristics we can create the following list:

Manager Leader
Focus on things Focus on people
Do things right Do the right things
Plan Inspire
Organize Influence
Direct Motivate
Control Build
Managing about efficiency Managing about effectiveness
Follows the rules Shape entities
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Time Management

What is Time Management?

- Time management is more than just managing our time: it is managing ourselves in relation to time. On the
other hand, changing or avoiding those habits or activities that cause us to waste time is time management.

- Time management is the act or process of exercising conscious control over the amount of time
spent on specific activities, especially to increase efficiency or productivity.

- Time management is the art of arranging, organizing, scheduling, and budgeting one’s time for
the purpose of generating more effective work and productivity.

Why Time Management is needed?
- Time can’t be stored for future use.
- Time is immediately perishable.
- Time is limited but work is unlimited.
- Time is precious or costly; we cannot buy or sell it.
- It makes individual more organized and productive

- Success of life depends on the effective use of time.

Time Wasters
- Absence of Plan.
- Absence of setting priorities.
- Procrastination.
- Interruptions.
- Inability to say “No”.
- Lack of delegation.
- Not keeping things in designated place.

- Lack of adaptation to technology.

How to manage the time?
- Create time management goals.
- Set priorities of your work.
- Make a plan ahead.
- Find out where you are wasting time.
- Control your time wasters carefully.
- Do the most important thing first.

- Use time saver aids (e.g. Mobile Phone, I pad, Camera, Internet).

The first step in efficient time management is to organize the workspace or home. Even if one's
schedule is well-ordered, but the office and filing system are a disaster, time will be wasted trying to
work efficiently in a disorderly place.
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Conflict and Crisis Management
A conflict is a state of discord caused by the actual or perceived opposition of needs, values and interests.

A conflict is a state of friction or opposition resulting from actual or perceived differences or
incompatibilities.

Why Conflict arises

= Different people think and view the same thing differently from his/her own view point.
= Different people have different opinion & interest

= Different people have different values & culture

= Individual differences among the people

* Acting without thinking

= Lack of communication among people

* The emotional repercussions on a group’s member

* Due to underlying aggressiveness

What causes differences and disagreement?

Depending on the situation, a potential conflict situation may be created by:

- Inaccurate, misleading or incomplete information
- Inappropriate or incompatible goals

- Task disagreement

- Personal feelings

- Dissatisfaction with working condition

- Values and Ethics

- Cultural differences

- Perception and personalities

Resolving Conflict or Differences:
Issuing a warning or some other form of punishment may not solve the problem in the long term. At the heart of

any difference there is a usually a personal relationship.

Compromise is a skill worth practicing. The art of compromise is to aim for a win-win situation rather than a
situation in which one side in a dispute is the winner while the other loses, or indeed a situation in which both
sides lose.

A useful technique to remember whenever there is a conflict situation is the-‘5R’ method:
The ‘5R’ stands for - Recognize, Reflect, Respond, Review and Record.

- Recognize that there is a problem and gather as many facts as possible.

- Reflect upon the causes of the problem and possible solution.

- Respond assertively but not aggressively

- Review the information with those involved and

- Record if the matter moves to a formal situation, adequate records will be essential.

Five Style of Conflict management

1. Accommodation 2. Avoidance
3. Collaboration 4. Competition

5. Compromising
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Crisis Management in Garments Factory

What is Crisis?
Crisis may be defined as “any unplanned and unexpected event that can cause deaths or significant injuries to

employees, customers or the public, or that can shut down any business, disrupt operations, cause physical or
environmental damage, or threaten the facility’s financial standing or public image.

Causes of Crisis in Garments
» Workers Grievance
» Local Management’s weakness for forecasting crisis
» Communication error or weak in communication
* Negative attitude and misbehavior with workers
» Welfare & benefits related
*  Qutsider Influences
* Internal conflicts
= Conspiracy
» Less acceptability of local management
* Ignoring human side of the workers
* Inappropriate measure of problem solving

» Ignore or delay response to the requirement of the workers

How to Prevent Crisis
* Building Rapport with workers & Supervisors
* Maintaining compliance as much as possible
= Keep your eyes & ears open all the time
* Forecast the crisis and take preventive measures
* Prepare some dedicated & reliable people for local management
* Moving into the floors frequently
* Maintaining regular correspondence with leading workers
* Identifying the leading person & also monitor their movement
* FPecling ownership and team approach
* Handling Grievance in time

esponding workers requirement in time
= R di rkers requi tin ti

Role of Supervisor during crisis

= They will handle the crisis carefully & confidentially

=  Will extend their hand for all out cooperation to management during crisis
= Prevent any type of loss & damages during crisis

* They will act as a leader to handle crisis

= Keep patience during crisis
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Concept and Key Issues of Compliance

What is Compliance?
Compliance means comply with the law of the land. As regards of Garments industry compliance implies
to obey the labor laws, ILO convention, and UNCRC and buyers code of conduct in running the factory.

Basis of the Compliance
= Labor laws & Law of Land

* Buyers COC
* International Human Rights Convention

* 1.0 Convention, UNCRC, CEDAW, UDHR

Key Compliance Issues

e Child labor: Factories must comply with all applicable labor law. No person shall be employed at an
age younger than the legal minimum age for working in any specific jurisdiction.

e Force labor: Factory shall not use involuntary labor or any kind, including prison labor, debt bondage
or forced labor by government.

e Non-discrimination: All conditions of employment must be based on an individual’s ability to do the
job, not on the basis of personal characteristics or beliefs, and on the basis of race, color, national
origin, gender, sexual orientation, religion, disability and other similar factors.

o Wages & benefits: Factories shall pay wage and overtime premiums in compliance with all applicable
laws. Workers shall be paid at least the minimum wage or a wage that meets local industry standards
which is greater. The factory provides paid annual leave and holidays as required by law or which meet
the local industry standard whichever is greater.

e Working hours: Factories shall set working hours in compliance with all applicable laws. As per labor
laws no adult worker shall be required or allowed to work in a factory for more than 48 hours in a
week. An adult worker may work for more than 2 hours in a day or 12 hours in a week as over time.

o Health & Safety: Factories shall comply with the all applicable laws and regulations regarding working
conditions and shall provide workers with a safe and healthy environment. i.e. necessary Personal
Protective Equipment, ventilation, lighting, temperature control, fence, emergency exit doors,
sanitation and washing facilities, primary medical support, firefighting equipment etc.

e Product Safety: No defective product to be shift. Product must adhere to all child safety standards.
Products Packaging must carry all statutory warnings there should be no machine or component broken
left over in the product else it harms the user.

e Human Treatment or Disciplinary Practice: Employer shall treat all workers with respect and
dignity. Factories shall not use corporal punishment or any other form of physical or psychological
coercion as well as verbal abuse.

e Freedom of Association: Workers are free to join association of their own choosing. Factory shall
not interfere with workers who wish to lawfully and peacefully associate, organize or bargain
collectively.

¢ Appointment letter & ID card: Each and every worker should be given with appointment letter and
ID card by their employer immediate after appointment.

e Environment: Factories must comply with all applicable environmental laws and regulations. In this
regards the factory must have an environmental management system or plan. Factories should have an
effort to curtail the harmful effect of its activities on the environment and continually improve its
performance.
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[ Session — 5: Organiztional Communication ]

5.1. Organizational Communication

What is Communication?

Communication is the transfer of information and understanding
from one person to another person.

It is the way of reaching other by transforming ideas, facts,
thoughts, feelings and values. The goal of communication is to
have the receiver understand the message as it was intended.

Importance of Communication
1. Liaison with Co-wotker
Source of information

Instrument of passing instruction

RAEEF

Better performance & Job satisfaction

Communication Process:
Sender

> who send message

Encoding > Sender encodes the message for receiver
Message > Information what is sent

Channel > the medium through which message is sent
Receiver > who receive message

Decoding > Receiver decodes the message after receiving

Feedback > Response of the receiver

Types of Communication:

» Upward — Downward
» Horizontal — Vertical

» Lateral Communication

Styles of Communication:

Role in accomplishing planning , organizing, leading and controlling

Style Nature of Communication Desired

Harsh, talks over others, disrespectful to ;
as possible.

Minimize as far

ESSAGg

N

FEEDBAC

Reciever

o —0

Sender

Sender

&
Message

Feedback

Channel

Decoding

Communication Process

putdown others, critical, know it all.

Aggressive |others, always right, superior, interrupt, | 1915 ¢, of total

communication)

Compliant, submissive, talk little, put self

Minimize as far
as possible. (10-

fits with word spoken.

Passive d x th ittal 15 % of total
own, praise others, vogue non-committal. | . hication)
Maximize as far
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Ways of Communication:

There are mainly three ways of communication in practice. Such as-

v" Verbal Communication:
* Direct or Face to Face talking

* Telephonic conversation

= Briefing groups

v'Non-Verbal Communication:
v'Written Communication:
= | etter

= Office Memo
= Office Circular
* E-mail
When verbal communication is applicable and effective?
= For collecting any important information
* To inform anybody immediately
* To convey greetings
= Exchange views and opinion

* To call any person

When Written Communication is applicable and essential?
= To circulate any office order

» To inform management decision to all employees
* To take any administrative or disciplinary action
= To convey any policy or procedure
* To circulate any rules, regulation or law
* Request for sending something officially
Communication Barriers:
V' Filtering
v" Emotions

v"  Information ovetload

How to overcome the Barriers?
v" Proper Encoding
v" Proper decoding
v" Active Listening
v' Using feedback
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7 Cs of Effective Communication

There are 7 C’s of Effective Communication which are applicable to both written as well as oral

communication. These are as follows:

1. Correctness

. * Correctness
2. Clari

t.y 7Cs « Clarity
3. Conciseness for LT
4, Completeness EFFECTIVE * Completeness
5. Consideration COMMUNICATION + Consideration
6. Concreteness * Concreteness

* Courtesy

7. Courtesy

1. Correctness
Correctness in communication implies that there are no grammatical errors in communication.
Correct communication has following features:
v" The message is exact, correct and well-timed.
If the communication is correct, it boosts up the confidence level.
Correct message has greater impact on the audience/readers.

It checks for the precision and accurateness of facts and figures used in the message.

AR NN

It makes use of appropriate and correct language in the message.

2. Clarity
Clarity implies emphasizing on a specific message or goal at a time, rather than trying to achieve too
much at once. Clarity in communication has following features:

v" It makes understanding easier.
v Complete clarity of thoughts and ideas enhances the meaning of message.

v" Clear message makes use of exact, appropriate and concrete words.

3. Conciseness
Conciseness means wordiness, i.e., communicating what you want to convey in least possible words
without forgoing the other C’s of communication. Conciseness is a necessity for effective
communication. Concise communication has following features:
v' It is both time-saving as well as cost-saving.
v" It underlines and highlights the main message as it avoids using excessive and needless
words.
v' Concise communication provides short and essential message in limited words to the
audience.
v" Concise message is more appealing and comprehensible to the audience.

v" Concise message is non-repetitive in nature.

4. Completeness
The communication must be complete. It should convey all facts required by the audience. The
sender of the message must take into consideration the receiver’s mind set and convey the message
accordingly. A complete communication has following features:
v Complete communication develops and enhances reputation of an organization.
v" Moreover, they are cost saving as no crucial information is missing and no additional cost is
incurred in conveying extra message if the communication is complete.
v' A complete communication always gives additional information wherever
required. It leaves no questions in the mind of receiver.
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v' Complete communication helps in better decision-making by the
audience/readers/receivers of message as they get all desired and crucial
information.

v It persuades the audience.

5. Consideration
Consideration implies “stepping into the shoes of others”. Effective communication must take the
audience into consideration, i.e., the audience’s view points, background, mind-set, education level,
etc. Make an attempt to envisage your audience, their requirements, emotions as well as problems.
Ensure that the self-respect of the audience is maintained and their emotions are not at harm. Modify
your words in message to suit the audience’s needs while making your message complete. Features
of considerate communication are as follows:

v Emphasize on “you” approach.

v Empathize with the audience and exhibit interest in the audience. This will stimulate a

positive reaction from the audience.

