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1. bxwZgvjv (Policy) 
 

 

†Kv¤úvbx bxwZgvjv †Nvlbv  
(Company Policy 

Statement) 

‡g‡Uªv wbwUs GÛ WvBs wgjm wj: GKwU 100% ißvbxg~Lx †cvkvK cÖ¯‘ZKvix ¯̂bvgab¨ 

cÖwZôvb| Ówkï kªgÓ RvZxq I AvšÍR©vwZK AvB‡b wbwl×| AvB‡bi cÖwZ kª×vkxj n‡q Ges 

ÓAvR‡Ki wkï AvMvgx w`‡bi ‡`k I RvZxi fwel¨rÓ GB bxwZ‡Z wek¦vm K‡i  ‡g‡Uªv 

wbwUs GÛ WvBs wgjm wj: wkï kªwgK wb‡qvM m¤ú~b© wbwl× †Nvlbv K‡i‡Q| 

jÿ¨ I D‡Ïk¨ 
(Objective & Target) 

‡cvkvK wkí KvivLbv GKwU kªg wbweo wkí| Drcv`b cÖwµqvq wjW UvBg e¨e ’̄vcbvi Rb¨ 

KviLvbvq cÖPyi Kv‡Ri Pvc _v‡K| d‡j G wk‡í wkï kªwgK wb‡qvM wkïi gvbwmK weKvk 

mnvqK n‡e bv e‡j KZ©„c¶ g‡b K‡ib| ZvB wkkÖ kÖg‡K wbiærmvwnZ K‡i wkïi 

kvixwiK, gvbwmK I ˆbwZK weKvk wbwðZ KivB Avgv‡`i jÿ¨| 

bxwZgvjvi cwiwa 
(Scope of the Policy) 

‡g‡Uªv wbwUs GÛ WvBs wgjm wjt G wb‡qvwRZ mKj kªwgK I Kg©Pvixi Rb¨ G bxwZgvjv 

cÖ‡hvR¨ n‡e| GKB mv‡_ ‡g‡Uªv wbwUs GÛ WvBs wgjm wj: Gi mv‡_ hviv e¨emvqxK wewfbœ 

Kg©Kv‡Û RwoZ (mve K›UªvKUi, mvcøvqvi, mve-mvcøvqvi Ges D³ cÖwZôv‡bi mv‡_ 

e¨vemvwqK Kv‡R RwoZ Ab¨vb¨ cÖwZôvb) Zv‡`i †¶‡ÎI G bxwZgvjv cÖ‡hvR¨ n‡e| 

m~Î 
(Law Reference) 

‡g‡Uªv wbwUs GÛ WvBs wgjm wjt Gi wb‡qvM bxwZgvjv evsjv‡`k kÖg AvBb-2006 Ges Gi 

me©‡kl ms‡kvabx 2013 mv‡ji evsjv‡`k kÖg AvBb, evsjv‡`k kÖg wewagvjv -2015 I 

AvB Gj I Kb‡fbkb (ILO Convention) Gi wewaweavb Ges m¤§vwbZ 

MÖvnK/†µZve„‡›`i AvPiYwewa (Code of Conduct) we‡ePbvc~e©K h_vh_fv‡e M„nxZ 

n‡q‡Q|  

 

cÖwZkÖæwZ 
(Commitment) 

‡g‡Uªv wbwUs GÛ WvBs wgjm wjt G mKj kÖwgK, Kg©Pvix Ges Kg©KZ©v wb‡qv‡Mi †ÿ‡Î 

cÖ‡hvR¨ mKj cÖKvi AvBb ( ’̄vbxq kÖg AvBb, AvšÍR©vwZK kÖg msN, †µZvM‡Yi 

AvPiYwewa) m¤ú~Y©iƒ‡c AbymiY K‡i cÖwZôv‡b wkï kÖwgK wb‡qvM bv Kivi e¨vcv‡i 

A½xKvive×| 

2. msMVb (Organization) 

wkï kÖg bxwZgvjv 
Child Labor Policy 

bxwZgvjv ïiæi ZvwiL 01/01/2009 Bs 

ms‡kva‡bi ZvwiL 01/01/2023 Bs 

cieZ©x ms‡kva‡bi ZvwiL 01/01/2024 Bs 

ms‡kva‡bi bv¤^vi 05 
Ref No: S(S)P-01(05) 
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2.1  
cwjwm ev Í̄evqbKivi 

`vwqZ¡cÖvß e¨w³ 
(Responsible person for 
implement the policy) 

 

 

 

 

 

 
 
 
 
 

2.2 
`vwqZ¡cÖvß e¨w³e‡M©i KvR 

(Responsibilities of 

Assigned Persons) 

• e¨e ’̄vcbv cwiPvjK / cwiPvjK t-  
 

 

wkïkÖg bxwZgvjv msµvšÍ †h †Kvb wewai cwieZ©b, cwiea©‡b wb‡`©kbv cÖ`vb I m‡e©vcwi 

bxwZgvjv Aby‡gv`bKvix|  
 

• gnve¨e ’̄vcK (cÖkvmb, gvbe m¤ú` I Kgcøv‡qÝ) t- 
 

 

cwjwm ev¯Íevq‡b †Kvb mgm¨v ev wb‡qv‡Mi mgq wkïkÖg msµvšÍ †Kvb cÖkœ DÌvwcZ n‡j 

Zvi mgvav‡bi R‡b¨ cÖ‡qvRbxq c`‡ÿc MÖnb A_ev wb‡qvMK…Z †Kvb kÖwg‡Ki e¨vcv‡i 

wkï bv wK‡kvi G ai‡bi cÖkœ DÌvwcZ n‡j wZwb Gi myôz mgvav‡bi Rb¨ cÖ‡qvRbxq 

c`‡ÿc MÖnb Ki‡eb| wb‡qvM KwgwU‡K G e¨vcv‡i cÖ‡qvRbxq cÖwkÿY cÖ`vb Ki‡eb| 

GQvovI wZwb ¸iæZ¡c~Y© civgk© I D³ cwjwm ev¯Íevq‡b mivmwi Z`viwK Ki‡eb|  

• mnKvix gnve¨e ’̄vcK (cÖkvmb, gvbe m¤ú` I Kgcøv‡qÝ) t- 

DaŸ©Zb KZ…c‡ÿi Av‡`k I AbygwZ mv‡c‡‡ÿ wkïkÖg wbim‡b I kÖwgK‡`i G wel‡q 

m‡PZbZv e„w×K‡í cÖwkÿY, cÖPviYvg~jK c`‡ÿc MÖnb Kiv| wbqwgZ wgW-‡j‡fj 

†g‡bR‡g›U Ges mycvifvBRvi‡`i mv‡_ gZwewbgq Kiv| cÖwZ `yB gvm AšÍi AšÍi 

AskMÖnbKvix KwgwUi m`m¨‡`i mv‡_ gZwewbgq Kiv Ges DaŸ©Zb KZ…c‡ÿi wbKU 

gZvgZ I mgm¨v mg~n mgvav‡bi Rb¨ †cÖiY Kiv| 

• ‡WcywU e¨e ’̄vcK (Kgcøv‡qÝ) Ges mnKvix e¨e ’̄vcK (GBP.Avi)  t-  

wbqwgZ wgW-‡j‡fj †g‡bR‡g›U Ges mycvifvBRvi‡`i mv‡_ gZwewbgq Kiv| cÖwZ ỳB 

gvm AšÍi AšÍi AskMÖnbKvix KwgwUi m`m¨‡`i mv‡_ gZwewbgq Kiv Ges DaŸ©Zb 

KZ…c‡ÿi wbKU gZvgZ I mgm¨v mg~n mgvav‡bi Rb¨ wmwbt e¨e ’̄vcK (cÖkvmb) Gi 

M.D/ Director 

GM (Admin HR & Com.) 

AGM (Admin HR & Compliance) 

Sr. Officer/ Welfare Officer 

Doctor 

Nurse 

Security In-Charge 

Deputy Manager (Compliance) / Asst. 

Manager (HR) 
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wbKU †cÖiY Kiv| 
 

 

•  gvbe m¤ú` I cÖkvmwbK Kg©KZ©v t- 

kÖwgK wb‡qv‡Mi mgq h_vh_fv‡e wb‡qvM bxwZ AbymiY Ki‡e| kªwgK wb‡qv‡Mi mgq eqm 

cªgv‡Yi Rb¨ Rb¥ mb`, RvZxq cwiPqcÎ, eqmmn wk¶vMZ‡hvM¨Zvi (hw` _v‡K) mb` 

hvPvB Ki‡Z n‡e| GQvovI †d¬vi †_‡K cÖvß Awf‡qvM ZvrÿwbK mgvavb Kiv Ges 

cÖ‡qvR‡b DaŸ©Zb KZ…c‡ÿi mvnvh¨ MÖnY| 

• Kj¨vb Kg©KZ©v t-  
 

‡d¬vi gwbUwis Kiv| kÖwgK, AskMÖnbKvix KwgwU, wefvMxq cÖavb I mycvifvBRvi‡`i 

mv‡_ ‡hvMv‡hvM i&ÿv Kiv| wkïkÖg bxwZ m¤ú‡K© mswkøó mKj‡K mZK©xKib I gZ 

wewbgq Kiv| wkkÖkÖg msµvšÍ †Kvb Awf‡hvM/Aby‡hvM _vK‡j ZvrÿwbKfv‡e Zv LwZ‡q 

†`Lv I mgvav‡b c`‡ÿc MÖnb Ki‡eb| 

• Wv³vi t-  
 

‡gwW‡Kj Awdmvi kÖwgK wb‡qv‡Mi mgq h_vh_fv‡e wb‡qvM bxwZ AbymiY K‡i cÖ‡Z¨KwU 

cÖv_©x‡K Avjv`v Avjv`v fv‡e hvPvB evPvB Ki‡e Ges kvixwiK mÿgZv I eqm wbiæc‡bi 

dig c~iY K‡i ¯^vÿi I mxj m¤^wjZ mb` c~iY Ki‡e Ges †Kvb ai‡bi mgm¨v 

cwijwÿZ n‡j Zv DaŸ©Zb KZ…©cÿ‡K AewnZ Kwi‡e| 

• ‡mweKv t-  
 

Dc‡iv³ bxwZgvjv Abymib K‡i wb‡qvM msµvšÍ hveZxq Kv‡R Wv³vi‡K mn‡hvMxZv 

Kiv| 

• wbivcËv cÖnix t- 
 

 