V" Show optimism towards your audience. Emphasize on “what is possible” rather than “what
is impossible”. Lay stress on positive words such as jovial, committed, thanks, warm, healthy,

help, etc.

6. Concreteness
Concrete communication implies being particular and clear rather than fuzzy and general.
Concreteness strengthens the confidence. Concrete message has following features:

v" It is supported with specific facts and figures.
v" Tt makes use of words that are clear and that build the reputation.
v" Concrete messages are not misinterpreted.

7. Courtesy
Courtesy in message implies the message should show the sender’s expression as well as should
respect the receiver. The sender of the message should be sincerely polite, judicious, reflective and
enthusiastic. Courteous message has following features:

v" Courtesy implies taking into consideration both viewpoints as well as feelings of the receiver
of the message.

v" Courteous message is positive and focused at the audience.
v" It makes use of terms showing respect for the receiver of message.
v' Tt is not at all biased.

Problems in Communication at organizational level
= Ignoring concern person
» Incomplete communication
» Delay in communication
» Improper addressing
» Grammatical mistake
= Inappropriate sentence
= Negative approach
» Negative attitude
= Bypassing

* Information manipulation
Skeokesk ok okok ks skokoskoskskeok kok skoskoskokoskokok sk sk sk skokoskokoskoskok sk
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[ Session - 6: Service Rules and Management Practice ]

6.1. Service Rules

= Service rules are precisely outlined in the Office Orders, Circulars issued and to be issued time to
time from the Corporate Management.

* In case of Workers, Company alongside the service rules of its own, also comply with laws of the
land.

= Apart from that a new well-written complete service rules is coming up soon which will be good
guiding tools for all Palmal staffs

ID card and Attendance
= All the new employees are issued with an employee ID card immediate after Joining and this ID card

is used as electronic attendance system (Proximity system).
» Every employee must attend the office/ work station on time as scheduled by the management.

= One day basic will be deducted for 3 days delays in a month with prior consent of the department
head.

» Habitual late attendance will be treated as misconduct.

Leave and Holidays

Location Type of Employees Total Leave (Amalgamated)
CHO Staff 19 days
Fact Staff 17 days
actoty Worker As per Labor Law
Both for CHO & Factories Weekly Holiday 1 day

Government Holidays (For Corporate Head Office)
Palmal Management decided to observe govt. holidays on following schedule:

Types of Holidays Number of Days
Eid ul Fitre 03 Days
Eid ul Azha 03 Days
21%" February 01 Day
26 March 01 Day
14" April 01 Day
1% May 01 Day
16™ December 01 Day
Shab-e-Barat 01 Day
Shab-e-Kadre 01 Day
*Durga Puja 01 Day
*X-Mas 01 Day
Note:
= For Merchandizing division 3 holidays (21* Feb, 26™ March & 14™ April) depend on consent of
Dept.’s head.

= 2 holidays (Bangla Nabobarsha & Shab-e-kadre) are not applicable for Factory staff.

= Star (*) marked 2 holidays (Durga Puja & X-Mas) are applicable only for employee of respective
religion.
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Increment System (Both Staff and Worker)
e Based on the grading prepared by performance appraisal.

e Yearly basis
e Special Increment for those who perform something really special with tangible output.

e If anybody contribute to the company significantly.

Over Time for Worker
e Overtime is generally discouraged
e But Practices in case of Emergency
— As per law of the land

— As per rules of compliance

Holiday Allowance/ Extra time Allowance for Staff/Officers:
Opvertime is not admissible for staff. But if any staff works on holiday or extra time beyond Office

hours, they are entitled to receive payment as per following provision:

¢ One day basic for each day/night

e Limit:
— For CHO staff not more than 2 days per month
— For Factory staff not more than 2 days per month

— For Factory floor staff extended up to 3 days per month

Festival Bonus
e Two festival bonuses equivalent to Two basic salaries after confirmation of Job
e Bonus is payable on the eve of two Eids.
e Employee who completed 6 months of service is entitled to receive full bonus.

e Beyond that, pro-rated provision of bonus for employee under less than 6 months service is
lying with discretion of Top management.

e Payment of bonus for other religions like Hindu, Buddhist, Christians etc. will also be made
together with Muslims.

6.2. Different Benefits:

Insurance:

Company has introduces health & life Insurance scheme with Delta Life Insurance Company Ltd.
This scheme will cover the following:

Type of ot
Insurance Facility
Health For CHO & Factory staff Max. 50000.00 (Room rent- max. Tk. 15000 @ Tk. 2000
per day & other expenses Tk. 35, 000) for every hospitalization
For CHO staff 24 times of basic for natural death & 48 times for accidental death
Life
For Factory staff 18 times of basic for natural death & 36 times for accidental death
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Educational Grants/ Scholarship:

Company has introduces educational grants/ scholarship for the children of employee. The grants cover

the following:

Education Level Scholarship Amount/ Eligibility
month (Tk.)
Play Group, Nursery, KG, Nursery 1 & 2 700.00 1. Service length minimum 3 yrs.
Class- 1M to PSC 1000.00 2. Salary not more than 30,000.00
Class - V10 JSC 1200.00 3. Child must obtain 70% mark
Class- IX, X & Vocational 1400.00 4 Onlv 1 child of ) i
HSC & Diploma 1600.00 LTy chlid of an employee can avat
this grant.
Bachelor Degree 1600.00

6.3. Hajj Incentive Scheme:

Palmal Management has introduced an incentive scheme named “Hajj Incentive Scheme" for the staff

of Palmal Group.

Terms of Conditions:

1. The staff who are serving in Palmal group at least consecutive 5 (five) years.
2. One staff will avail this opportunity once per five year.

Criteria’s of Hajj incentive scheme is:

Sl. No. | Total Salary for availing this scheme

Level of incentive

01 Less than 30,000 Tk. 30%
02 Less than 50,000 Tk. 25%
03 Less than 70,000 Tk. 15%

6.4. Office Time, Attendance & Work Rules

Company has determined a set of rules that will regulate the conduct of its members and should be observed in

order to function successfully. To ensure orderly operation an employee must comply the following codes.

1. Office Time: the office time of CHO of the group normally start from 9:00 am and ends at 8:00pm.

Any department may fix their 10 hours’ time schedule (including 1 hour break for lunch and prayer)
within this time frame subject to the approval of the management.

. Weekly Holiday: 1 day in a week (Friday or Saturday) will remain holiday for each and every
department.

. Attendance: Every employee must attend the office on scheduled time and ensure their attendance
through punching their proximity card. If any employee comes late to work due to unavoidable
citcumstances, then he or she must inform his/her reporting boss with the reasons of being late.
Maximum 10 minutes grace time may be considered before counting late attendance.

. Absent in Office: If any employee fails to attend the office without prior approval from the authority,
he or she must inform his or her reporting boss within the soonest possible time. Unauthorized absent
and late attendance without acceptable reasons may be treated as misconduct.

. Early Departure: If any staff has to leave the office eatlier, he or she must get permission from
reporting authority. The situation and condition of work will be considered before permitting such
departure.

6. ID card: Every employee of the organization is provided with an employee ID Card. It is mandatory
to maintain the ID card while they are on duty.
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10.

11.

12.

13.

. Unproductive-Activities: Management will take strict action against those employees who are found

engaged in Computer game, playing music, chatting or any other unproductive activities during office
hour.

. Telephone Call: Employees can receive their personal calls at office but it should not disturb the

other who are present in the organization. Employee are not allowed to waste productive time on
personal phone call for longer duration.

Loudly talking or shouting: Employees are not allowed to make noise or shout in talking at work
place.

Visitor Entertaining: Friends or relatives are allowed to visit the office but it should be brief and
not disturbing for others.

Smoking or using alcohol or drug: No employee is allowed to smoke or receive alcohol or drugs at
work place even in the premises of the organization.

Other Unethical Activities: Since it is not possible to list all forms of behavior that are considered
unacceptable in the work place. The following are some example of unethical actions or unethical
behavior at work place- Fighting or threatening, Violence, disruptive activities in the work place,
falsifying of time keeping records, violating company’s internet policy, lying to employees, misuse of
company’s property, abusive behavior etc.

Integrity: Employees are expected to show utmost sincerity and integrity in all kinds of official

activities. No employee should involve in any type of activity which harms the name and fame of the
company.

6.4.2. Misconducts:

Company Management will treat the following actions as misconducts.
» Willful insubordination or disobedience
» Theft, fraud & dishonesty
» Giving or talking bribe
» Unauthorized absent
= Habitual negligence at work
» Violence & influencing others in destructive activities
= Illegal strike & stoppage of work
= Illegal relationship with workers/staff
» Threaten and abuse
= Audacity, riotous or disorderly behavior
* Drug use or transportation
= Falsifying or fabrication of information

The above mentioned activities will be treated as violation of company’s rules & Code of Conduct and
Disciplinary measure may be taken by the management against concern employee.
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Policy in Practice

(Only few are attached herewith for your understanding)

Recruitment and Selection Policy

Salary and Wage Determination & Payment Policy
Performance Appraisal Policy

Attendance Policy

Leave Policy

Training Policy

Disciplinary Action Policy

Zero Tolerance Policy

Separation and settlement policy

Anti-Abuse and Anti-Harassment Policy

Induction Booklet Developed by T&OD Department. Page 35




Recruitment and Selection Policy for CHO

Objective:

The purpose of this policy is to make the recruitment and selection process of the group more transparent,
fair, efficient and consistent with the local laws and regulations.

Scope:
This policy will be applicable only for CHO staff.

Policy Statement:

This policy will guide the management to recruit and select right people in right position without any
discrimination and biasness. Management expect fairness, transparency and not to be prejudge mental in
any step of selection process.

1. Recruitment and Selection Principles:
v" Open Advertisement

v' Equal Opportunity

v Non discrimination

v Fairness and transparency

v Right person for right job

v Fairness and Consistency in Negotiation

2. Recruitment and Selection Process

2.1. Recruitment Process

2.1.1. Identify the vacancies or collect requisition

2.1.2. Get Approval from competent Authority

2.1.3. Review the job Description and Job Specification
2.1.4. Advertisement

2.1.5. Collect CV as much as Possible

2.2. Selection Process

2.2.1. CV Assessment and Shortlisting
2.2.2.  Selection Committee

2.2.3. Selection Test

2.2.4. Selection Interview

2.2.5. Negotiation and Final decision
2.2.6. Background Checking

2.2.7. Physical Fitness Test

2.2.1 CV Assessment and Shortlisting Process:

After receiving applications from the candidates the HRM department will make screening of the
applicants and prepare short list for testing ensuring that the applicants have minimum eligibility in
respect of age, experience and academic qualifications and skills. Only the qualified candidates will be
called for interview.
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Purpose:

» Identify the suitable candidate & eliminate those applicants who are unfit or doubtful.
» Reduce the number of qualifying applicants to manageable size for selecting the most suitable
candidate.

» Prepare alist of eligible candidates and eliminate unqualified candidates or unfit to job seekets.

Principles:
» Flexible but stick to your criteria

» Be fair and free of bias
» Don’t recommend any unsuitable applicants
>

Make list in the manner of 1:3/5 (for 1 position maximum 3-5 applicants may be called for final
interview)

» Include those who meet the minimum standard set for the position.

Process:

To make an effective short list all the resumes or CVs need to be checked with a brief look carefully. In
this regards the following issues of the candidates must be considered with care:

a)  Job Knowledge and Experience

b)  Consistency and Continuity of Service

¢) Last organization worked in and achievement

d) Job changing Trends and Pattern

¢) Education & Training

f)  Previous job status & remuneration

g¢)  Expectation of Salary and other facilities

2.2.2 Selection Committee:

A-3 members (minimum) Selection Committee is to be formed by HRM Department. The members of the
committee should be selected based on the position and nature of job.GM-HRM or GM Admin & HR
(FHRO) will play vital role in decision making as head of the Committee. The department head or his/her
competent representative of the concern department/unit (where the selected person will be deployed)
must be involved in the selection process. If the position required one technical person from other related
department should be included in the committee to test the technical job knowledge & expertise of the
candidate. The members of the committee are as follows:

» General Manager-HRM/FHRO
» Concern Department Head
» Related Technical Person

However the Director-Admin & HR and Director & COO will conduct interview at the final stage of
selection process for the position of DGM and above.
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2.2.3 Selection Test:

In order to evaluate the suitability of the applicants for the job an incumbent should be tested in the

following manner:

» Written Exam: A short written exam should be taken to test the basic job knowledge and academic
reliability of the candidate first.

» Technical Test: If it is required the incumbent will go through a technical test for some specific
position.

» Oral Test or Interview: The selection committee will conduct a formal, face to face and in-depth
conversation with the qualified candidate to assess their suitability for the position. At the end of the
interview individual member of the committee will give his recommendation based on the suitability
of the candidate.

> Evaluation Result Sheet: A structured format should be used to record the test result and cumulative
score obtained by individual candidate. The result sheet will be prepared based on the total score
obtained by written test, technical test (where require) and the average score obtained in oral test or
interview. Salary Details like present salary, expected salary, negotiated salary etc. are also included in
Evaluation Sheet for taking right selection decision.

2.2.4 Techniques of Selection Interview:

The members of selection committee will justify candidate’s job knowledge, relevant skills, attitude and
personal qualities like- appearance and body language personality, professional maturity, physical and
mental capability, motivational factors, expectation and perception etc. which are highly relevant with job
specifications.

Motivational Factors/Status, family issues and personal business out of the job, managerial attributes
(Leadership, Problem solving and Analytical skills), how many jobs he has changed in the last couple of
years or in his job length. Assessing the candidate’s motivational level to join and serve for a reasonable
length of time.

The interviewer should ask question very carefully. No sensitive, irrelevant or humiliating questions should
be asked. While interviewing board members shouldn’t be aggressive or argumentative to the candidate.

2.2.5 Reference and Background Checks:

In addition to required educational qualification, skills and experience an organization expects the potential
candidates must have a good track record of qualities like balanced temperament, honesty, loyalty etc.
Through one time the committee cannot judge these qualities like balanced temperament, honesty, loyalty
etc. That is why it is necessary to checks the references for the purpose of verifying and gaining more
accurate information of an applicant.

2.2.6 Medical Examination for Physical Fitness Test:

After the selection decision, the candidates are required to undergo a medical examination in order to
ascertain his/her mental/physical fitness to petrform the job and get certificate of physical fitness from
the Doctor. The medical examination indicates whether the selected candidates are physically fit for the
job.

2.2.7 Negotiation and Selection decision:

The final decision for selection one or more suitable and qualified candidates should be taken with consent of the
concern department head as he/she will be responsible for the petformance of the new employee.

During negotiation of salary the level of education, past job experience and status, overall competency and record
of last drawing salary should be considered.
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Getting Approval:

The applications of the selected candidates along with the test result and recommendation of the selection
commiittee will be proposed to honorable Managing Director/ Director Admin & HR (FHRO) for his
kind approval after final selection of suitable candidate by the selection committee.

Issuing Offer Letter/ Appointment Letter:

An offer letter is to be issued to the finally selected candidate mentioning the position, job location and
time frame of joining. If the candidate accept the offer and join within the time frame mentioned in the
offer letter then he or she should be provided with an appointment letter along with job description.
Mention that HRM/ FHRO Department must check the academic and professional certificates and
relevant documents (if any)

Post-Interview
1. Recordandsummarizeyour observationsabout each candidate

2. Share your opinion with other members of the committee after interviewing each candidate.

3. Make the hiring decision in consultation among the board members. The panel members together
decide on the grading of the best three candidates on the basis of the required criteria.

4. Check references of these candidates.

5. Notify the selected candidates.

Consideration in writing Recommendation:
In writing recommendation for selection any suitable candidate the following attributes should be

highlighted:

1. Job knowledge, Skills & Experience: Board member are requested to mention clearly about the
strength or weakness regarding the job knowledge and professional skills and relevant experience.

2. Attitude and Approach: Attitude is essential for getting the highest level of performance. Only the
skill is not sufficient. So that Members are requested to mention the attitude of the respective
candidate very clearly

3. Physical and mental health: Only the technical skill is not sufficient for mid or lower mid-level
position. He or she must be skill in Managerial or supervisory skills. So that in recommendation the
board member should mention his or her status regarding the managerial & supervisory skill

4. Commitment: For performing job in the best way, he or she needs to have commitment. It will
ensure the retention of the employee which is essential for an organization. So we need to judge his
level of commitment
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Salary and Wage Determination & Payment Policy

Purpose:
The purpose of this policy is to ensure proper execution of salary and wages determination and payment
system of the company in a consistent manner free from over and under paying errors.

Scope:
This policy will be applicable both for CHO and Factory staffs of the Group.

Policy Statement:
The management is committed to establish and maintain an effective salary and wages determination and
payment system for the employees of Palmal Group in a consistent manner.

Guiding Principles:
1. Fixation of Salary:

There is no specific and fixed salary structure in Palmal Group according to the employee’s level and category
of job. Salary is determined during the selection process negotiating with the candidate.

Salary range is set up by the HRM Department recognizing the level of education, skills and experiences needed
to perform the specific job.

However, the salary package consist of basic salary, house rent, medical allowance and any other allowances as

applicable.

Mention that, the wages of workers’ will be fixed according to the minimum wage structure depicted in the
labor laws declared by the Government time to time.

2. Enhancement of Salary:

The regular employees will be entitled to have an enhancement of salary through performance appraisal process.

To retain the highly qualified and outstanding workforce the enhancement of salary may be considered especially
at any time of the year.

The percentage of increment will depends on the recommendation of the reporting authority and subject to
decision of the top management.

3. Payment System:

Salary & wages are paid on monthly basis. Salary of the regular employees whose range of salary is
above 15 thousand is paid through bank account. But, whose salary is equal or below 15 (fifteen)
thousand is paid in cash.

Generally, the staff salary of each month is paid within 10-12 days of the next month.

The wages of the worker is disbursed by 7 (seven) working days of the next month according to the
Bangladesh Labor Laws.

In case of discrepancy of payment the employee should promptly bring the issue to the HR
Department so that corrections can be made as quickly as possible.

Payment of Over Time / Night or Holiday work:

In Palmal Group, overtime work means at least 2 (Two) hours extra work beyond the normal office
hours (10hrs.). Hence, working time must be 12 (twelve) hours in a working day to treat it as overtime
work and its compensation will be paid as one days’ basic salary. Mentioned that, no staff will be
allowed more than 03 (three) days overtime allowance per month.

Payment of overtime is provided to staff by 24- 26 of following month.

5. Festival Bonus:

The worth of each festival bonus will be equivalent to basic salary of a moth.

The payment of festival bonus will be done before two festivals as per concerned policy of the
company.
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6. Deduction from salary:
Deduction from the monthly salary could be done due to following cases:-

Late attendance:
1 (one) day basic salary will be deducted for each 3 days delay in attending office within a month. The
late attendance means attending the office beyond real office time with additionall5 minutes grace

time.

¢ Tax Deduction:
The Applicable taxes (income tax) have to be paid by respective staff and such taxes will be deducted

from staff salary.

Leave without pay:
As per concerned policy leave without pay will be deducted from respective staff salary.

Un- Authorized absent:
The deduction will be made against un-authorized absent from respective staff salary.

Loan/ Advance Salary Deduction:
Instalments against cash loan, car loan and advance salary will be deducted from the staff salary.

¢ Compensation for any damage and loss of any property of the company:

As per company rules, financial penalty will be imposed upon any employee who will damage or intentionally

make loss of any property of the company.

7. Conclusion:

The above terms and conditions of this policy may be reviewed by the management subject to the

decision of the management.

Prepared by.....ccceviiiiiiiiiinin Approved by......cooiiiiiniinnnn.
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Performance Appraisal Policy

Purpose:

To establish and maintain an effective and efficient performance appraisal system in Palmal Group to make
sure that employees are fairly evaluated by performance. However the Performance Appraisal serves the
following purposes:

W Know the performance status of an employee and give him/her feedback.
W Tdentify the weakness and strengths of the staff.

W Confirm the service of probationary staff.

® Reward the best performers in terms of promotion or increment.

W TIdentify the training needs.
Scope:

This policy and procedure will be applicable for conducting performance appraisal of all levels staff of the
Group.

Policy Statement:

The company will follow a comprehensive performance appraisal system through which the employees
will be evaluated in fair to ensure an authentic practices in taking decision regarding job confirmation,
salary enhancement, and promotion and identify the performance discrepancy for further improvement.

Guiding Principles:
e The performance appraisal will be conducted at 3 stages as such; appraisal at the end of probation
period, to confirm the services, appraisal at the end of each year to reward the staff as per performance
and special appraisal at any time of the year to reward the outstanding performers.

e Individual performance will be appraised based on some specific Indicators relevant to the job as well
the person which should be communicated with the incumbent immediate after joining.

e To conduct performance appraisal a structured six point rating scale format containing a set of key
performance indicators (10 Indicators has been set in the appraisal form) should be used. Please check
the annexure for the format.

e The employee will be graded by six different categories (A+, A, B+ B, C, & D) based on the score

Obtained through appraisal. The range of Grade Determination will be as follows: A+ = 90% and
above, A= 80 % - 89%, B+ 70% - 79%, B =60%-69%, C= (50-59) %, D=below 50%

e The performance appraisal will be done by employees immediate supervisor or reporting boss.

® In case of the appraisal of the probationary staff the reporting boss will appraise first after 2 months
of joining and after 4 months of joining to confirm the service.

Performance Appraisal Procedure:

1. Departmental Head shall collect the appraisal form from the concerned HRM section/department /
Division.

2. Departmental / Divisional / Factory Head or functional head shall evaluate the appraise and process
the appraisal in consultation with Line Chief / Section Chief to fill the SI. No. 1,2 & 5 to 12 of B

and will send the form jointly signed by himself and Section head and forward the same to Head of
the HRM Section/Department/Division as per guide lines of NOTE.
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4.2

4.b

The Head of the HRM Section / Depattment / Division shall evaluate the appraise in consultation
with the concerned Departmental/Divisional Head and will fill SI. No. 3 & 4 of B. and also A.
correctly as per service record and shall submit the complete & signed form to Head of the
Department/Division/Factory.

Head of the Factory/Division/Department shall make the final evaluation and shall propose /
recommend on C. and shall forward the same to Head of HRM Division at Corporate Head Office;
for conducting final appraisal by the “Performance Appraisal Committee” in the manner prescribed.

Head of HRM Division shall compile / process the Recommendations / Comments of D for final
approval of Director & C.O.0O. and or the Managing Director.

In case of Depattmental / Divisional Head or functional Head of Corporate Head Office shall
evaluate on B and also will make proposal / recommendation on C.

Give a written note in favor of your score for each criteria at page # 1 on B comments column.

Proposal/Recommendation:

@

(I1)

(I11)

(1V)

(VD)

Proposed/recommended for confirmation without enhancement with effect from
with existing position & pay.

Proposed/recommended for confirmation with enhancement @ Tk. PM. i.e. Gross
pay will stands @ Tk. PM with effect from with
existing position.

Proposed/recommended for confirmation with enhancement @ Tk. PM i.e. Gross pay
will stands @ Tk. PM with effect from with promotion to the position
of

Proposed/recommended for extension of probation period for months w.e.f.