Dc‡iv³ bxwZgvjv Abymib K‡i wb‡qvM msµvšÍ wbivcËv I k„sLjvRwbZ Kv‡R gvbe 

m¤ú` I cÖkvmb wefvM‡K mn‡hvMxZv Kiv Ges hw` †M‡U AvMZ cÖv_©x‡`i g‡a¨ KvD‡K 

wkï e‡j m‡›`n n‡j gvbe m¤ú` I cÖkvmb wefvM‡K AewnZ Kiv| 
 

3. Kvh©m~Px I c×wZ (Routines & Procedure) 

3.1 ev¯Íevqb Kvh©m~Px (Implementation Routine) 

K) `vwqZ¡ t msMV‡bi ewY©Z Kvh©avivµg Ges `vwqZ¡cÖvß e¨w³MY cwjwm ev Í̄evq‡b f~wgKv cvjb Ki‡eb| 

L) Kvh©m~Pxt 

wkï kÖg bxwZgvjv ev Í̄evq‡bi j‡ÿ¨ wb‡¤œv³ c`‡ÿc MÖnY Kiv n‡e- 

❖ wkï wb‡qv‡M evav-wb‡la t 

wkï kÖwg‡Ki msÁv t evsjv‡`k kÖg AvBb-2006 Gi 2(63) aviv Abyhvqx wkï ej‡Z 

14 eQi eqm c~Y© K‡ib bvB Ggb †Kvb e¨w³‡K eySvq| 

❖ wkï kÖwgK wb‡qv‡M wb‡lavÁv t  

evsjv‡`k kÖg AvBb-2006 Gi 34(1) aviv Abyhvqx †Kvb †ckvq ev cÖwZôv‡b †Kvb 

wkï‡K wb‡qvM Kiv hv‡ebv ev KvR Ki‡Z †`Iqv hv‡ebv| D³ AvBb Ges m¤§vwbZ MÖvnK 
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e„‡›`i AvPiY wewagvjv AbymiY c~e©K ‡g‡Uªv KZ…©cÿ wkï kÖg wb‡qvM wbwl× K‡i‡Q| 

❖ wkï msµvšÍ KwZcq Pzw³i e¨vcv‡i evav-wb‡la t  

‡Kvb wkïi gvZv-wcZv ev AwffveK wkï‡K †Kvb Kv‡R wb‡qv‡Mi AbygwZ cÖ`vb Kwiqv 

Kvnv‡iv mwnZ ‡Kvb Pzw³ Kwi‡Z cvwi‡eb bv| 

❖ eqm m¤ú‡K© we‡iva t  

hw` †Kvb e¨w³ wkï wK wK‡kvi G e¨vcv‡i †Kvb cÖkœ DÌvwcZ nq, Zvnv nB‡j cwi`k©K 

cÖkœwU †Kvb †iwRóvW© wPwKrmK KZ…©K cÖ`Ë mswkøó e¨w³i eqm msµvšÍ cÖZ¨qbc‡Îi 

AeZ©gv‡b, †Kvb †iwRóvW© wPwKrm‡Ki wbKU wm×v‡šÍi Rb¨ †cÖiY Kwi‡eb Ges †iwRóvW© 

wPwKrmK KZ…©K cÖ`Ë mswkøó e¨w³i eqm msµvšÍ cÖZ¨qbcÎ Zvnvi eqm m¤ú‡K© P~ovšÍ 

cÖgvY wnmv‡e MY¨ n‡e| 

❖ kÖwgK wb‡qv‡Mi mgq eqm hvPvB t  

kªwgK wb‡qv‡Mi mgq eqm cªgv‡Yi Rb¨  

• Rb¥ mb` 

• RvZxq cwiPqcÎ  

• eqmmn wk¶vMZ ‡hvM¨Zvi (hw` _v‡K) mb` hvPvB Kiv n‡e|  

GQvovI PvKzix cÖv_©xi eqm cÖgv‡Yi Rb¨ †Kv¤úvwbi KZ©„K wb‡qvM cÖvß GKRb †iwRóvW© 

wPwKrmK KZ©„K eqm hvPvB K‡i wb‡qvM †`Iqv n‡e| 
 

❖ wb‡qv‡Mi mv‡_ mswkøó Kg©x‡`i cÖwkÿY cÖ`vb t  

GB cwjwm ev¯Íevq‡bi Rb¨ wb‡qv‡Mi mv‡_ mswkøó Kg©x‡`i cÖ‡qvRbxq cÖwkÿY cÖ`vb Kiv 

n‡e Ges D³ cÖwkÿ‡bi `vwqZ¡ g¨v‡bRvi (GBP Avi GÛ Kgcøv‡qÝ)/Kj¨vY Kg©KZ©v 

cvjb Ki‡eb| 

❖ cÖwZKvig~jK e¨e¯’v t 

hw` fzj µ‡g †Kvb  wkï kÖwgK wb‡qvM Kiv nq Ges cieZ©x‡Z Zv mbv³ nq †m †ÿ‡Î  

wb‡¤œv³  e¨e ’̄v MÖnY Kiv n‡e- 

1. Kg©¯’j †_‡K cÖZ¨vnvi t 

Kv‡R wbqwRZ wkï‡K ZrÿbvZ Kg©¯’j †_‡K cÖZ¨vnvi K‡i wbivc` ¯’v‡b wdwi‡q G‡b 

Zvnvi wbivcËv wbwðZ Kiv n‡e| 

2. AwffveK Gi wbKU n Í̄všÍi t 

wkïwU‡K Zvnvi wcZvgvZv A_ev AvBbvbyM AwffveK Gi wbKU †mvc ©̀ Ki‡Z n‡e| 

3. e„wË ev Aby`vb cÖ`vb t 

D³ wkky‡K Kv‡R wbhy³ bv Kwi‡jI gvwmK nv‡i e„wË ev Aby`vb cÖ`vb Kiv n‡e| 

4. cwiev‡ii Kg©ÿg m`m¨‡K PvKzix cÖ`v‡b we‡ePbv t 

wkkyi cwiev‡ii †KD Kg©ÿg ev †hvM¨ _vK‡j Zv‡K PvKzix cÖ`v‡bi we‡ePbv Kiv n‡e| 
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5. wkÿvi LiP enb t 

wkïi eva¨ZvgyjK wkÿvi hveZxq LiP †Kv¤úvbx enb Ki‡e| Ges Zvnv‡`i 18 eQi 

eqm bv nIqv ch©šÍ eB Ges †÷kbvix LiP mn wUDkb wd ‡Kv¤úvbx enb Ki‡e| 

 

 

 

6. kZ©¯^v‡c‡ÿ wb‡qvM t 
 

 

esjv‡`k kªg-AvBb 2006 Gi aviv-44 Abyhvqx Zvnvi eqm hw` 12 eQ‡ii AwaK nq 

†m‡ÿ‡Î Zvnv‡K nvjKv †Kvb Kv‡R wbqvM Kiv hvB‡e hvnv Zvnvi ¯̂v¯’¨ I DbœwZi Rb¨ 

wec`¾bK b‡n A_ev hvnv Zvnvi wkÿv MÖnb‡K weNœ Ki‡e bv Ges wkï hw` we`¨vjqMvgx 

nq Zvn‡j Zvi Kg©mgq Ggbfv‡e wba©vib Ki‡Z n‡e †hb Bnv Zvi we`¨vjq Mgb‡K 

wewNœZ bv K‡i| wkï kÖwgK wb‡qvM Kivi †ÿ‡Î evsjv‡`k kÖg AvBb 2006 Gi wK‡kvi 

kÖwgK msµvšÍ mKj weavb cÖ‡hvR¨  nB‡e| 

 

 

7. ‡iwR÷vi msiÿY t  
 

wkï kÖwg‡Ki Rb¨ GKwU Avjv`v ‡iwR÷vi msiÿY Kwi‡Z nB‡e| 

M) Kvh©m~Px ev¯Íevq‡bi mgqmxgv 
cwjwm wba©vi‡bi mv‡_ mv‡_ wb‡qvM msµvšÍ mKj Kvh©µg cwjwm Abyhvqx m¤úv`b Kiv 

n‡e| 

N) Kvh©m~Px ev¯Íevq‡bi 
c×wZ 

Routine 

Implementation 

Procedures 

 

 

Kvh©m~Px ev Í̄evq‡bi c×wZ mg~n wb¤œiæc t 
 

✓ wkï kÖg bxwZgvjv Kg©¯’‡j cÖ‡qvM wbwðZ Kiv; 

✓ wb‡qv‡Mi mgq wkï kÖwgK Kg©¯’‡j wb‡qvM bv Kiv; 

✓ wkï kÖg msµvšÍ Awf‡hvM/Aby‡hvM _vK‡j mgvavb Kiv; 

✓ kÖwgK Kg©Pvix‡`i cwjwm m¤ú‡K© m‡PZbZv e„w× Kiv| 

3.2   ‡hvMv‡hvM Kvh©m~Px (Communication Routine) 

K) `vwqZ ¡ 
 

G¨vIqvi‡bm GÛ †Uªwbs - I‡qj‡dqvi Awdmvi/†UªBbvi 

wcG †NvlYv   - I‡qj‡dqvi Awdmvi/wiwmckwb÷ 

†gBj KwgDwb‡Kkb - wmwbqi g¨v‡bRvi, g¨v‡bRvi GBP.Avi   

†bvwUk †evW©  - GBP.Avi Awdmvi 

wc.wm KwgwU  - I‡qj‡dqvi Awdmvi 
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L) ‡hvMv‡hvM Kvh©µg 
 