Proposed/recommended for discontinuation with effect from

Proposed/recommended for Annual Increment @ Tk. PM. i.e. Gross pay will stands @
Tk. PM with effect from with existing position / or with promotion to the
position of

HEAD OF THE DEPTT / DIV / UNIT

The decision of annual and midterm increment as well as promotion for any employee will be taken based

on the performance appraisal report and recommendations of the appraisal committee. The overall

performance appraisal system should be executed impersonally avoiding any biasness.
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Attendance Policy

Purpose:

The purpose of this policy is to outline the expectation of the management regarding the employees coming
to work and ensure that all employees are punctual in attendance and help maintain efficiency in workplace.

Scope:
This policy is applicable for all employees of CHO staff regardless of position or type of employment.

Policy Statement:

To establish an effective practice standard regarding employee attendance the management has determined
a set of rules that will regulate the attendance monitoring system of the company which all the employees
are expected to follow with care. Violation of these rules will be treated as misconduct and disciplinary
actions may be imposed against concern employee.

Guiding Principles

1. Office Time:
The office time of CHO of the group normally start from 9:00 am and ends at 8:00pm. Any department
may fixe their 10 hours’ time schedule (including 1 hour break for lunch and prayer) within this time
frame.

2. General Working Hours and Weekly Holiday:
The general working hour of CHO is 60 hours in a week (10 hours/day) and 1 day in a week will remain

holiday (Friday or Saturday) for each and every department. During holy Ramadan the working hours
will be re-scheduled by the competent authority/ top management.
3. Attendance:

Every employee must attend the office on scheduled time and ensure their attendance through punch
log in and logout time through their proximity card. If any employee coming late to work due to
unavoidable circumstances then he or she must inform his/her reporting boss with the reasons of being
late. Maximum 10 minutes grace time may be considered before counting late attendance. However if
an employee become late but not more than one hour he or she may compensate the same by extending
his or her working period to complete 10 hours.

4. Tardiness:
The employees who are coming in late, taking longer breaks than he or she is entitle to and constantly
leaving earlier from workplace without any reason will be treated as tardiness. And disciplinary action
may be taken against the person for tardiness.

5. Penalty for Late Attendance:

One day basic salary will be deducted for every three days late attendance in a month. But if any
employee is found habitual late attendant in regular basis then he or she will be considered as tardy and
disciplinary actions may be taken against him or her such as written warning, held up regular increment
or promotion etc. Employee who comes late at office with a prior permission of his or her reporting
boss will be treated as exception but it should not be frequently. The employee who is using the office
vehicle and all the passengers become late due to traffic jam will not be treated as tardiness

6. Absent in Office:
If any employee fails to attend the office without prior approval from the authority he or she must
inform his or her reporting boss within the soonest possible ahead of time.Unauthorized absent and
late attendance without acceptable reasons may be treated as misconduct.
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7. Movement Record:
If any employee needs to go out of the office within the office time he or she must record the out

and in time.

8. Early Departure:
If any staff has to leave the office earlier due to an emergency situation he or she must get permission

of reporting supervisor.

9. Factory Visit:
Employees who have to visit factories to supervise and monitor operational activities of the factory or
attend meeting or training program at factory level shall have to ensure their attendance through punch
and keeping record of arrival and departure at concerned factory.

10. Business Tour:
Any employee who needs to attend any meeting, seminar, workshop or training outside of the office,
must get prior approval of his or her reporting authority. The HR department should be informed
within the logical time frame.

11. Signing in Attendance Register:
If any employee is unable to punch the Proximity Card for any considerable reason he or she must inform
the HR Department and sign in the attendance register maintained by security guard.

Leave Policy

Purpose:

The objective of this policy is to set the rules & regulation for the employees of CHO to avail leave as and
when required.

Scope:
This policy will be applicable for all level (regular and probationary) employees of CHO.

Policy Statement:
The company recognizes and respects employee needs for leave / time away from work. Company strives
to create and maintain a balance work schedule for its employee and promotes quality of life through its
leave policy.
Guiding Principles:
1. Leave Entitle:

All regular or confirmed staff of the company will be entitled of the following categories leave in a year:

o Casual Leave

o Sick leave
o Maternity leave

1.1. Casual and Sick leave:
Casual and Sick leave will not be calculated separately. A regular employee will be entitled to avail a
total of 19 days leave with pay in a year. But the total number of casual and sick leave should not
exceed 19 days in a year. These leave will not be carried forward to the next calendar year.

1.2. Maternity leave:
A confirmed or regular female staff will have the right to avail maternity leave as per company’s
Maternity leave Policy

Induction Booklet Developed by T&OD Department. Page 45




1.3. Compensation Leave / Time off:
If any employee works on holiday with the prior approval of the competent authority s/he will be
entitled to enjoy a compensation leave / time off or payment in lieu of that holiday worked.

1.4. Leave for Probationary staff:
A probationary staff is not entitled for any leave with pay until his or her probation period is completed
and service is confirmed. However, a probationary staff may avail leave without pay to meet any
unavoidable circumstances. And this leave may be considered with pay subject to the special
considered by the Director and COO in special ground.

1.5. Leave for emergency needs:
In case of emergency need, an employee who has availed 19 days leave before the end of the year then
he or she may avail additional leave without pay subject to the special consideration and prior approval
of the senior management.

e An employee can have the opportunity to avail half day leave for any personal emergency work or
situation.

e TFor incoming and outgoing personnel, any leave in the respective fiscal year will be calculated
proportionately.

2.0 Leaves with Suffix/Prefix/Affix Holidays:
2.1. If an employee takes leave in between 2 public holidays, then the holidays will be considered as
leave and will be added to the respective employee’s leave list.

2.2. If an employee takes leaves right before and after any weekend, then the weekend will not be

considered as a leave.

2.3. If an employee avails leave either previous or next working day of a holiday, then that holiday will

not be considered as a leave.

2.4. In case of any leave in between holidays and weekend, the holidays will not be considered as leave.
But for any extra leave with suffix or prefix with these holiday and weekend, then the holiday will

be considered as leave.

3.0. Leave Procedure:

e For casual leave an employee will submit leave application in prescribed leave form to his/her
reporting supervisor in advance.

o After getting recommendation from the department/unit head the Leave application to be
submitted to GM —HRM for getting final approval from competent authority.

e For any emergency situation or serious sickness, if any employee fails to attend the office he or she
must inform his reporting authority &GM -HRM over phone or text message or mail as soon as
possible. In such case employee must submit application on the day of joining at work.

e When employee needs to extend his leave he must inform his supervisor through text message or
email.

e The leave approval authority includes GM —HRM / Director —Admin & HR (FHRO)/ Director
& COO/Managing Director.
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Training and Development Policy

1. Introduction :

PALMAL Group is committed to continuing staff training and development program to improve the
capacity of its all employees. In order to put into practice this vision the management of the company
established Training and Organization Development (T&OD) Department in mid-2008. Since then
the department is responsible to work for the development of human resources of the company as
per its approved training policy.

2. Purpose:

The main objective of this policy is to set a standard operational procedure for conducting training
and development activities that will guide the concern for smooth functioning of the departmental
activities without any ambiguity. However, the ultimate aim of this policy is to provide required
competence of employees at all level of the organization.

3. Policy Statement
The company management is highly committed to establish, implement and maintain
employees professional development system through internal and external training,
induction, orientation, workshop and seminars all over the company provide necessary
supportt to Training and OD Department.

4. Scope of Policy:

This policy will be applicable to execute training and development related activities for all the
department/ unit of CHO and factories. Employees at all level will be the focused for training and
development.

5. Guiding Principles

= Equal opportunity for all employees

=) Cost and time effective

=) Need based and tailor made program

= Any training is concern of T&OD Department.
=) Training cycle to be followed in training

6. Training Process

All the training programs will be initiated, designed and conducted through an appropriate approach
and professional manner with specific and well-defined goals and objectives. The process will make
sure that training efforts are cost and time effective. However, the complete process of training will
entails the following steps:

The necessary training course or module will be design and develop based on the identified
training needs. Training needs assessment should be conducted following the professional
methods and techniques to make sure that performance gap of the target participants are
really existing and possible to fulfill the gap through specific training program.

The most relevant and realistic contents will be selected while designing the course to meet

Step-1: Course Design the needs of the participants and achieve the set objectives of the training. The methods
and Development | ¢ training delivery and effectiveness evaluation are selected during development phase

considering the objectives, contents and level of participants.

Before finalize any training courses or modules concern management staff will be
consulted. Required training materials that must be prepared or collected to integrate with
the program.
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To conduct any training the date, schedule and venue to be fixed consulting with
management staff of concern department or unit. The list of participants must be prepared

Step -2 :r;t;:lr?lintation and communicated accordingly before going to conduct the training. The training session
will be conducted in participatory and interactive approach. Appropriate methods or
techniques and training aids must be used to make the training effective and interesting.
Evaluation is an integral part of all training program. Evaluation tools & techniques help

Training to determine the effectiveness of the training. Fach training program should be ended

Step - 3 Evaluation following appropriate evaluation. Most efficient tools and techniques will be used to
evaluate the effectiveness of the training at reaction and learning level before closing the
training program. The result of evaluation is to be incorporated in the training report.

Awarding Certificate will be awarded to those participants who will successfully complete the training

Step-4 Certificate to the | and considered as qualified. The department head and Director & COO will sign the same.

Participants
Concern trainers is responsible to produce training report as per prescribed format
Step -5 Training Reports | (Annex-1) developed by T&OD department. The department will preserve all training
and Records recotds in both soft copy and hard copy in systematical ways as ready reference. Compiled
and periodical report also be produced using this data.
Training Fallow- | The trainers will follow up the training immediate after 2-3 months. During follow up
Step -6 | up and Impact structured questionnaire and effective methods should be followed. The effectiveness
Assessment
Step -7 Refresher Based on the findings of training evaluation at different levels T&OD design and conduct
Courses refresher courses at convenient time between 2-4 months after since training.

7.  The Range of Training and Development Opportunity

7.1. Internal / In-house Trainings:

7.1.1. Induction:

Induction Program for new employees is mandatory in Palmal Group. A day long formal induction
program will be conducted by T&OD department covering around 25-30 participants in a batch at
CHO in every month. Induction program for new staff is conducted in two categories: one for
senior level Staff that is Manager to above and another one for junior level staff (Officer to Deputy
Managers or same level positions. For new floor staff and workers The Factory Training Team
(FTT) will arrange and conduct induction program in every month for 2 hours’ time.

7.1.2. Orientation /Awareness Raising Program

Session for raising awareness of the works and supervisors on different issues like- Fire safety, C-
TPAT, Environment, Health and Safety (EHS), Compliance Issues, Local laws and Buyers COC is
to be arranged for the employees especially for workers and Floor Staff on regular basis as and when
required .

7.1.3. Formal Training Program:

The department use to conducts various in house training based on the needs to improve efficiency
of the employees. The In-house training programs will be conducted both at CHO & Factory Level.
The key training programs include but not limit the following:

OO0V OLOOVLOO

Basic Management Skills Development

Human Resource Management & Development

Team Building and Leadership Skills Development

Productivity and Quality Improvement Training

Soft skills Development Training

Technical Skills Development Training

Compliance Management Training

Occupational Health & Safety Management Training
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7.2. External Training
7.2.1. External Training (In Country) :

In addition to the regular in-house training program, the following steps should be considered while
making decision on the proposed external training intensely related to a person’s current role:

Sten.1 T&OD department will establish effective communication and liaison with relevant training
€p- L L .. .
P institute/organization and search the relevant training coutses required for any staff of Palmal.

The request from a staff member for any training program must come first to the T&OD Department with positive
recommendation of the immediate supervisor filling the training request from (Annex-3). After receiving the
Step -2 | training request the Head of T&OD will forward the same to the Director & COO / Ditector — Admin & HR
(FHRO)/ Director-Admin & Compliance for getting their consent before submission to Honorable Managing
Director for approval.