         1. e¨e ’̄vcbv KZ©…c‡ÿi mv‡_ †hvMv‡hvMt  
‡Rbv‡ij wgwUsG Av‡jvPbvi gva¨‡g A_ev B-‡gB‡ji gva¨‡g AvewnZ Ki‡Z n‡e Ges 
mfvi Kvh© weeiYx ms‡hvRb K‡i Zv msiÿb Ki‡Z n‡e| Ges gvbe m¤ú` e¨e ’̄vcK 
D³ `vwqZ¡ cvjb Ki‡eb| 

2. `vwqZ¡ cÖvß `‡ji mv‡_ †hvMv‡hvM t  
mvaviY wgwUs Ges †UªwbsGi gva¨‡g D³ cwjwm mevB‡K AeMZ Kiv n‡e Ges Gi 
WKz‡g›Um bw_fy³ Kiv n‡e| 

3. óvd‡`i m‡½ †hvMv‡hvM t  
KviLvbvi mKj Kg©KZ©v I Drcv`b Kg©KZ©v I Drcv`b ÷vd‡`i D³ bxwZgvjv m¤ú‡K© 
AewnZ Kiv n‡e| ZvQvovI ev¯Íevqb c×wZ m¤ú‡K© aviYv cÖ`vb Kiv mvaviY wgwUs Gi 
AvqvR‡bi gva¨‡g mevB‡K AeMZ Kiv Ges cÖ‡Z¨‡K D³ cwjwm eyS‡Z †c‡i‡Q ev 
AeMZ n‡q‡Q GB g‡g© ¯^vÿi MÖnb Kiv Ges cÖkœ DËi ce© mn mfvi Kvh© weeiYx 
msiÿY| gvbe m¤ú` e¨e ’̄vcK D³ `vwqZ cvjb Ki‡eb| 

4. kÖwgK Kg©Pvix‡`i m‡½ †hvMv‡hvM t  
wc.G. wm‡÷‡gi gva¨‡g kÖwgK-Kg©Pvix‡`i wkï kÖg msµvšÍ bxwZgvjvm¤ú‡K© AewnZ Kiv 
Ges †bvwUk †ev‡W© cÖ`k©‡bi gva¨‡g D³ cwjwm m¤ú‡K© AeMZ Kiv n‡e| gvbe m¤ú` 
e¨e ’̄vcK/wbe©vnx D³ `vwqZ¡ cvjb Ki‡eb| 
 

5. bZzb Kg©x‡`i mv‡_ †hvMv‡hvM t 

Iwi‡q‡›Ukb, wi‡d«kvi †Uªwbs G D³ bxwZ m¤ú‡K© avibv cÖ`vb Kiv| 

M) ‡hvMv‡hvM Kvh©m~Px ev¯Íevq‡bi 
mgqmxgv 

cwjwm wba©vi‡bi mv‡_ mv‡_ wkï kÖg bxwZgvjv m¤ú‡K© †hvMv‡hvM Kvh©µg cwjwm Abyhvqx 
m¤úv`b Kiv n‡e| 

N) ‡hvMv‡hv‡Mi gva¨g 

 
 
 

wb‡¤œv³ Dcv‡q D³ cwjwm m¤ú‡K© †hvMv‡hvM iÿv Kiv n‡e t 
▪ †Uªwbs Gi gva¨‡g †hvMv‡hvM t  

d¨v±ixi kÖwgK-Kg©Pvix Ges Kg©KZ©vM‡Yi wbqwgZ m‡PZbZv Kg©m~Px/c~Ytm‡PZbZv 
Kg©m~Pxi gva¨‡g GBPAvi wefvM †_‡K cwjwm m¤ú‡K© avibv cÖ`vb Kiv n‡e Ges bZzb 
kÖwgK‡`i‡K cwiwPwZg~jK cÖwkÿ‡Yi gva¨‡g D³ bxwZgvjv m¤ú‡K© aviYv cÖ`vb Kiv 
n‡e| 
▪ wc.G wm‡÷‡gi gva¨‡g †hvMv‡hvM t  

 

wc.G wm‡÷‡g †Nvlbvi gva¨‡g D³ bxwZgvjv m¤ú‡K© m‡PZbZv e„w× Kiv n‡e| 
▪ †bvwUm †ev‡W©i gva¨‡g †hvMv‡hvM t  

 

†bvwUk †ev‡W© cÖ`k©‡bi gva¨‡g wkï kÖg bxwZgvjv m¤ú‡K© †hvMv‡hvM iÿv Kiv n‡e| 
 

▪ wc.wm KwgwUi gva¨‡g †hvMv‡hvM t 
wc.wm KwgwUi mvaviY mfvq Av‡jvPbvi gva¨‡g wkïkÖg msµvšÍ bxwZgvjv m¤ú‡K© 
†hvMv‡hvM iÿv Kiv n‡e|  
 

▪ B-‡gB‡ji gva¨‡g †hvMv‡hvM t  
B-‡gB‡ji gva¨‡g ga¨g I D”P ch©v‡qi e¨e ’̄vcbv KZ…©c‡ÿi mv‡_ †hvMv‡hvM iÿv Kiv 
n‡e| 
 
 
 
 

3.3 wdWe¨vK Ges wbqš¿b Kvh©m~Px (Feedback & Control Routine) 
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K) `vwqZ¡  
wRGg GBP.Avi GÛ Kgcøv‡qÝ wdWe¨vK Ges wbqš¿b Kvh©µ‡gi g~j `vwqZ¡ cvjb 
Ki‡eb| GQvovI g¨v‡bRvi GBP.Avi Ges wefvMxq cÖavbMY wRGg GBP.Avi GÛ 
Kgcøv‡qÝ‡K D³ cwjwm wbqš¿‡b mn‡hvMxZv Ki‡eb| 

L) wdWe¨vK c×wZ 

wb‡¤œv³ Dcv‡q wdWe¨vK Ges wbqš¿b Kvh©m~Px cwiPvjbv Kiv nq- 
▪ kÖwgK, Kg©Pvix‡`i Rb¨ wdWe¨vK t 

 wjwLZfv‡e wkïkÖg m¤úwK©Z †h †Kvb civgk©, Awf‡hvM †iKW© Kiv n‡e| †Kvb Awf‡hvM 
cvIqv †M‡j Zvi Z`šÍ mv‡c‡ÿ cÖ‡qvRbxq e¨e ’̄v MÖnY Kiv n‡e| AskMÖnY KwgwUi wgwUs 
G Av‡jvPbvi gva¨‡g wkïkÖg bxwZgvjv m¤ú‡K© †Kvb ai‡bi civgk© wKsev Awf‡hvM 
wb®úwËi e¨e¯’v i‡q‡Q| 
I‡qj‡dqvi Awdmvi‡K AewnZ Kivi gva¨‡g wkïkÖg bxwZgvjv msµvšÍ †Kvb civgk© 
wKsev AmsMwZ Rvbv‡bv n‡j I‡qj‡dqvi Awdmvi civgk© D×©Zb KZ…©cÿ‡K Rvbv‡eb 
Ges Z`šÍ mv‡c‡ÿ Awf‡hv‡Mi †cÖwÿ‡Z h_vh_ e¨e ’̄v MÖnY Ki‡eb| 
▪ KZ…©cÿxq wbqš¿b t 

e¨e ’̄vcbv KZ…©cÿ cÖwZ Qq gvm cici wkïkÖg bxwZgvjv msµvšÍ g¨v‡bR‡g›U wiwfD wgwUs 
Av‡qvRb Ki‡eb| D³ wgwUs‡q D×©Zb KZ…©cÿ weMZ Qq gv‡mi wkïkÖg bxwZgvjv 
ev¯Íevqb msµvšÍ mKj wjwLZ Bmy¨¸‡jv wiwfD mv‡c‡ÿ cÖ‡qvRbxq civgk© cÖ`vb Ki‡eb| 
▪ Af¨šÍixb AwW‡Ui gva¨‡g wdWe¨vK I wbqš¿b t 

 ‡g‡Uªv wbwUs GÛ WvBs wgjm& wjt Gi wkïkÖg bxwZgvjv Kvh©KvwiZv ch©‡eÿ‡Yi Rb¨ 
B›Uvibvj AwWU Uxg B›Uvibvj AwWU Ki‡e| AwW‡U cÖvß ch©‡eÿY m¤ú‡K© wjwLZ 
wi‡cvU© g¨v‡bRg¨v›U wiwfD Ki‡e Ges cÖ‡qvRbxq mycvwik Ki‡e| 
wi‡cv©wUs t  
            B›Uvibvj AwWU m¤úbœ Kivi ci AwWU n‡Z cÖvß welqvw` wb‡q GKwU wi‡c©vU 
‰Zix Kiv n‡e Ges D³ wi‡cvU© DaŸ©Zb KZ…cÿ‡K AewnZ Kiv n‡e| 
 

wbqš¿b t  
           Kj¨vb Kg©KZ©v mn GBP Avi GÛ Kgcøv‡qÝ wefv‡Mi mKj m`m¨e„›` 
mve©ÿwbKfv‡e ch©‡eÿY Ki‡eb| 

M) ev Í̄evq‡bi mgqmxgv wdWe¨vK Ges K‡›Uªvj wm‡÷‡gi Rb¨ wba©vwiZ mg‡q ev¯Íevqb wbwðZ Ki‡Z n‡e| 

4. ‡hvMv‡hvM Ges ev Í̄evqb (Communication & Implementation) 

• †hvMv‡hvM Ges ev¯Íevqb Kvh©m~Px Abyhvqx| 

5. wdWe¨vK Ges K‡›Uªvj (Feedback & Control) 