Getting final approval with relevant cost from Honorable Managing Director, the Head of TOD will inform the

Step - 3 concern department head and take necessary action to have the training.

Step - 4 After completion the training the trainee must submit a brief training report in prescribed format (Annexure-2)
to the Head of T&OD Department explaining the major learning and benefits from the training.

Step - 5 T&OD Dept. will maintain the records of all employees who receive training from any external training agency or

organization.

To participate in any external training offered by any training agency as a volunteer service (without any
fee) the same procedure mentioned above should be followed if any special circumstances are not arisen.

In conclusion, it may be said that any types of training both inside and outside will be the concern of
T&OD department first. In case of hiring any external or internal resource person, concern authority
must be informed in writing before a reasonable time to get approval.

7.2.2. External Training (Abroad):

In some cases, highly devoted and dignified position holder may be proposed for abroad training with a
view to improve expertise in specific subject matter or operational procedures. The detailed cost involved
with the proposed training must be explained cleatly in the application form. T&OD will forward the
application to Director & COO / Director —Admin & HR (FHRO)/ Director-Admin & Compliance or
other concern Directors with necessary recommendations within 3 (three) days after receiving the request.

A Selection Committee consists of 3 (three) members may take a formal interview to justify the eligibility
of the candidate for the said Training /Workshop/Seminar at abroad.

Condition/Indemnity: The participant selected for attending abroad training/ workshop or seminar
must sign in an indemnity agreement promising to abide by the following rules.

Relevant expenditure: Generally, the company will reimburse all relevant cost of the participants. Based
on the nature and duration of training it may be subject to negotiation.

Training Reports: Participants those will avail external training must submit a short training report to
T&OD department in prescribed form within three days after completion of the program. In case of in-
house training program the report of the training should be produced and preserved by T&OD
department.

8. Trainer/Facilitator and Resource Persons :

o All trainings are mainly facilitated by T&OD staff at CHO and factory level. But in some specific cases,
factory head, department head, concerned unit head or other expert may be the resource person for
conducting the training program. In case of external expert, a remuneration /fees may be required as
per negotiation.

O Along with T&OD department each factory will have a competent training team named Factory
Training Team (FT'T) who will provide required training to the worker under the guidance of T&OD,
FTT will be ruled play the separate training policy named FTT training policy.
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9. Training Plan :

The department will prepare a comprehensive periodical training plan covering both CHO and Factory.
For CHO, T&OD department will consult with concern department head and consider their requirements
in preparing the plan. For factory, factory head will send required training plan to T&OD department for
consideration and inclusion in the central training plan. A list of available training module to will be sent
to all the department / factory heads for their convenient.

T&OD holds the overall responsibility to identify training and development needs of the employees at
both CHO and Factory before preparing the training plan. Nevertheless, considering the wide range of the
organization all the department and factory heads will ensure that- required technical and soft skills training
are identified, quantified and included in their individual periodical training plans consulting with T&OD
department based on requirements of the buyers.

10. Cost and Budget for Training :

To bear the necessary expenses of any in-house training, induction, orientation, or workshop, T&OD
department will have a reasonable budget approved by honorable Director & COO / Managing Director.
Relevant cost of training will be incurred in accordance with approved budget and in a cost effective
manner. The budget will cover snacks & tea or lunch for the participants as per approved policy of the
company. Participant are entitle to claim the actual conveyance bill if they have to attend the venue away
from his workstation as per existing travel policy.

Conclusion:

This policy will come in force after getting approval of the management. The policy may be reviewed or
updated and any provision of this policy may be altered, omission or added time to time as and when
required.

Disciplinary Action Policy for CHO

Obijective:

The purpose of this policy is to set and maintain standards disciplinary action procedure of Palmal
Group for fair judgment and ensure that all employees are treated fairly and consistently according to
labor laws.

Scope:
This policy and procedure will be applicable for conducting performance appraisal of all levels staff of the
Group.

Policy Guideline:

Disciplinary measure must be undertaken against any employee when that staff violates
company rules, regulation & Code of Conduct of the company or where other interventions
have failed to bring required improvement.

Ground

Disciplinary Actionswill be taken for two clear reasons:
1. Performance Problem
2. Misconduct
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Serious misconduct
There is no legal definition of “gross misconduct” but it would generally include

e Criminal acts, Theft, Assault

e Intentional damage to property

e Dereliction of duty

e Serious breach of health and safety procedure
e Fraudulent behavior, Violent behavior

o Falsification of records

 Abuse of company policies/procedutes

e Sexual harassment, harassment, bullying

e Setious breaches of internet/email policy

e Serious breaches of data protection policy

This is not an exhaustive list and there may be other acts which could be considered to be serious
misconduct within the context of a particular job or industry.

Principles:
The basic principles for fair disciplinary procedure are:
1. The procedure is fair and rational
2. 'The basis for disciplinary action is clear(ie employee knows what he has done wrong)
3. The penalties are clear
4. An internal appeal mechanism is in place.

Any issues arising should be dealt fairly with an opportunity for the employee to make representation on
his behalf.

Detail Procedure:
1.0 Informal Action:
1.1. Informal disciplinary action is appropriate in case of minor fault or misconduct.

1.2.  The line manager will let the employee know that their performance or conduct is unsatisfactory and
make them aware of the standard expected without recourse of the formal procedure.

1.3. The line manager will hold a confidential discussion with the employee and ensure that they
understand exactly what is expected to them. This discussion will enable the manager to provide a
constructive feedback and the employee to express their views of the issue. The manager should keep
a brief confidential note of informal action for future reference.

Formal Procedure

2.0. Investigation
After receiving any allegation a full and thorough investigation into the allegation will normally take
place which take into account any statement from witness or opinion as appropriate. The purpose of
the investigation is to determine whether there is a case to answer at a formal disciplinary hearing.

2.1. Investigator(S)
The investigator is normally the employee’s line manager and accompanied by a human resource
manager.

2.2.Procedures
The Procedure proceedings are treated in confidence and records are kept as confidential as is
practically possible and as is consistent with achieving a fair and thorough investigation.
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2.3. Investigation Report:
The considerations in investigation report should determine whether the matter is closed or further
action is required.

- If the investigation reveals the allegation is not justified and attempt should be taken to resolve the
matter informally without recourse to formal hearing.

- If the investigation finds adequate evidence in favor of the allegation a formal disciplinary hearing
needs to be arranged.

2.4. Disciplinary hearing

When the chosen course of action is a disciplinary hearing, the human resource manager will appoint
an appropriate senior person to chair the disciplinary hearing. In such situation the employee will be
informed about the hearing before 3 working days, unless there is justified reason for delay.

2.6. The level of disciplinary action following hearing:
Considering all the factors identified through investigation the following punishment may be imposed:
e Warning letter

e Fine / increment or promotion held up or transfer

e Dismissal

Zero Tolerance Policy

Purpose:
To eliminate and control undesirable conduct of the employees and discourage to show unacceptable,
offensive and unforgiveable behavior at workplace.

Scope
This policy will be applicable for all the employees of the group both in CHO and Factory Level and

any stakeholder who are concern with business of the group.

Policy Statement:

The management of the company exercises zero tolerance policy which imposes the drastic action or
strict punishment against the concern person(s) for breaching of stated rules depicted in this policy.
Policy Guidelines:

The management of the company will consider the following activities as Zero Tolerance and exercise
any of these will result termination of service:

e Physical or Corporal Punishment

e Mental torturing or Verbal Abuse

e Sexual Harassment

e Theft or intentional damage of company’s property

e Arrival at work using or carrying drug or alcohols

Definition of Physical or Corporal Punishment

Any punishment in which physical force is used and intended to cause some degree of pain or discomfort,
however light. Most involves hitting (slapping, pinching, punching, and kicking) with the hand/leg or with
an instrument (wooden scale, steel scale, stick, fabrics, parts of any machine etc.)

Definition of Mental or Psychological Punishment

There are some non-physical forms of punishment that are cruel and degrading. These conducts are severe
ot pervasive enough that a reasonable person would consider the workplace intimidating, hostile or abusive.
These include but not limited to:
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Scolding in presence of other without valid reason,
Humiliating or insulting or intimidating

Threatening or creating hostile environment at work place
Bullying based on age, religion or race, sex even pregnancy etc.

Impose undue pressure to do anything unwillingly

DN N N N SN

Spreading rumor which hampers one’s reputation and self-respect

Definition of Sexual Harassment

Sexual harassment is defined by law and includes requests for sexual favors, sexual advances or other sexual
conduct when (1) submission is either explicitly or implicitly a condition affecting employment; (2) the
behavior is sufficiently severe or pervasive as to create an intimidating, hostile or repugnant environment;
ot (3) the behavior persists despite objection by the person to whom the conduct is directed.

The Sexual Harassment include but not limited to:

o Unwanted sexnal statements: Sexual or “dirty” jokes, comments on physical attributes, spreading rumors
about or rating others as to sexual activity or performance, unwanted sexual statements, Personal
questions about social or sexual life, turning work discussions to sexual topics.

o Unwanted personal attention: Pressure for sexual favors, pressure for unnecessary personal interaction and
pressure for dates where a sexual/romantic intent appeats evident but remains unwanted, Sexual hints
or stories, whistling at someone

o Unwanted physical or sexunal advances: Touching oneself sexually for others to view, sexual assault,
intercourse or other sexual activity, facial expressions, winking, throwing kisses, or licking lips, Standing
close or brushing up against a person.

Definition of Theft and intentional damage of company’s property

Taking, Consuming or selling any financial or non-financial material without management’s prior
permission are considered as Theft.

Any damage to company’s property or goodwill due to personal negligence or grievance will be considered
as intentional damage of company’s property and will fall under zero tolerance.

Explanation of Arrival at work using or carrying drug or alcohols

It is forbidden to enter the office premises (CHO and any Factory) using any drugs or alcohol. To ensure
proper working environment, no employee, regardless of their terms of employment and position, should
not allowed to come to the office in above mentioned state. Also carrying drugs and alcohol to the office
premise, consuming them in office is strictly forbidden.

Guiding principles of Policy Implementation:

v" The Department head/Factory head will be responsible to communicate this policy to all levels of
employees working under his command and make sure that all employees have a clear understanding
about the policy.

v" To raise the awareness and motivate to follow this policy an induction or orientation session should be
conducted for the new employees.

v' If any employee is found involved or exercise the above mentioned activities no mercy or tolerance
should be shown at any ground.

v' Executing zero tolerance activities is unforgiveable offence and the concern employee may be
terminated from service.

v" This policy forbids persons in positions of authority from exercising discretion or changing punishment
to fit the circumstances subjectlivly.
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Separation and Settlement Policy

Purpose:
The purpose of this policy is to set a standard settlement policy and procedure for outgoing employee of
Palmal Group to ensure fair & peaceful separation complying the local laws.

Scope:
This policy and procedure will be applicable for all outgoing employee of the Group especially for CHO.

Statement:

The HRM department has determined a set of rules or practice standards consistent with the laws that will
regulate the employee separation and final settlement procedure for outgoing employees of the company in
a fair and legally justified way.

Policy Guideline

The prime consideration should be focused on the nature of employment, nature of separation and notice
period as predetermined in HR policy to initiate the settlement procedure for any outgoing employee.
Different issues to be considered in different situation as such self-resignation, discontinue on behalf of
the management, termination (discharge, dismissal, etc.)

Guiding Principles

1.1 Self-Resignation from Service:
Any regular employee must submit his or her resignation letter giving one month’s notice prior to
effective date of separation from the job or surrender 1 (one) month’s salary in lieu. If the notice period

is less than one month then the concern employee should surrender his gross salary for the remaining
days.

1.2. Discontinuation:

In case of discontinuation from service of a regular employee from the employer behalf, one month
notice is to be provided to employee or one month’s salary should be given in lieu of notice.

1.3 Discharge:

If any employee is found physically or mentally incapable to work or continuous ill, the employer may
terminate him or her from service giving one month’s salary for each complete year of service or gratuity
which one is higher to be provided.

1.4. Dismissal:

When an employee violets the code of conduct or breaches the law he or she may be dismissed from
service instantly without any notice subject to the proved by authentic evidence. In this case the
terminated employee will have the right s to draw his or her due salary.

1.3 Dismissal from Service:

Dismissal means the removal from the service on the ground of misconduct or on the ground of
conviction of an offence. The service of any employee may be dismissed in following circumstances:

1 Severe misconduct
2 Exercising zero tolerance

Final Settlement:

The separated employee will receive the following:
1. Due Salary
2. Notice Pay for one month’s basic salary (if applicable)
3. Festival bonus (if applicable)
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The followings will be deducted as and when required:

1. Loan taken by employee from office
2. Advance salary (if any)

3. Deduct notice pay (if proper notice period is not given by employee)

Separation Process:
a. Return of property

The separating employee must return company’s all property at the time of separation, including
uniforms, cellphones, keys, laptops, pen drives and identification cards to authorized departments. Failure
to return some items may result in deductions from the employee’s final paycheck.

b. Exit interview

The separating employee must contact the HR department as soon as notice is given to schedule an exit
interview. The interview will be on the employee’s last day of work or other day, as mutually agreed on.
Exit formality applies to all the employees of the CHO of Palmal group. The employee who wishes to
separate from the organization is expected to coordinate

. Responsibility of the Immediate Supervisor:

¢ To inform management about the employee’s exit and seek their approval for the same immediately
after the resignation along with tentative last working day.

e To inform the HR department via email immediately after the resignation from employee. Email
should indicate the name of the exiting employee, employee code, date of resignation, likely/Actual
exit date, leave details, notice period and reason for leaving.

e To ensute that the job responsibilities are handed over to the replacement /other suitable employee.

e To ensure that the assets & belongings of the company (Sim card, Laptop, mobile, data card etc.)
that are in the possession with the employee are taken back on or before his/her last day of working
in company.

d. Responsibility of the HR Department:

e To Ensure that the exit formalities are propetly done

e To issue release/clearance letter after having approval from exiting employee’s HOD and after
ensuring that all exit formalities have been completed.

e For the employer initiated separation, an exit interview may not be necessary but all the other
formalities need to be completed.

e. Responsibility of the IT Department:

e To ensure that exiting employee’s application login id gets blocked.
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Anti-Abuse and Anti-Harassment Policy

Purpose:

The objectives of this policy is to
e Determine behavioral practice standard of an employee at workplace
e Obey the code of conduct at work place

e Ensure abuse free & cooperative work place

e This policy will be applicable for all level (regular and probationary) employees of CHO & all
factories.

e This policy will also apply to other than afore said areas but event like picnic & training

Policy Statement:

Palmal management don’t admit any kind of abuse, harassment & discrimination at workplace.
Management is committed to ensure abuse, harassment & discrimination free work environment at its
every section or unit. Management expect acceptable, approved & responsible behavior from every
employee and management never hesitate to punish any of the employee for his/her harassment and

abusive behavior.

Guiding Principles:
e Mention COC with appointment letter
e FEvery employee has right to work in an abuse, harassment & discrimination free work
environment.
e Every employee must be aware about the rights of their surrounding people.

e All employee will be equally liable for his/ her unexpected behavior.

Abusive or Unacceptable Behavior:
The following behavior will be treated as unacceptable behavior:

e Send filthy stuff or photograph to others through hard or electronic mail
e Insult & tease to others

e Make bad comments to others

e Insult other about his social position

e Indecent look to other

e Illegal physical touch & relationship with anyone
e Harassment & abusive behavior

e Threaten to other

e Audacious, riotous & disorderly behavior

e Use of slang language

e Proposal for physical relationship

e Discussion about knowledge & skill on sexuality
e Tell sex related joke & story

e Invitation for dating or desire to sexual help
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Expected and Accepted Behavior in the workplace

Maintain courtesy at workplace

Obey the rules & regulations of company
Maintain professional relationship
Respect to opposite sex

Have sense of responsibility

Practice ethical behavioral standard
Never disrespect to others

Never use slang language

Don’t show awful body language

Don’t threat to others

Never exercise harassment & abusive behavior

Activities to Prevent Abuse & Harassment

Raising awareness among the employees about harassment & abusive behavior.
Establish right COC & aware all employees about COC

Encourage all employees to exercise unacceptable behavior & practice approved COC
Display acceptable behavior through poster

Improve behavior & ethical standard of supervisor through training.

Monitor that employee are facing obstacle to obey rules & COC of company
Improve workplace values & principles

Introduce punishment system for harassment & abuse

Ensure effective grievance raising & disposal system.

Implementation Process:

The Department head/Factory head will take necessary action to communicate this policy to all
levels of employees working under his command.

The Department head/Factory head will conduct otientation session among the employees to raise
the awareness, understanding importance and motivate to follow this policy.

HRM and FHRO will monitor and supervise whether staffs are aware about the policy and/or the
policy is being implemented in all level in all time even in outdoor activities.

If any employee is found involved or exercise any of the above mentioned activities, management
will take strict action against him or her. Again such issue will be used as a case study to aware
concern supervisor, staff or managers through training conducted by T&OD.

Factory/Department head will take effective steps to prevent repetition of such occurrence.

Prepared by.....cccvvviiiiiiiiininn Approved by.....ccoiiiiiiiiinnnn.
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Part Two

Operational

¥ Guideline

Induction Booklet Developed by T&OD Department. Page 59




TSR AR (I G A W o
Fm g fie.e TRIeTNo)

TSR (AEE TRAMA @ IR IR TR FCGE T N fTmEw @ s wwpe [ww | el st S,
FNAAS TRA, 7T 8 T @ 12 2 T & 0wy 7w | @RS Fegieem i s Ak ser
8 Sfewey e FEfaie FomRet e se¢/sv I [feg s Wiy saear st s@fz | arafes www 32
ATl @ TGN €T T fGATTCE Fige TR0 | ©12 0o TR Aiss W fwaw gy ffve ware «3 fommr
ST ST IR & T SRR 4 2 |

TFI AR TOF (TAF AT WS e (FEF 8 QFPIRST CTRIE (NTISI NN AL AL IS0l IS AT G
el @RI et sTeaT F03 AreE SRR IE! A% FA0e A |

o

So.

.

TR AT R Al WMo =R A

TG T T D 70 QYT R (5F FACI O] fmeri
F) wEHER @RS &7
¥) ! @ S QTR 5% S 4T |
N)  TFR, 0T S el T T wiee 54

q) IS TG, {9, T 8 QTIARE 8 FAGPE O FIT I AR S 1ol ©iewd oA @ @
15 TR 5 |

8) A, [, o7t A (@IN IR 2re Fene e T q e e

R AT AR GIRIF IAATF o¢ T iE TCRD FF MRS 0 0O TAGH O @R I A [0
©F FCE NPT &gl [ @ st f#ifs fifbe uar 9598 Ta@w W3z (72 [fbe-«9 w3 witTee/ gere Wiy,
@G WS/ 36T, o WY, e 36, S 36TE 43 TR 8 (T SAFEE Ao REReT
Tolfge AIfFea |

. T GAIFIAN AN (T T (T TR 357 Ry AR SIS & ST Fo0F Ao AT e |

IR (FIF AT AN FAF T W ANC ICT6 W ©F K T Wed SAIrw{terd oM1ed ZILAIRs FA0o 20,
SRl 280 GF A TR I AT G3R RS IR o=l 7% $00% IWIR 4T 78 27 |

SR TG (B8 RTslll P Fa0o 07 9 G FC =12 (2@ SiFsT MHEGT F9F LA FAICS (A |

TTT S Z0e FRAT FAG WHoe I | (FHF Ferme 8 ARGEn [ve T @ I Ffoe Wive ar
FRAT I FioL AT T ACI 1|

WIS @ FATSIITRCE T A T (FT-STT CoA T LS (oA B AANAT S F#w 8 T2
TS, FATOILENT 8 (IR FCGETRE I RHASICE DI NG f[Foied @R Moo ware 23 o1
TR ST JAET @ FFACE 32K T2 (I e |

. RS AES 5 AR K @Faw/ Praw/ @Al weew/ 3 & s e 63 v e

5 MR | @ FIEB T FEEF T FAIT 1 | LA FRBBma W6 2o (@I A Aest o f[eavan
A |

g WATF F6L MR @ B FNFercs e o717 @ifert ffve wae | e Fifbad e Sieo[F 263 T«
ST SNITTHA Z0ET ST FCH ATE FACO U ATISICO (NSACHD FCA (I T ATGIA FIANT FACIT | AT
TESANT T (I AT a7ave T =T |

Teife T TN (LT TS R (FET e ety =i warz o, 212 o7 @zt ¢ gt fewe i 2z
&1, @l @ ere it 91 | e a3 e QI e Rrwseft wie w6 ¢ B adl W 79 |

Induction Booklet Developed by T&OD Department. Page 60




5%, FIG &F TR K @RIAD 7w Tl Afrerr s AT wre 2w | 3 sfrerR fg @i See
T T | I @feT IR A0 T G AFHS T A |

QI .75/ I F . TG (STHATTS 8. I 2F5

€. =Y L, G 755 q. AT br. (U ETCRE

. MBS (R So. YFTRE! (FRIED @ (2T 3. S @rifefs 3, IO QT
59, & @&C 8. (TSRCTH- ST AT AT d¢. 3 Py SY TG sy

59 TS GBIHEIG b oA ST e . IR [S 0. f&ela @BIHeTs
2. GAGED 2. @R TS Q0. ST FFEGs 38. Wi foTss
3¢, 57 Bog U, R QT 249, #IOR SRR BNy, AifaR ST,
3. B0 e wo. &IfSe FrflG 0y, TGS e e 03, B3 oS
0o, 252 (BTG 8. FIB AT oGS o¢. A5 AT B 6 A (T MES

0, TR BT @ iEe Bt fRrTes 3o |

9. B 2ZCOL T AR (PG WF5© T T G FRR RO AR #14@ FIACAFHC &y fofmey (& SMIe5o1
(T SIRITS BT (FIF SAIFC02 (T G2 (ATF SA[G13 *ORCHT WS 1 27 (Fi2Awer 3377 AQL-2.5) |

38. wifels fAfoe satTa et 8 M wa fagg 18w weey ardeaee

e M-Man (Y¥): @RIfAG fAve sa@ o5 SvtGe, @RIED FEER 8 PR @ wFel w2l ey |
@RS FEE FEEEF AL e Ifem T IR TeAfre AR @A e 7re S | e
@RI FeaE afEmr afve Hie A1 TqE Toe WP K7 |

e M-Machine (GIf*®): (oI191% (o911 (F@ @FT TO58 @FPoH 8 N Tome | Jodr @FREAH FCHe=
T SRR Y @ I (R 97 e FEre T 1 IR @I (T ooy 2 ey o) e e
FCeTs (@RI fHfoe i 799 =2 1 |

e M-Materials (FI511T): (FRIFEDG o SLAMTT 2*1S 200z AfGE @ T S FHACER I | GIZS BT
TCEA (SN I @ ooyl Qe wrzet @R fNfoe w4 T =a 1 |

e M-Management (JFZ7A1): TAWH Ty TS (FTFET FIGINET @ (N A 28 A @Rifeafs
97 F0@ @RE AT IR 8 IRFATR TN | @I G SRR ANEE (R T G A or=eE
TS T @ (@RI M Far 187 77 | 1Ee AR SR [{foy e @ feAB TG Wy AT
@ AAGCIT TCT A T T Jfr AT @ TSI (I RS |

3¢, TI T b2 SF T ST T2 Sifre e wefd Awee 201 a2 IRl (@b B Awsena mod
T

S, &2 FIfBR G TG TBC vl efols STt AfdF WeAasa «r Aos e IR Five s @R
@SS T AT FEEET |