• wdWe¨vK Ges wbqš¿b Kg©©m~Px Abyhvqx| 

Dc‡iv³ Av‡jvPbv n‡Z GB wm×v‡šÍ DcbxZ nIqv hvq †h, ißvbxgyLx Mv‡g©›Um wk‡í Drmvnx I wb‡ew`ZcÖvb kªwgK I 
Kg©Pvixe„›` mvd‡j¨i wbqvgK kw³ wn‡m‡e KvR K‡ib| ¯̂vfvweKfv‡eB GB wk‡í wb‡qvwRZ mKj kªwgK cÖvß eq¯‹ n‡j 
Zv wk‡íi weKv‡k cÖf~Z mnvqK n‡e Ges Zviv wb‡R‡`i‡K `ÿ Rbkw³ wn‡m‡e M‡o Zzj‡Z cvi‡e| e¨e¯’vcK‡`i 
`vwqZ¡ Ggb GKwU Drcv`b mnvqK Kg©cwi‡ek m„wó Kiv †hLv‡b mevB cÖvß eq¯‹| G j‡¶¨B ‡g‡Uªv wbwUs GÛ WvBs wgjm& 
wjt Ggb GKwU Drcv`b mnvqK Kg© cwi‡ek m„wó Ges eRvq ivL‡Z e×cwiKi †h cwi‡ek mKj cÖKvi wkïkªg gy³ 

_vK‡e| †gvU K_v †g‡Uªv wbwUs GÛ WvBs wgjm& wj: G Òwkï kªg m¤ú~b©iƒ‡c  wbwl×Ó| 
 
 
 

wkï kÖg bxwZgvjv hvPvBKib  
Child Labor Policy Check List 
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KviLvbvi bvg t †g‡Uªv wbwUs GÛ WvBs wgjm& wjt  
bxwZgvjvi bvgt wkï kÖg bxwZgvjv 
wbixÿKt------------------------------------- 
ZvwiLt-------------------------------------- 
 

µwgK hvPvB Kib welq nu¨v bv gšÍe¨ 

1 wkï kªg wbwl×KiY bxwZgvjvwU †bvwUk †ev‡W© Uvwb‡q ‡`qv n‡q‡Q wKbv?    

2 kªwgK wb‡qv‡Mi mgq Rb¥ wbeÜb dig wKsev †fvUvi AvB wW KvW© msMÖn Kiv nq wKbv?    

3 kªwgK wb‡qv‡Mi mgq †Kvb cÖKvi c¶cvwZZ¡ Kiv nq wKbv?    

4 
kªwgK wb‡qv‡Mi mgq RvwZ, ag©,eY©, †MvÎ, eqm mKj †kªbxi †jvK †K wb‡qvM †`Iqv nq 
wKbv?    

5 Avw_©K ¶wZ mva‡bi gva¨‡g KvR Kiv‡bv nq wKbv?    

6 ej c~e©K KvR Kiv‡bv nq wKbv?    

7 †Kvb kªwgK‡K wb‡qvM`vbKv‡j Zvi wbKU n‡Z ‡Kvb cÖKvi Aw½Kvibvgv †bqv nq wKbv?    

8 KviLvbvi kªwgK Kg©Pvix ¯^-B”Qvq PvKzix‡Z †hvM`vb K‡i Ges ¯^-B”Qvq KvR K‡i wKbv?    

9 KvR PjvKvjxb mg‡q KviLvbvi cÖwZwU cÖ‡ek/evwni c_ ‡Lvjv †i‡L KvR Kiv nq wKbv?    

10 
Kg© N›Uv PjvKvjxb mgq kªwgKMY‡K cvwb cvb Kivi, Lvevi LvIqvq, Uq‡jU hvIqvi ‡¶‡Î 
†Kvb cÖKvi evav cÖ`vb Kiv nq wKbv? 

   

11 
†Kvb cªKvi g~j mb`cÎ (cvm‡cvU©, mvwU©wd‡KU, jvB‡mÝ) PvKzixi c~e©kZ© wnmv‡e msi¶Y 
Kiv nq wKbv?    

12 wkïkÖg wb‡qv‡M `vwqZ¡ cÖvß e¨w³‡K kvw Í̄ cÖ`v‡bi e¨e ’̄v Av‡Q wKbv?    

13 G ai‡bi Awfhy³ e¨w³‡K Zvi bxwZ cwieZ©‡bi Rb¨ cÖwk¶Y cÖ`vb Kiv nq wKbv?    

14 AvB‡bi cÖ‡qvR‡b Zv‡K h_vhZ KZ…©c‡¶i Kv‡Q n Í̄všÍi Kiv nq wKbv?    

15 
G ai‡bi kªwg‡Ki †ejvq †`‡ki cÖPwjZ kªg AvBb 2006 Ges kÖg wewagvjv Gi 
weavbmg~n mwVKfv‡e Abymib Kiv nq wKbv? 

   

 
 



         Metro Knitting & Dyeing Mills Limited.  

Ramarbagh, Fatullah, Narayangonj 
100% Export Oriented Knit Composite Unit 

 

Prepared by Mr. Gaur Nitai Datta AGM (HR, Admin & Compliance) 
 

Approved by Amal Podder Managing Director  
 

1 

 

                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                          
     [  

 

 

 

 
 

‡g‡Uªv wbwUs GÛ WvBs wgjm& wjt 
ivgvievM, KzZzecyi, dZzjøv, bvivqYMÄ| 
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‡Kv¤úvbx bxwZgvjvt 

(Company Policy) 

‡g‡Uªv wbwUs GÛ WvBs wgjm wjt GKwU 100% ißvbxg~Lx bxU K‡¤úvwRU †cvkvK 
cÖ¯‘ZKvix ¯̂bvgab¨ cÖwZôvb| GB cÖwZôv‡b wb‡qvwRZ mKj kªwgK Kg©Pvixi hveZxq 
AwaKvi I my‡hvM myweav ILO Kb‡fbkb, evsjv‡`k kÖgAvBb 2006, kÖg wewagvjv-
2015 I m¤§vwbZ †µZvM‡bi AvPib wewa ((Buyer Code Of Conduct) Abyhvqx 
cwiPvwjZ nq|   

 
cÖwZkÖæwZt 

(Commitment) 

‡g‡Uªv KZ©…c¶ kªwgK‡`i B”Qvi weiæ‡× A_ev †Rvi K‡i Kvh© m¤úv̀ b Ki‡Z eva¨ K‡i bv 
A_ev †Kvb Pzw³ Av̀ vq K‡i bv ev ‡Kvb RvgvbZ iv‡Lbv| †g‡Uªv KZ…©c¶ ejc~e©K ev 
Rei`w Í̄g~jK kªg m¤ú~b©iæ‡c wbwl× ‡Nvlbv K‡i‡Qb| 

 
D‡Ïk¨t 

(Objective) 

‡g‡Uªv wbwUs GÛ WvBs wgjm wjt G wb‡qvwRZ mKj kªwgK I Kg©Pvix †hb †¯^”Qvq, †Kvb 
e¨w³ ev cÖwZôv‡bi cÖ‡ivPbvq cÖ‡ivwPZ bv n‡q ¯^vaxbfv‡e KvR Ki‡Z cv‡i †g‡Uªv 
KZ…©cÿ Zv wbwðZ K‡i| 

 
bxwZgvjvi AvIZvt 

(Scope) 

‡g‡Uªv wbwUs GÛ WvBs wgjm wjt G wb‡qvwRZ mKj kªwgK I Kg©Pvixi Rb¨ G bxwZgvjv 
cÖ‡hvR¨ n‡e| GKB mv‡_ ‡g‡Uªv wbwUs GÛ WvBs wgjm wjt Gi mv‡_ hviv e¨emvqxK 
wewfbœ Kg©K‡Û RwoZ Zv‡`i †¶‡ÎI G bxwZgvjv cÖ‡hvR¨ n‡e| 

m~Ît (Reference) GB bxwZgvjv evsjv‡`k kªg AvBb 2006, kÖg-wewagvjv-2015, m¤§vbxZ ‡µZvM‡Yi 
AvPib wewa (Buyer Code of Conduct) Ges ILO Kb‡fbkb we‡ePbv c~e©K 
M„nxZ n‡q‡Q| 

 
 
 
 
 
Organogram 

 
 
 
 
 
 
 
  
 
 
 
 

ej c~e©K kªg bxwZgvjv 
(Forced Labor Policy) 

bxwZgvjv ïiæi ZvwiL   t 01/01/2009 Bs 

ms‡kva‡bi ZvwiL t 01/01/2023 

cieZx© ms‡kva‡bi ZvwiLt 01/01/2024 

ms‡kva‡bi bv¤^vi t 05 

Ref No:  S(S)P-02(05) 

GM (Admin, HR & Compliance) 

M.D/Director 

AGM (Admin, HR & Compliance) 

Welfare Officer 

Asst. Manager (Admin, HR & Compliance) 
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bxwZgvjv ev¯Íevqb c×wZt 
(Policy 

Implementation 
Procedure) 

K) †Kvb kªwgK‡K †Kvb cÖKvi fq-fxwZ cÖ`k©b K‡i wKsev kvixwiK wbh©vZb K‡i A_ev 
Avw_©K ¶wZ mva‡bi gva¨‡g ev ejc~e©K KvR Av`vq Kiv hv‡e bv| 
L) †Kvb kªwgK‡K wb‡qvM`vbKv‡j Zvi wbKU n‡Z †Kvb cÖKvi Aw½Kvibvgv †bqv hv‡e 
bv| 
M) KviLvbvq kªwgK Kg©Pvix‡`i ‡¯̂”Qvq PvKzix‡Z †hvM`vb Ges ‡¯̂”Qvq KvR Kivi 
AwaKvi _vK‡e| 
N) KvR PjvKvjxb mg‡q d¨v±ixi cÖwZwU cÖ‡ek/evwni c_ †Lvjv †i‡L KvR Ki‡Z n‡e| 
O) Kg©N›Uv PjvKvjxb mg‡q kªwgKMY‡K cvwb cvb Kiv, Lvevi LvIqv wKsev Uq‡j‡U 
hvIqvi †¶‡Î †Kvb cÖKvi evav †`Iqv hv‡e bv| 
P) †Kvb †Kvb mgq Riæix wkc‡g‡›Ui Kvi‡b AwZwi³ KvR Kiv‡bvi cÖ‡qvRb n‡j 
Aek¨B kªwgK‡`i gZvgZ wb‡Z n‡e| kªwgK‡`i B”Qvi weiæ‡× †Kvb cÖKvi AwZwi³ 
KvR Kiv‡bv hv‡e bv| 
Q) †Kvb kªwgK‡K †Rvi c~e©K PvKzix n‡Z Aemi wb‡Z eva¨ Kiv‡bv hv‡e bv|  
R) †Kvb cÖKvi g~j mb`cÎ (wkÿvMZ †hvM¨Zv, RvZxq cwiPq cÎ, R¤§ wbeÜb, 
cvm‡cvU©, WªvBwfs jvB‡mÝ BZ¨vw`) PvKzixi c~e© kZ© wnmv‡e msi¶Y Kiv hv‡e bv| 
S) gwnjv kªwgK‡`i †¶‡Î PvKzixi c~e© kZ© wnmv‡e †Kvb ai‡bi Mf©avib cix¶v Kiv‡bv 
hv‡e bv| 
T) †Kvb gwnjv kªwgK Mf©eZx _vKv Ae¯’vq PvKzix‡Z †hvM`vb Ki‡Z PvB‡j Zvi mv‡_ 
†Kvb ai‡bi ˆelg¨g~jK AvPib Kiv hv‡e bv| 

 

†MvcYxq Aby‡hvM c×wZt 
(Confidential 
Grievance Procedure)  

hw` †Kvb kªwgK I Kg©Pvix G bxwZgvjvi cwicwš’ †Kvb AvPi‡bi m¤§~Lxb nb Z‡e wZwb 
wb‡R ev Uq‡j‡U msiw¶Z Awf‡hvM ev·, AskMÖnbKvix KwgwU, KviLvbvq Kg©iZ 
Kj¨vb Kg©KZ©v, KviLvbvq D”Pc`¯’ †h †Kvb Kg©KZ©v (hv‡K wZwb wbf©i‡hvM¨ g‡b 
K‡ib) A_ev †Kv¤úvbxi gvbem¤ú` I Kgcøv‡qÝ wefv‡M mivmwi A_ev nUjvB‡bi 
gva¨‡g (24 N›Uv) A_ev cÎ (wPwV) gvidZ Rvbv‡Z cv‡ib|  
GQvovI nqivbx, MvjvMvwj A_ev Ab¨ †h †Kvb wel‡q Kv‡iv †Kvb m‡›`n _vK‡j †h †KD 
B”Qv Ki‡j gwnjv mwgwZ, †h †Kvb ¯^v¯’¨ †K› ª̀ A_ev ¯’vbxq `vwqZ¡kxj †h †Kvb cÖwZwbwai 
kibvcbœ n‡Z cvi‡e| 
G wel‡q m‡e©v”P mZK©Zv Ges †MvcbxqZv i¶vi welqwU wbwðZ Ki‡Z KZ„©c¶ 
Aw½Kvive×| Awf‡hvM ev· cÖwZ 15 w`b AšÍi AšÍi gvbem¤ú` I Kgcøv‡qÝ wefv‡Mi 
g‡bvbxZ cÖwZwbwa ‡Lv‡jb Ges †Kvb Awf‡hvM _vK‡j Zv †iwRóv‡i wjwce× K‡ib Ges 
cÖvß Awf‡hvM (hw` _v‡K) wmwbt e¨e ’̄vcK (gvbem¤ú`, cÖkvmb I Kgcøv‡qÝ) Gi wbKU 
Dc¯’vcb K‡ib|  
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`vwqZ¡cÖvß e¨w³e‡M©i KvRt 
(Responsibilities of 
Assigned Persons) 

e¨e ’̄vcbv cwiPvjK / cwiPvjK t- e¨e ’̄vcbv cwiPvjK / cwiPvjK n‡”Q AÎ bxwZgvjv 
Aby‡gv`bKvix|  
gnve¨e ’̄vcK (gvbem¤ú` I cÖkvmb) t- gnve¨e ’̄vcK (gvbem¤ú` I cÖkvmb) wb‡¤§v³ 
e¨w³M‡Yi gva¨‡g GB bxwZgvjv ev¯Íevqb Ki‡eb|  
mnKvix gnve¨e ’̄vcK (gvbem¤ú` I cÖkvmb) t- AÎ bxwZgvjv Abymib K‡i e¨e¯’vcK 
wb‡¤§v³ e¨w³M‡Yi gva¨‡g bxwZgvjv ev¯Íevqb Ki‡Z cÖ‡qvRbxq e¨e ’̄v wb‡eb Ges 
gnve¨e ’̄vcK (gvbem¤ú` I cÖkvmb) †K AeMZ Ki‡eb|  
mnt e¨e ’̄vcK gvbem¤ú` Kg©KZ©v t- AÎ bxwZgvjv Abymib K‡i KviLvbvi mKj‡K GB 
wel‡q m‡PZb Kivi Rb¨ ej c~e©K kÖg bxwZgvjv †bvwUk ‡ev‡W© Uvwb‡q w`‡eb Ges 
KviLvbvq Kg©iZ mKj kÖwgKMb‡K hv‡Z ej cÖ‡qvM K‡i †Kvb KvR Av`vq Kiv bv nq 
Zv wbwðZ Kivi Rb¨ gvbem¤ú`, cÖkvmb I Kgcøv‡qÝ Kg©KZ©vMb m`v mRvM _vK‡eb| 
Kj¨vb Kg©KZ©v t- AÎ bxwZgvjv Abymib K‡i KviLvbvi mKj‡K GB wel‡q m‡PZb 
Kivi Rb¨ ej c~e©K kÖg bxwZgvjv m¤ú‡K© mKj‡K cÖ‡qvRbxq cÖwk¶b w`‡eb Ges 
†Kv_vI Gi e¨wZµg cwijw¶Z n‡j KZ…©c‡¶i mnvqZvq cÖ‡qvRbxq e¨ve ’̄v wb‡eb| 
bxwZgvjv cwicwš’ †Kvb NUbv hw` N‡U Z‡e Zv wbgœwjwLZ Dcv‡q Z`šÍ mv‡c‡¶ mgvavb 
Ki‡eb| 
Awf‡hvM (Complain) t- †g‡Uªv wbwUs GÛ WvBs wgjm& wjt ‡Z Kg©iZ †h ‡Kvb 
Kg©KZ©v, Kg©Pvix I kªwg‡Ki weiæ‡× ej c~e©K kÖg bxwZgvjv cwicš’x †Kvb Awf‡hvM 
cvIqv †M‡j `vwqZ¡cÖvß e¨w³MY Zvi weiæ‡× kvw Í̄g~jK e¨e ’̄v MÖnY Ki‡Z cvi‡eb| 
Z`šÍ (Investigation)t- G ai‡bi †Kvb Awf‡hvM cvIqv †M‡j Zr¶wYKfv‡e 
cÖ‡qvRbxq AvBbvbyM e¨e ’̄v MÖnY Kiv n‡e| 
bw_cÎ msi¶Y (Documentation)t- G msµvšÍ mgy`q bw_cÎvw` gvbe m¤ú` 
wefv‡M msi¶Y Kiv n‡e Ges cieZ©x †h‡Kvb mg‡q Zv hvPvB Kivi Rb¨ msiw¶Z 
_vK‡e| 
kvw Í̄g~jK e¨e ’̄vmgyn (Sanctions)t- GB bxwZgvjv cwicwš’ †Kvb Kv‡R †Kn wjß n‡j 
Zvi weiæ‡× cÖPwjZ AvBbvbyM e¨e ’̄v †bIqv n‡e| 

mivmwi ch©‡e¶b t 
(Directly 

Monitoring) 

Kj¨vb Kg©KZ©v, gvbem¤ú` Kg©KZ©v, wmwbt e¨e ’̄vcK (gvbem¤ú`, cÖkvmb I 
Kgcøv‡qÝ), gnve¨e ’̄vcK (gvbem¤ú`, cÖkvmb I Kgcøv‡qÝ)| 

cÖwk¶Y I bw_e×KiYt 
(Training & Documentation) 

`vwqZ¡cÖvß e¨w³ Kg©‡¶‡Î cÖwk¶‡Yi gva¨‡g kªwgK Kg©PvixMY‡K Rei`w Í̄g~jK kªg 
m¤ú‡K© AewnZ Ki‡eb Ges kªwgK‡`i †gŠwjK gvbewaKvi wbwðZ Kivi Rb¨ cÖ‡qvRbxq 
c`‡¶c wb‡eb Ges Kg©‡¶‡Î Gi cÖ‡qv‡Mi w`K wb‡`©kbv w`‡eb Ges G msµvšÍ mKj 
†iKW© msi¶Y Ki‡eb|  

`wjjv`x msiÿb c×wZt 
(Documents Keeping 

Procedure) 

kÖwgK Kg©Pvix‡`i‡K ej c~e©K kÖg bxwZgvjv m¤ú‡K© cÖ‡qvRbxq cÖwkÿb cÖ`v‡bi ci cÖwkÿ‡bi 
hveZxq `wjjv`x ‡hgb cÖwkÿ‡bi Qwe, cÖwkÿ‡b Dcw ’̄wZi ¯̂vÿi cÖf…wZ gvbem¤ú` wefvM 
dvBj AvKv‡i msiÿb Ki‡e| 

 
 
bxwZgvjv ev¯Íevqb I m‡PZbZv 

e„w×t 
(Policy Implementation 
& Awareness Create) 

K) Kj¨vb Kg©KZ©v GB bxwZgvjv m¤ú‡K© mK‡ji g‡a¨ m‡PZb Kivi Rb¨ Bnv †bvwUk 
‡ev‡W© Uvwb‡q w`‡eb| 
L) KviLvbvi gvbem¤ú` Ges Kj¨vb Kg©KZ©vMY GB bxwZgvjv m¤ú‡K© mswkøó mKj‡K 
cÖ‡qvRbxq cªwk¶Y cÖ`vb Ki‡eb| 
M) GB bxwZgvjv h_vh_fv‡e cvjb Kiv n‡”Q wKbv Zv wbwðZ Ki‡Z cÖwZgv‡mB wmwbt 
e¨e ’̄vcK (gvbem¤ú`, cÖkvmb I Kgcøv‡qÝ) KZ…©K g‡bvbxZ cÖwZwbwa KviLvbv cwi`k©b 
Ki‡eb I wi‡cvU© †ck Ki‡eb| 
N) Af¨šÍixb wbixÿK, Kj¨vb Kg©KZ©v Ges †Mvcbxq Aby‡hvM Gi wfwË‡Z ev Awf‡hvM 
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ev· n‡Z cvIqv Awf‡hv‡Mi wfwË‡Z Z`šÍ mv‡c‡¶ kvw Í̄g~jK e¨e ’̄v MÖnY Kiv n‡e| 

djveZ©b I wbqš¿bt 
(Feed Back & Control) 