9. @*e QI I TGART e FIBT Z00% 6 1 o7y [Wive T |

Sor, Fio et wfire T swiafs ST @ ST B A WD 8 @I FhEE @)
FATOIZEIR, F3oI% @ Production Manager @3 6 &Taee SIRiE 2wy weeifaret faeae |

5. THIT BIFTICT (T (@A 0T (T FCASH 1T IR A e e (18 @it 5o ufE R G2 Ao (<% 1S
v e T |

0. Wl FrgERma Reabef fFaie @i @3 T R SR T8I0 ArFd SR @32 IR 173!
22 IR | ATRWR SifEwr S s At @it e 2res Fuae RET «3e o7 79 8 Sirer A |

2. AT FAFEAN AN @RI AT FLA 92 T2 ST TETCIRER A4 @ Sefad &=y eafers wpgat
32 (TT SFER Ter (FFADT BIma AL ALFOF @I, AT ©2F FRRAZ 8 AT Q7o FE |
@ S, (@GS wwFed T &, AT ¢ FREH @FT 0. FIGWET 8 GIEARE 8. WIS T FALHB oI
ST I SRS T A SIE] TS FAE 8 2R A2 FC IS FAE |

Induction Booklet Developed by T&OD Department. Page 61




2. ofSfs SEiEs for- (e it arrenE | T @ TR @9 TeiEe fY-taes [t 9 2w, s @
IR TIREFT AT 2l 8 fF8 @ @32 FefHB SR wiftry A (T@ AT MRS Ffesy s1iize
AR |

0. (@I S I 475, BE Mer, augmeidt A1 eqmt AT O 2 ARfiFed [y M3 8 FAEa 9Few FI9g 6
&%, 25 M GEIeT A1 ST I W ARF I (5F FAE AR (FFHAD ¢ e Teiers &« T AFET
T& AT eIl S AL ZT A= FAR | (72 970 {26 I GFCIRIT Ar2i2 [ 5e S ey Tox S
AT AR @ AN LT FAC© XA |

38. TEI STt Fifbe, eqifee, f2ifBe, 26 e, fefafie a7 @gaedt 2re @I T 10 O SIeHfaFed
ST FACE | LTI ETAT A= @it Fegens w@ed @i Five s | Site e 39 |

3¢, M «3 @Rt a2 ST Fite SR |

Q. SlfeFe e G Wfve fefere FETFe e WA fre SILr e v (SR SGEE a6 Wes w6 oR
FipTeleTs IR T A T T T B F9039 | IS AT @F T 78 TRANTET (I it [ ar
ATT |

29. I B, AR Gtel 7% e R AT 4T GG (@IS NPT (ATF TIPS FCF [0S Z0F @I (T SgIa
FAITFB @ FNTS ZA |

Q. MEFBA 47 (FIfoe, “7ifFe IR GAGIS FAF Az o1 ©f o Fare =1 |
. INCE RCFETTT S e AHHA @01 6ga @iRiTaa 47 W =7 F40e 207 |

00, M ACI, ¥4 7T {Hfee S0 MRl < 03 71 | FefEB BIpewa T ST frce =09 | ief¥i8 [fey e
BABEACS fTH@e 07 (SIS W 363 7= |

0. (F2 A JOlF AT 1 LTSI AR FIBATS A FGIT FAC T (12 79 V(@71 (@FfADa g Soare
ey fafae ewrfs Wive s | aeE =5 8 (=T SFeR TgTer e | 5 @ 5 st Mo 7
@G, @ife:, [fey @T=e, TR 5, &1’s S, 2, IBrs, Fiow M I, FET @mett Tonm e
g oot ffee Fare 2@ | A FGIT TEA (ATE ATITA A FAAT Fo [ors FHFAce AN A A1 oS
A S 2 ARSI SEB IO T(T, TS IR SICATHT AR T (I A7 7 /17 |

O, FIEA A BT I IM I ST 27 7 N0 Aea, elfsls qreas FMery e fzaes sifewr ans | @ e
8.0 @, fFT, a7 @ THAFHT FEF AT (FC 2.¢ 9, FC, Q37 @ FEF (ST TSN 2.¢ ARFTOFG ZHACATIT
F(E) | OI2 2.¢ ARFTUT @ TS HIfEAT AMF, FIROI ToFOET A7FT 4 23003 G2 FACS F(A | TS AT
Torgofa 0o AT T weeel *(5 RIATTS T2 RIS (B35 (e 20 (@I @i @i 1907 |

0O, TCIFH ISR AT (@G B el st ¢ @y afel 4o, Gofene fag ¢ swem fes
wfewer [t NG SwRiers e | T QST 998! 230 (@I S0 A9 T 0 F0@w @, AGF T
fAEe 2o 91 OF T e R orRr SR AReeIE S 5T SR (@I WITTeE LAl (SHIEe
TSI QAT fefexme Toeafee e I Qe [y IFaaa @3 I AfRees Az wrerd
I | 3R @ SR 9 7 |

08 . AR FAT TG AR QT ¢ (@l Aoy e oaw G 307 Faas s war | Sey s
SIF T WICTSACE TS APH T F1 R I (&, (@I AR W& 9 ¢ (12 W& 0o (0 I8
R 9178 2 19 e (@IS 8 HReite Ol Are =7 |

O¢. AR I GR OIMa (@FRIFET FEGETRATR AL J-I7F JSIT A | S easiefer Ao 3 oo
PSS S ARE 8 RYPIRMTS! et FA0o A (@GS M@ ~e 72 T 8 Tfvere! 2re AfT@re 21 |

b

q (& G AT FlEN
TIREET Il f1.8.8

Induction Booklet Developed by T&OD Department. Page 62




NTFBH Avoiefer g4 e AffEes

N PR @6 swpsd Sl 2R NHSIEER | 9FEw NHTIRECEE Ay R IR FES G FAE QG o7
2SS Sz f[odite areaT T @3 Il el T @32 IANITS QETETR @I [ive T | Srosaq afsf
T TOCSTTS 8 AFOFA (ATF UF FC AT AR e AN G5 AT @ GRS ARSF e 47 |
GG NG ESICAT S S 8 ¥ elfemar Fey Seard w1 =eeis

5. DIZY ¥ WiIT* 217 &¥eF7w (Prepare Time & Action Plan)s
AT FET T TN REA #/7 HfHB NSRS WCH (FANGH @ effels weias ey
Backward Calculation % @& 8 Time & Action Plan (OSI I3 | Sos9F T 2 ST
feft wreita ey SIRREr €Iest 4ot 51y 4 |

2. FRF 9% e (et (Fabric & Accessories Development)s
2gege Time & Action Plan Sl iz swew Wy afslt wetas o e @RH 9 GrIpRe
AR TGS (TS T | (FHH QIR GCIFTRE AR FA1 Fedl (I*& (Local or Foreign) F=6IEca=
PR TACE G RO T TR TN ATAIRIANTT FIR (AT AR FACO AT | MO (CSAFO (FHF 4R
OTIPIRS IR IR ARG I AT Q2 FA |

©. (BTSHTTB (BT I+ (Sree7t5 (Sample Development In Development Stage) 3
FET 9R IS (CTSTTTT @I AT IRES oA (Instruction) @3k ewe ¢ Ao S &Koy
Itol TRT (od IR IACEE ST ARG FAE@ QIR TAMT G FAE | (CGISHTAGTT  GBLS e
TEISHTIC0R G Lrofefer e
v/ (RAIT5T 5125 ™= (Proto Type Sample)s
TR TCCSAATACH 2RfF R (2B B2 Fyriel Cofd T4 & | 3 FPITed NI IRNCER RS
v %5 W™= (Fit Sample)s
JIREF @€ Spec Sheet SR Actual NSRS % @02 13 Trwa WA I qree-a 4o e
fafbe T Ty G T Cofd o1 = |
v/ FICBIF (B! =& (Counter Proto Sample)s
IR TR S N e Rifore T119 2 98 7fT Cofd F1 =7 | G 0T Cofid NG FIFF wws!
BT A JF AT |
v B! B A+ (Photo Shoot Sample)s
Actual TFET TIF FCI (QCIF FBECR & IEACE AR T o FACS A2 AN (o T4 27 |

v TR T (Salesman Sample)s
TS HIfRMT AIGIRCEF ACH IR C<N-FC &MY T &y @ 0T (o 340 27 |

8. &% P ¥9 &R vo arselw (Price Negotiation for Fabric & Accessories)s
AT o YT FIGIALT- 2R (FRA G GrIpifaer | qf6 e =i ¢ I o e 3oy s
AT (FEFT 432 QTIARE @ o7 [TERT T AAGIZACER AN &IZ Feonfremiw F4e7 |

¢. ARR FRF 9o argEl® (Purchasing Fabrics & Accessories)s
AIAIZTICER AN TN T 213 FIZAT ISTE o ARCES TG (PO) T 0 ALNBRCE AN A
S WO T RIS AARACE IR (A0S @ 3Ferm (PI) e 63 WM& RS Mo (A-tr6
2ffEea [Mioe 39 | (FRT YR PR “IREs TR CFE T2 ARSI 766 (6B R MeZE g
(AT @R T AR T AC AN T T (GLBT ey RCAIG Tore FHIR w4 |

v. FRF 9T grIpifae e9-1%e (Fabric & Accessories In-house)s
WRETFe Aeee W (PO) Sl e (PR G G e e &=y Mg A fafre
CTAITCAT T TS T | (A @R GUpifae ffre T A0 A o ol 9@ (SR @ @t
et B3 v T3 |

Induction Booklet Developed by T&OD Department. Page 63




q. (@TCIFT @B e ceresits (Sample Development In Production Stage)s
TTOIF (BTS AP (FEA YR GTAPTES MR (ATCIFHT GO HFeT e Cofe ST IR IR ARG FAI R
S &7 T | T TTCF*T OIS AFTieT TSrSH2ItNrnd U (roiefer Srard T4 2

v Aq® (16 I (Size Set Sample)s
OB TG TG e TG SN AEG (76 T Tofe F1 2 | AR (16 I NG IR
2%@ Spec Sheet SR N2 SR AweT AZH-97 Fe=es A 2 o ©f ffve w27 |

v f&-c&Ie =9 e (Pre-production Sample)s
I (TSP TR ST Actual T2TTIF (9 203 OF T 0o T FAAGAMA AW+ T (T O fF o
T MK |

v TOP (Top of Production) [t 51==T3
TATCIF* HeTPIN T fel- (eI =& (Pre-production Sample) SR (HTE* 200z &1 @R
(I AT IR [T T3 ©F 7R (5F F00 IR G2 T G AT |

v TS S5r=°fe (Shipment Sample)s
T (ATCIF TORT (XITT FIZAE AT LT[ #/7 SRR @I Gy G T @R FCF A4 &F |

v. % @rers T (Bulk Production Follow-up) ¢
T91.for STyl S ANSAR #19 ARICER elfsfafaorz 7128 e Tofgfore for.f41, [Nfbe s7rig saca «ae for.fo fbe
7 RS e AT I (AT OF FAICT | I (@GR ST TN (2T, @Rfn @ 21,561
TR A1t SRS @EITTe T FA07 GIR (& T AR J0 ©f IR AL Q@EIRITHR ML AN FA00
AT FAE | QWG FIE- WO @R IS o/ N T4 |
f2ifSe, qFTeR, ST O3 T AT MR TN FANTTS FIET FIACT T | 9T TG Tl AGAIL TGS
31 e T TS A |

5. (B 8 TR AT @I %1 (Communication with Store & Production)s

S SIeIEs & THIAeE D.O Letter 33 I AL IS AT @ (w13 @ G @ Grie
AT (eferelf (T 2o [ S Wi 903 |

so. Disruption fac=if5 551f& F=t (Study Disruption Report)s

I TATCIF* beTpleii ANCIE Disruption RTols @t GARTEFF FA03 932 6 IR0l ST ©F SLHfef FATLCTT
TG [IZS &2 AT FACR BT S TS IS |

sy, TR T s iR (Final Inspection Offer)s
I (@G T2 R IR A7 IR o6 @ f-IRIe Sesiaitra feaiG ez 903 | wosow fel-wigaiet
BICATHT A1 FATe SGART (ATONFT @A 932 @A e 29«19 FIRAE SHAFHER & AT
EI FA |

s3. Pt B (Shipment)s
IR IHACATHN A1 0T ATAEAT 5] T3 A7 718 @ Z0ope e 12 el wieelt @ wmdiwas oo

FAE |

TR T G P NOORSRCE Faa, (@O ¢ (FRIET dqma T @&l T F90o <
QI IR (FIF G AN T NOA*IaT AP SIS S~V NLITH IS FACS (A GIR ATAGA G
TS (A | (P TR CIRE M1 3 T T (@ GNIRE MOA §6 20 #1309 weee RS I4iag
3T qifes T 9T FReNe WL wioq TR 2SN |

Induction Booklet Developed by T&OD Department. Page 64




BT [IZ alferar

R Uiwews gfifeea
B WIEGCACE &) GF0 IR 8 T 2Mafs SPiae F1 Y38 TAGH | OF SO 9178 Ffeieors, e
TS Q3R RS ATIICIN S FR | TBIF WIS CAT AR ATLF SR ey Seara war Zeem:

S, o0 QZT ARG 8 CBICAA QU FICr2 R AT &A= FA1 | Aely A=A CFC@ ARere FMyferfe giorefer sepre
REIEX S
> AR QI GIROIER IR (ATE ST Bl 8 7@ 2fifa oot niftrgelle (B St / syiteis agel a3
TR S0 | AFEF© BT G B GIRORCT (TS M |

> BR WS TR R o[ (FEH NS FhE Tts eni AR | @ TN Ff I O Ao FHe!
FOQTC MIFCIG SAGTGE A [T IO S (SF5-PET LR IR T Q7T FACI |

> BREIER R A 22 NEIEs R %o oite & 91 of oo AR A6 I |

Goods receipt register or Goods inward register-4 &NF© ey ferforqa S0 1 |

> TBITE (A 7tdE Grmeet afimics i3y 3o F0e 20 | I T A St AfefEe 2 @R
WIS SIF TSI [FIT-CHRCE TNERT QR LRGT AT @=el T |

oy ARG Aol ¢ FfFEHG EFpIces s wiffiges R WRfT FCYS ERAA Ao WFEC T kg AT
A | ATFOII I A T 2TOIF (@R G (@I Gl QB (BIPe QA2 FAET | TATCIFoT (FI HoMB,
TS IO (I LA WDy At 0 Bl 2t F90e #I1[0a= =1 |

2. @RIfBH 8 @A ofees
@RIBH R TBIE TS TerFi 2[tag Tyt It wAfwe e Fare 77 | @3 +fawrs f[fegens zrs
-
o ST AT NI T ST el
o THER AN (FREFT G ¢ o7 fadfy
o XS TN 1ol e TG R el

@RI BfFe: TICAT FeTCe WS FyieR @A MArwacs i | sifEr s @t Sivesaea
FCHT MIRpele FHTS] TeFOR AN I (FEH 8 IS -F THCATHT T FACI |

©. GBIF ARGV GITfBes
B GFISFBL T SIS ey Bea sifoHlerel U3k -7 [ f&or7 a w3l e | @ [ovs e
o 79T (FEHH 992 QIR Ao/ 8 WS e war e | @32 A AR Awer Trgdg
FETR (T @32 F5126 TGIE G ST SETMISICE ArATe Z0E @R T SR “fRie FIe” eveq 0o 203 |

8. WG iR e GBI @ferbias

T STt WIGRRIE GFEIS @6 TLTT 247 A= T4 Z AMCE | 92 Srweey 93is [T et 92a 41
T | A WCE HIETT@ QAZCAR AL #/07 QZCR 6! emie F41 2% | PifFSRiG 3B Siefits Srais Atela €1
8 AR fofere ualb @S 35 Tt T | T @faeg fFyfafis sy A-

v 5 Tet ¢ b oy

v RIS I

v ARICER 5 @ oifgy

v BT I

v SRGEE [Rifie 3@

v TOIE SIRUBEE TR, AT G J1 oot
v ST EPICEsT

v sffsers f[ifee qdfar

v A9 Q7 (FI5H-GT ([FFST

Induction Booklet Developed by T&OD Department. Page 65




¢. G SAINeeIaeTe

RTINS AMIE & SAFICAs], feoT, Q] @ (HIeTes] @32 (I (I 37 fifee-«3 (03t I7%e 2 | BF FIEC N
AFTCAR BT Trgd T ACE | AT @RI 5 ard &y S weww afewr @t swged e @ s,
ST, GE A S TG AT TS THICS AT | B (NN G A2 I 5 (13 Mo 7y Fisfacs
(IR G SO P IR A | O] B WICASCNCBR (@ A e eyl a3 feoreq svely war
Bl

@ ¢ TR Ry Reavar st aare -
o WEINEPTR Sf® ToFOl Y G A& STOSI SATGOFA! FICS XA |
o W2 T S~oq TACSHH AT SA#TTs FACo (A |
o RfWE ST N0 QTSI TCHCHF AGIER G20 ST THAWTSICE ROeI6Te FA08 =0 |
o T (I BIETER (2T Q32 FIAGHG (17 29TF #7798 =12 Rafrferca=ia f{esiit et fice =03 |
o PTG Tl Mt 7 S<iaR® AAPTR 52 T AU JA |

IR G AT SAMIN: S5 G 3FTH, ST IT (PSS THaTS, FB, {1,351 9, T Goiae
e, aifefs fre @t Tenfa |

A SRR Al

o JIW TN (AT T B 70 0O = |

o TR A S ARTS A |

o FEEHE (AYF) G SbFE (Tom) ToF Oitq TAeTs T

o O A (AT &y e g9 2T L (FoR |

o TR A% 27 Fo *4~® T T A I |

o TTRIPTIZ ATE, BIZA, A2 A TIZ A6 AN ACS T(J |

o (T YR WIS KT FIC TP fofrs T3 A4Te TR (ATF, B3, fre, IR 7w, F. Topifvn)
o THI CICIF 58 R0 #I1Ca G YfF=yfrea e A 1 |

v, IR Firefes
Material Handling & “Ti9 3@ Afd @35 S 3R GO IR AT Tl @R #I47 AAIRANRA T
QTP QW FCE ATF | Material Handling-93 JA¥Y QTR TSI ST 2ee 2415, Ffor, ffifee v3e s
B 95 46 SPINEPTSICY IMeCe AT | WY~F Material Handling #&fe SARRICTER KIe Fef Ifa I,
ST I @32 Product Handling- @ %36 3% |

q. =RF TP I Rew wam
T @3 @I ewre Cweg AT e gy A S | W @ 1T ¢ @I TR R qifre
3o T AT M FI0e T WA A9 SRS T 913 T3 e @ Fifbe Wyiwences Ffe
P A 20 | GFE AN FTS=P [CAG - T T @2 Aoye! BT FACO T | [ Foer=ivre [esfs
S PRI Wie 21 GTewig 2R TS TR RS TS ¥ |

v. *RF T affeess

ACECIRER IARY A (BT B T AISIET R (T3 FICI |

YT B 7T Ffoe T (& GRIE FI2-GF Ty T (FEH 27 FACI |

TG B TSP A Tofa ST €2 ©F AR T AL METCIREIACE AN |

BTG T& fAColT (5F FAET G2 T TSGR AW AT |

IS TS oS Foem A FER0S @S AITS 20J |

o B B ARG FIGI= [T GFB F GIGIT (BIF S W6 A |

o T (FEH T 99 =& w12 F62 [eaAlG % Fa0e 7 |

o O GG (BF S A% FI02-GF T TG GFEHH AWIT S |

o TR (AF (T AN IR #TCS T0 B ST/ aFaw/Prax F¢& waafs @ 167 7 @[
SICSIS/SRFTR B 8 (o5 AT QW T AT AN 2I@d o feTe Arte 2J |

Induction Booklet Developed by T&OD Department. Page 66




5. «eper waifibs
W @ FEH ¢ e TR Fe IR “RGE T Tqamaaial” 6 Sqeave (A ZEACR [ 1 S Toret
BT T IATOMEE | AW I FEF TGS PRI Ao 71 L CIOwed [T =18 TS FEoHF
SIS 2(Q |

o. @FC g
TBITAR (RFCIYR I S[ATTH ARCS B AN(E GI AR T8 (T AT AT 1 | B (@G RGBT HN BF
eGSR O AR | @ (A AT FIF TS s wiwee et ot fiferara 211 fooig o w03

5. BETCAIG=s
AR TSt TG Aoy ARRRITT TG T AT O FLCAT T (FOPS O FAC© & | @ THE FF
e frem sifiaes dRa 0T 432 ee el | BT SRR STIRERAT AN AFEs F41, (@[ & &g i
o7 ISR FRIRIRFSI FAT Seofe @~ A FiFa ANUBFEAT ST Sioere! FANT 93 TS #olf 12!
I A |

32, RTetfbs e smmr oren Reis g war @ 72f2iE wEsiwe foes wife 4 |

Induction Booklet Developed by T&OD Department. Page 67




T AT

almal

Group of Industries

Ref: PGI/CHO/TOD/OC/001
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Subject:

# 2/B, Road # 29, Guishan-1
HDOI:saekaJ 2;25,2%dalg ladesh
| # 880-2-88 '
gess#2969, 8850409, 8851 Sgé
8852763, 8824422, 98‘3224
Fax # 880-2-8850330, 8852748
E-mail : info@palmalgarments.com
Web.site : www.paimalgroup.net

15 July 2008

Re-designating Training & Development Department

This is for information of all concerned that the Palmal Management has decided to redesign the

Training and Development (T&D) Unit as _on

independent Department

disintegrating from HRM

Depcrtment. Henceforth, the previous “Training & Development (T&D)" Unit is re-designated and will be
known as “Training & Organizational Development (TOD)" Department instead of T&D.

In this’ connection, the areas of intervention of the newly established TOD Department have been
recrganized vesting some wider responsibilities to enable the Depariment toward meaning contribution
to the Group both in Corporate and Factory levels. The main focus of this department will be;

1. Capacity Development (Both individual and Organizational) through Training

2. Reviewing existing policies, identify needs for new policies, initiate formulation of new policies and
support in implementation thereof after obtaining approval from Management

3. Review HR practices of Palmal and suggest for up-gradation where feasible

4. Review and suggest organization structuring, re-structuring needs and take necessary step therein

in consultation with Director & C.0.0 and the Managing Director

5. Suggest the Company Management in the area of essential developmeni needs if and when

required

The new TOD Department will be operated under the leadership of Mr. M

Department with his professionat team associated with TOD.

d. Anwar Ullah, In-charge, TOD

From now on, all concerned are instructed o coordinate with Mr. Anwar for getting maximum support
You need in the areas mentioned above and extend all sort of cooperation in order to discharge his

duties pertaining to his Department.

Let's join in wishing every success to the journey of the TOD Department.

f/kﬁ i ﬁﬁuwj

Director & C.0.0
Coy to:

The Honorable Managing Director
Chief Advisor to Managing Director
Vice President-Marketing
Director-Marketing

Director-PP & Co-ord.
Direclor-Marketing (Sweater)
Director-Production
Director-Admin & Compliance
Resident Director-CHO

10. Director-Coordination

i Director-Admin, Ayesha Complex
12. Resident Director, MAL

13. General Manager, HRM

14. General Manager, Admin

18. General Manager, Accounts

16. All Departmental Heads-CHO

T All Factory Heads

0N o s LIRS =
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