K) GB bxwZgvjv h_vhZfv‡e cvjb Kiv n‡”Q wKbv Zv wbwðZ Ki‡Z GKwU †PKwj÷ 
‰Zix Kiv n‡q‡Q| KviLvbvi gvbem¤ú` cÖwZwbwa Ges Kj¨vb Kg©KZ©v GB †PKwj÷ 
Abymib K‡i bxwZgvjvi h_vhZ ev Í̄evqb n‡”Q wKbv Zvi wdWe¨vK MÖnY Ki‡eb| 
L) GB bxwZgvjv h_vhZfv‡e cvjb Kiv n‡”Q wKbv Zvg wbwðZ Ki‡Z cÖwZgv‡mB wmwbt 
e¨e ’̄vcK (gvbem¤ú`, cÖkvmb I Kgcøv‡qÝ) KZ…©K g‡bvbxZ cÖwZwbwa KviLvbv cwi`k©b 
Ki‡eb I D³ †PKwj÷ †_‡K wdWe¨vK wb‡eb I  wi‡cvU© †ck Ki‡eb| 
M) Af¨šÍixb wbixÿK, Kj¨vb Kg©KZ©vMY Ges †Mvcbxq Aby‡hvM Gi wfwË‡Z ev Awf‡hvM 
ev· n‡Z cvIqv Awf‡hv‡Mi wfwË‡Z Z`šÍ mv‡c‡¶ AvBbvbyM e¨e¯’v MÖnY Kiv n‡e| 
 
N) KviLvbv n‡Z G msµvšÍ †h‡Kvb Awf‡hvM cvIqv gvÎB Z`šÍ mv‡c‡¶ 
Awf‡hvMKvix‡K Zvi Awf‡hv‡Mi mZ¨Zv Rvbv‡bv Ges †KD wg_¨v Awf‡hvM cÖ`vb K‡i 
Zvi weiæ‡×I Z`šÍ mv‡c‡¶ AvBbvbyM e¨e¯’v MÖnY Kiv n‡e| 

DcwiD³ Av‡jvPbv n‡Z GB wm×v‡šÍ DcbxZ nIqv hvq †h, †Kvb kªwgK‡KB Zvi e¨w³ ¯^vaxbZvq n Í̄‡¶c Kiv hv‡e bv| 
webv Aciv‡a †Kvb Avw_©K `Û cÖ`vb Kiv hv‡e bv| kvwiixK wbh©vZ‡bi gva¨‡g ev ej cÖ‡qvM K‡i KvR Kiv‡bv hv‡e bv| 
AÎ cÖwZôv‡b Kg©iZ mKj Kg©KZ©v, Kg©Pvix I kªwgKMY GB bxwZgvjv h_vh_ fv‡e Abymib K‡i wbR wbR `vwqZ¡ cvjb 
Ki‡eb Ges Kg©¯’‡j k„sLjv eRvq ivL‡eb| 
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ej c~e©K kªg bxwZgvjv hvPvBKib  
Forced Labor Policy Check List 

 
KviLvbvi bvg t †g‡Uªv wbwUs GÛ WvBs wgjm& wjt 
bxwZgvjvi bvgt ej c~e©K kªg bxwZgvjv 
wbixÿKt- ---------------------- 
ZvwiLt------------------------- 
 
µwgK 

bs 
hvPvBKib welq n&u¨v bv gšÍe¨ 

1 ejc~e©K kªg bxwZgvjvwU †bvwUk †ev‡W© Uvwb‡q ‡`qv n‡q‡Q wKbv?    
2 bxwZgvjv m¤ú‡K© mswkøó mKj‡K cÖ‡qvRbxq cÖwk¶b cÖ`vb Kiv n‡q‡Q wKbv?    
3 †Kvb kªwgK‡K †Kvb cÖKvi fq-fxwZ cÖ`k©b K‡i KvR Av`vq Kiv nq wKbv?    
4 kvixwiK wbh©vZb K‡i KvR Kiv‡bv nq wKbv?    
5 Avw_©K ¶wZ mva‡bi gva¨‡g KvR Kiv‡bv nq wKbv?    
6 ej c~e©K KvR Kiv‡bv nq wKbv?    
7 †Kvb kªwgK‡K wb‡qvM`vbKv‡j Zvi wbKU n‡Z ‡Kvb cÖKvi Aw½Kvibvgv †bqv nq wKbv?    
8 KviLvbvi kªwgK Kg©Pvix ¯^-B”Qvq PvKzix‡Z †hvM`vb K‡i Ges ¯^-B”Qvq KvR K‡i wKbv?    
9 KvR PjvKvjxb mg‡q KviLvbvi cÖwZwU cÖ‡ek/evwni c_ ‡Lvjv †i‡L KvR Kiv nq wKbv?    
10 Kg© N›Uv PjvKvjxb mgq kªwgKMY‡K cvwb cvb Kivi, Lvevi LvIqvq, Uq‡jU hvIqvi ‡¶‡Î 

†Kvb cÖKvi evav cÖ`vb Kiv nq wKbv? 
   

11 hw` †Kvb mgq Riæix wkc‡g‡›Ui Rb¨ Ifvi UvBg Kiv‡bvi cÖ‡qvRb nq Z‡e Zv Ki‡Z 
kªwgK‡`i eva¨ Kiv A_ev KviI B”Qvi weiæ× †Rvi K‡i Ifvi UvBg Kiv‡bv nh wKbv? 

   

12 †Kvb kªwgK‡K †Rvic~e©K PvKzix n‡Z Aemi wb‡Z eva¨ Kiv‡bv nq wKbv?    
13 †Kvb cªKvi g~j mb`cÎ (cvm‡cvU©, mvwU©wd‡KU, jvB‡mÝ) PvKzixi c~e©kZ© wnmv‡e msi¶Y 

Kiv nq wKbv? 
   

14 †Rvic~e©K gwnjv kªwgK‡`i PvKzixPzZ Kiv nq wKbv?    
15 PvKzixi c~e©kZ© wn‡m‡e gwnjv kªwgK‡`i †Kvb cÖKvi Mf©avib cix¶v Kiv‡bv nq wKbv?    
16 Mf©eZx gwnjv wb‡qvM `v‡b †Kvb cÖKvi evav Av‡Q wKbv?    
17 KviLvbvi Af¨šÍ‡i Mf©eZx gwnjv kÖwgK‡`i mv‡_ ˆelg¨ gyjK AvPib Kiv nq wKbv?    
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1. bxwZgvjv (Policy) 
 

 

†Kv¤úvbx bxwZgvjv †Nvlbv  
(Company Policy Statement) 

‡g‡Uªv wbwUs GÛ WvBs wgjm wj: GKwU 100% ißvbxg~Lx †cvkvK cÖ¯‘ZKvix ¯̂bvgab¨ 

cÖwZôvb| KZ…©cÿ cÖwZôv‡b Kg©iZ kÖwgK, Kg©Pvix I Kg©KZ©v wb‡qvM Ges Zv‡`i 

ÿwZc~iY I myweav cÖ`v‡bi †ÿ‡Î ¯’vbxq kÖg AvBb, AvšÍR©vwZK kÖg msN, †µZvM‡Yi 

AvPiYwewa m¤ú~Y©iƒ‡c †g‡b P‡j| kÖwgK, Kg©Pvix Ges Kg©KZ©vM‡bi b¨vh¨ cvwikÖwgK 

cÖ`v‡bi j‡ÿ¨ ˆelg¨g~jK AvPib †_‡K gy³ n‡q mg AwaKvi cÖwZôv K‡i Zv‡`i 

ÿwZc~iY Ges Ab¨vb¨ myweav cÖ`v‡b e×cwiKi|  

jÿ¨ I D‡Ïk¨ 
(Objective & Target) 

RvwZ, ag©, eY©, †MvÎ ev wj‡½i ‰elg¨ bv K‡i kÖwgK, Kg©Pvix Ges Kg©KZ©vM‡Yi gRywi, 

AwZwi³ Kg©N›Uvi gRywi, QzwU Ges wewfbœ ai‡bi my‡hvM-myweav †hgbt mvgvwRK wbivcËv, 

¯^v¯’‡mev, exgv, gvZ…Z¡Kvjxb myweav, †evbvm fvZv BZ¨vw` wbwðZ KivB Avgv‡`i jÿ¨ I 

D‡Ïk¨| 

bxwZgvjvi cwiwa 
(Scope of the Policy) 

‡g‡Uªv wbwUs GÛ WvBs wgjm wj: G wb‡qvwRZ/Kg©iZ mKj kªwgK, Kg©KZ©v I Kg©Pvixi 

Rb¨ G bxwZgvjv cÖ‡hvR¨ n‡e|  

m~Î 
(Law Reference) 

‡g‡Uªv wbwUs GÛ WvBs wgjm wj: Gi wb‡qvM bxwZgvjv evsjv‡`k kÖg AvBb-2006 Ges 

Gi me©‡kl ms‡kvabx 2013 mv‡ji evsjv‡`k kÖg AvBb, wb¤œZg gRyix †M‡RU, 

evsjv‡`k kÖg wewagvjv - 2015 I AvBGjI Kb‡fbkb (ILO Convention) Gi 

wewaweavb Ges m¤§vwbZ MÖvnK/†µZve„‡›`i AvPiYwewa (Code of Conduct) 

we‡ePbvc~e©K h_vh_fv‡e M„nxZ n‡q‡Q|  

 

cÖwZkÖæwZ 
(Commitment) 

kÖwgK‡`i b¨vh¨ †eZb-fvZv wbwðZ Kiv, mg-Kv‡Ri Rb¨ mg-gRyix cÖ`vb Kiv Ges 

kÖwgK‡`i †Kvb ai‡bi nqivbx QvovB kÖg-AvBbvbyhvqx cvwikÖwgK wbwðZ Kiv        

‡g‡Uªv wbwUs GÛ WvBs wgjm wj: Gi e¨e ’̄vcbv KZ…c‡ÿi A½xKvi| 

 

2. msMVb (Organization) 
2.1  

cwjwm ev Í̄evqbKivi 

 

ÿwZc~iY I myweav bxwZgvjv 
Compensation & Benefit Policy 

bxwZgvjv ïiæi ZvwiL 01/01/2009 Bs 

ms‡kva‡bi ZvwiL 01/01/2023 Bs 

cieZ©x ms‡kva‡bi ZvwiL 01/01/2024 Bs 

ms‡kva‡bi bv¤^vi 05 

Ref No:  S(S)P-03(05) 

MD / Director 

G.M (Pro & Plan) 

Section Manager 

Section 

AGM 
(Admin, HR & Compliance) 

Deputy Manager 
(Compliance) / Asst. 

Manager (HR) 
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`vwqZ¡cÖvß e¨w³ 
(Responsible person for 
implement the policy) 

 

 

 

 

 

 

 
 

2.2 
`vwqZ¡cÖvß e¨w³e‡M©i KvR 

(Responsibilities of 

Assigned Persons) 

• e¨e ’̄vcbv cwiPvjK / cwiPvjK t-  
 
 

¶wZc~iY Ges myweav msµvšÍ †h †Kvb wewai cwieZ©b, cwiea©‡b wb‡`©kbv cÖ`vb I 
m‡e©vcwi bxwZgvjv Aby‡gv`bKvix|  
 

• mnKvix gnve¨e ’̄vcK (gvbe m¤ú` I cÖkvmb) t- 
 
 

¶wZc~iY Ges myweav msµvšÍ bxwZgvjv ev¯Íevq‡b †Kvb mgm¨v cwijwÿZ n‡j wZwb Gi 
myôz mgvav‡bi Rb¨ cÖ‡qvRbxq c`‡ÿc MÖnb Ki‡eb| mswkøó cÿmg~n‡K G e¨vcv‡i 
cÖ‡qvRbxq cÖwkÿY cÖ`vb Ki‡eb| GQvovI wZwb ¸iæZ¡c~Y© civgk© I D³ cwjwm 
ev¯Íevq‡b mivmwi Z`viwK Ki‡eb| kÖwgK , Kg©KZ©v I Kg©Pvix‡`i gRyix I myweav`x 
wbY©q I g~j¨vqY Kivi Rb¨ Kg©ÿgZv g~j¨vqb c×wZ P~ovšÍ Ki‡eb| 
 
 

• mnKvix e¨e ’̄vcK (gvbe m¤ú` I cÖkvmb) t-  
 
 
 

D³ bxwZgvjv Abyhvqx kÖwgK‡`i gRyix wba©vib, wbw`©ó mg‡qi g‡a¨ gRyix cwi‡kva, 
†eZb fvZv wbwðZ Kiv BZ¨vw` welq¸‡jv mn †eZb gRyix msµvšÍ hveZxq mgm¨v 
mgvav‡b cÖavb fzwgKv ivL‡eb| G msµvšÍ †Kvb Awf‡hvM/ Aby‡hvM _vK‡j Zvi hvh_ 
mgvavb cÖ`vb Ki‡eb| ‡eZb gRyix wb‡q hvnv‡Z †Kvb ai‡Yi ˆelg¨, nqivbx ev ~̀Y©xwZ 
bv nq mivmwi Zv gwbUwis Ki‡eb| 
 
 
 
 
 

• wefvMxq cÖavb t-  
 

AÎ bxwZgvjv Abymib K‡i kªwgK‡`i Kv‡Ri Z`viwK Ki‡eb Ges Dc-gnve¨e ’̄vcK (Drcv`b) 
†K AeMZ Ki‡eb|  
 

• gvbem¤ú` I cÖkvmwbK Kg©KZ©v t-  
 

AÎ bxwZgvjv Abymib K‡i KviLvbvi mKj‡K GB wel‡q m‡PZb Kivi Rb¨ Ò¶wZc~iY Ges 
myweav bxwZgvjvÓ †bvwUk ‡ev‡W© Uvwb‡q w`‡eb Ges Ò¶wZc~iY Ges myweav bxwZgvjvÓ Abymib 
Kiv n‡”Q wK bv Zv wbwðZ Kivi Rb¨ gvbem¤ú`, Kgcøv‡qÝ Ges Kj¨vb Kg©KZ©vMb m`v mRvM 
_vK‡eb| 
 
 
 

• Kj¨vb Kg©KZ©v t-  
 
 

‡d¬vi gwbUwis Kiv| kÖwgK, AskMÖnbKvix KwgwU, wefvMxq cÖavb I mycvifvBRvi‡`i 
mv‡_ ‡hvMv‡hvM iÿv Kiv| AÎ bxwZgvjv Abymib K‡i KviLvbvi mKj‡K GB wel‡q m‡PZb 

Kivi Rb¨ Ò¶wZc~iY Ges myweav bxwZgvjvÓ m¤ú‡K© mKj‡K cÖ‡qvRbxq cÖwk¶b cÖ`vb Ki‡eb 
Ges †Kv_vI Gi e¨wZµg cwijw¶Z n‡j KZ…©c‡¶i mnvqZvq cÖ‡qvRbxq e¨e ’̄v wb‡eb| 
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3. Kvh©m~Px I c×wZ (Routines & Procedure) 

3.1 ev¯Íevqb Kvh©m~Px (Implementation Routine) 

K) `vwqZ¡ t 

msMV‡bi ewY©Z Kvh©avivµg Ges `vwqZ¡cÖvß e¨w³MY cwjwm ev Í̄evq‡b f~wgKv cvjb Ki‡eb| 
wKš‘ we‡klfv‡e gvbe m¤ú` wefvM ÿwZc~iY I myweav`x msµvšÍ bxwZgvjvi weKvk, ev Í̄evqb I 
g~j¨vq‡b ¸iæK¡c~Y© fzwgKv cvjb Ki‡eb| cwjwm ev Í̄evq‡bi Rb¨ mswkøó mKj c‡ÿi mv‡_ K_v 
e‡j h_vh_ e¨e ’̄v MÖnb Ges †Kvb cÖwZeÜKZv cwijwÿZ n‡j Gi mgvav‡bi Rb¨ wZwb 
cÖ‡qvRbxq c`‡ÿc MÖnb Ki‡eb| 

L) Kvh©m~Pxt 

ÿwZc~iY I myweavi bxwZgvjv h_vh_ Abymi‡Yi gva¨‡g kÖwgK Kg©Pvix‡`i ‡eZb gRyix 

wba©viY I cwi‡kva msµvšÍ Kvh©µg m¤úv`b Kiv n‡e| kÖwgK Kg©Pvix‡`i‡K wb‡¤œv³ 

¶wZc~iY Ges myweavw` cÖ`vb Kiv n‡e t  

❖ gRyix t  

cÖ‡Z¨K kÖwgK Kg©Pvix‡K Zvi cvwikÖwgK eve` †h A_© cÖ`vb Kiv nq ZvB gRyix| PvKzixi 

kZ©vejx cÖKvk¨ ev Dn¨ †hfv‡eB _vKzK bv †Kb cvjb Kiv nB‡j Zvi PvKzix Kivi Rb¨ 

ev KvR Kivi Rb¨ cÖ`vb Kiv nq, Ges D³iæc cÖK…wZi Ab¨‡Kvb cÖ‡`q cvwikÖwgKI 

Bnvi AšÍfz³ n‡e|  

• miKvix wbqg Abymv‡i cÖ‡Z¨K kªwg‡Ki gvwmK 208 N›Uv kªg‡K Zvi g~j gRyix 

wnmv‡e aiv nq| 

• evsjv‡`k miKvi KZ…©K ‡NvwlZ me©wb¤œ gRyixi wbqg KvVv‡gv †g‡b gRyix cÖ`vb 

Kiv nq Ges G QvovI †h †Kvb mgq †M‡RU Gi cwieZ©b n‡j Zv mKj kÖwg‡Ki 

†ÿ‡Î wbqg Abyhvqx mgqgZ Kvh©Ki Kiv nq|  
 

gRyixi cuvPwU Ask :- 

  K) g~j gRyix ; 

   L) evwo fvov (g~j gRyixi 50%); 

   M) wPwKrmv fvZv; 

   N) Lv`¨ fvZv ; 

 O) hvZvqvZ fvZv; 
 

mKj kÖwgK me©wb¤œ †eZb KvVv‡gv Abyhvqx †eZb cvq Ges gRyix †MÖW I weeiY wb¤œiæ‡c 
eY©bv Kiv nj- (D`vniY¯̂iæc 7 bs †MÖW) 

1. †MÖW (Grade) t 07  
2. gvwmK g~j gRyix (Monthly Basic Salary)  t 4100/= 
3. evox fvov (House Rent) 50% of Basic Salary  t 2050/= 
4. wPwKrmv fvZv (Medical Allowance)  t 600/= 
5. Lv`¨ fvZv (Food Allowance)  t 900/= 
6. hvZvqvZ fvZv (Conveyance Allowance)  t 350/= 
    gvwmK †gvU †eZb (Monthly Basic Salary)  t 8000/= 

†gvU †eZb/ gRyix †_‡K wPwKrmv fvZv, hvZvqvZ fvZv, Lv`¨ fvZv, we‡qvM w`‡q ‡h 
msL¨v cvIqv hv‡e Zv‡K 1.5 w`‡q fvM Ki‡j †ewmK / g~j gRyix cvIqv hvq Ges 
†ewmK/g~j gRyixi 50% evox fvov ‡`Iqv nq| 
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▪ g~j †eZb : {8000-(600+900+350)} ÷ 1.5    

=(8000-1850) ÷ 1.5        

= 6150÷ 1.5          
= 4100| 
 

 

▪ evwo fvov  = g~j gRyix × 50% 

= 4150× 50% 
= 2050| 

 

❖ Kg©N›Uv t 

• ‰`wbK Kv‡Ri mgq: mvavib Kvh©Kvjxb mgq ˆ`wbK mKvj 8.00 Uv n‡Z weKvj 5.00 
Uv ch©šÍ|  

• ‰`wbK AwZwi³ Kg©N›Uv: cÖwZw`b 2 N›Uv AwZwi³ Kg©N›Uv KvR Kiv‡bv hv‡e Z‡e Zv 
kÖwg‡Ki †¯^”Qvaxb, ‡Kvb g‡ZB eva¨Zvg~jK bq| 

• mvßvwnK Kv‡Ri mgq: mvßvwnK mvaviY Kv‡Ri mgq 48 N›Uv Ges AwZwi³ Kg©N›Uvi 
mgq 12 N›Uv mn †gvU Kg©N›Uv 60 N›Uv Z‡e erm‡i Zv M‡o 56 N›Uvi †ewk bq| 
 

❖ wekªvg t 
 

cÖwZ Kg©w`e‡m ga¨vý †fvR I wekªv‡gi Rb¨ weiwZ ‡`qv nq| ‡ejv 01:00 †_‡K 02:00 
wgwbU ch©šÍ wekÖvg I Avnv‡ii Rb¨ weiwZi mgq| 
❖ IfviUvBg t 

 

‡Kvb kªwgK ˆ`wbK wba©vwiZ 8 N›Uvi ci AwZwi³ KvR Ki‡j Zv IfviUvBg wn‡m‡e MY¨ 
Kiv nq| me©‡gvU Kvh©Kvj IfviUvBgmn ‰`wbK 10 N›Uv Ges mßv‡n 60 N›Uv Ges Zv 
erm‡i cÖwZ mßv‡n M‡o 56 N›Uv| 
❖ IfviUvBg nvi t 
 

AwZwi³ mgq Kv‡Ri Rb¨ GKRb kªwg‡Ki cÖvc¨ g~j gRyixi wØ¸Y nv‡i IfviUvBg wnmve 
Kiv nq| 
                      gvwmK g~j gRyix 
IfviUvBg   =                                x 2 x (AwZwi³ Kv‡Ri N›Uv) 
                          208 

❖ Ifvi UvBg cwjwm t 
 

IfviUvBg m¤ú~Y© Hw”QK| †hw`b IfviUvBg n‡e †mw`b w`‡bi ïiæ‡Z A_ev jvÂ 
weiwZi ci kªwg‡Ki mv‡_ cvi¯úvwiK Av‡jvPbv mv‡c‡¶ Ifvi UvBg Kvh©N›Uv wbav©ib 
Kiv nq| cÖwZw`b 2 N›Uv AwZwi³ Kg©N›Uv KvR Kiv‡bv hv‡e Z‡e Zv kÖwg‡Ki †¯^”Qvaxb, 
‡Kvb g‡ZB eva¨Zvg~jK bq| wbav©wiZ Kv‡Ri mg‡qi c‡i IfviUvBg Kv‡Ri †¶‡Î †KD 
KvR Ki‡Z bv PvB‡j Zv‡K QzwU cÖ`vb Kiv nq| 
 

❖ †c-¯øxc t  
 

gRyix cÖ`v‡bi mgq mKj ai‡bi kÖwgK‡K ’̄vbxq fvlvq Qvcv‡bv †c-w ø̄c cÖ`vb Kiv nq| 
hv‡Z kÖwgK‡`i †eZb, Kvh© w`em, AwZwi³ Kg©N›Uvi nvi, AwZwi³ Kg©N›Uv, AwZwi³ 
Kg©N›Uvq cÖvc¨, †gvU cÖvc¨ BZ¨vw` we Í̄vwiZ D‡jøL _v‡K| 
 
 



         Metro Knitting & Dyeing Mills Limited  

Ramarbagh, Fatullah, Narayangonj 
100% Export Oriented Knit Unit 

 

Prepared by Mr. Gaur Nitai Datta AGM (HR, Admin & Compliance) 
 

Approved by Amal Podder Managing Director  
 

6 

❖ gRyix cwi‡kva t 
 

kªwg‡`i†K gvwmK nv‡i gRywi cÖ`vb Kiv nq| cieZx© gv‡mi 07 (mvZ) Kg©w`e‡mi g‡a¨ 
gRyix Ges IfviUvB‡gi UvKv GKmv‡_ cÖ`vb Kiv nq| G‡ÿ‡Î Kv‡iv †eZb gRyix 
wba©vwiZ mg‡qi ci AvUK ivLv hv‡e bv| 
 

❖ gRyix e„w× t 
 

GK eQi PvKix c~Y© n‡j cieZ©x eQi cª‡Z¨K kªwg‡Ki g~j gRyixi by¨bZg 5% nv‡i 
gRyix e„w× Kivi e¨e ’̄v Av‡Q| GQvovI Zv‡`i †R¨ôZv, †hvM¨Zv I `¶Zvi wfwË‡Z 5% 
Gi AwZwi³ nv‡i gRyix e„w× Kiv n‡q _v‡K| 
 

❖ Drme †evbvm t 
 

ỳB C‡` ỳwU Drme †evbvm cÖ`vb Kiv nq| kªwgK/Kg©Pvix hv‡`i PvKzixi eqm by¨bZg 
Qq gvm c~Y© n‡q‡Q Zviv cv‡eb Zv‡`i †eZ‡bi 45% Ges PvKzixi eqm 1 eQi c~Y© n‡j 
cv‡eb ‡eZ‡bi 65%| 
 

❖ QzwU mg~n t 
 

‡Kv¤úvbx kªwgK, Kg©KZ©v I Kg©Pvix‡`i evsjv‡`k kªg AvBb Abyhvqx wb‡¤œv³ QywU mg~n †fvM 
Kivi my‡hvM w`‡q _v‡Kb| wb‡¤œv³ QzwU mg~n kÖwgK-Kg©Pvix I Kg©KZ©v‡`i cÖ`vb Kiv nq 

✓ ‰bwgwËK QzwU = 10 w`b 
✓ cxov QzwU = 14 w`b 
✓ Drme QzwU = 13 w`b 
✓ AwR©Z QzwU = 18 Kg©w`e‡m 01 w`b nv‡i (GK eQi PvKwii eqm c~Y© n‡j) 

✓ gvZ…Z¡Kvjxb QzwU = 16 mßvn ev 112 w`b| (Z‡e 02wU mšÍvb RxweZ _vK‡j I PvKzwii 
†gqv` 06 gv‡mi Kg n‡j G myweav cvBevi AwaKvwi nB‡e bv|) 

 
 
 

‰bwgwËK I Amy¯’Zv RwbZ QywU MÖn‡bi c×wZ t 
 

QywU KvUv‡bvi Rb¨ QywU cvIbv _vK‡Z n‡e| QywU †fvM Kivi c~‡e© KZ©„c‡¶i wbKU Av‡e`b Ki‡Z n‡e 
Ges Av‡e`b di‡g Zvi QywU‡Z Ae¯’vb Kvjxb wVKvbv D‡jøL _vK‡Z n‡e| Amy¯’Zv RwbZ QywUi †¶‡Î 
†Kv¤úvbxi ‡iwRóvW© Wv³v‡ii Aby‡gv`b mv‡c‡¶ A_ev Zvi AeZ©gv‡b Ab¨ †Kvb †iwRóªvW© Wv³v‡ii 
mycvwikµ‡g QywU †fvM Kiv hv‡e| QywUi Av‡e`bKvix ZvwiL mn ¯^v¶i Ki‡eb| 
 

 

cÖm~wZKj¨vb QywU (gwnjv‡`i Rb¨ cÖ‡hvR¨) t  
 

AÎ †Kv¤úvbx‡Z †h mKj mšÍvb m¤¢ev gwnjv‡`i PvKzixi eqm 6 (Qq) gvm n‡q‡Q Zv‡`i gvZ…Kj¨vb 
myweav ‡`Iqv nq| mšÍvb cÖm‡ei m¤¢ve¨ Zvwi‡Li c~e©eZ©x 08 (AvU) mßvn Ges cÖm‡ei w`b mn cieZ©x 
08 (AvU) mßvn (hvi g‡a¨ QywU Ges Kg©nxb w`bI AšÍf©~³) QywU ‡`Iqv nq Ges QywU c~e©eZx© 3 (wZb) 
gv‡mi Mo Avq wnmve K‡i 16 mßv‡ni gRyix Ges IfviUvBg (hw` _v‡K) cÖ`vb Kiv nq| 
 

gRyixmn evwl©K ev AwR©Z QzwU t 
 

KviLvbvq ‡Kvb kªwgK Awew”Qbœfv‡e PvKyixi †gqv` GK eQi c~Y© Ki‡j wZwb Zvnvi c~e©eZx© evi 
gv‡mi Kv‡Ri Rb¨ gRyixmn cªwZ 18 (AvVvi) Kg©w`e‡mi Rb¨ 1 (GK) w`b QywU AR©b Ki‡eb|  
GB AwR©Z QywUi cwigvY 40 (Pwjøk) w`b ch©šÍ Rgv ivLv  hvq, Z‡e ‡g‡Æv wbwUs GÛ WvBs wgjm 
wjwg‡UW KZ…c¶ eQi c~b© n‡jB AwR©Z QzwUi UvKv cwi‡kva K‡ib|  
 

mvßvwnK QzwU t  
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KZ…©cÿ wek¦vm K‡i cÖwZwU kÖwg‡KiB mßv‡n AšÍZ GKw`b wekÖvg †bIqv cÖ‡qvRb| wekÖvg 
kix‡ii K¬vwšÍ AembœZv `~i K‡i| d‡j K‡g© ¯ú„nv Rv‡M Ges Kv‡R †ewk Drmvn cvIqv hvq| GB 
j‡ÿ¨ mßv‡n Qq w`b KvR Kivi ci 7g w`‡b KZ…©cÿ ’̄vbxq AvBb I kÖwgK‡`i ivq †gvZv‡eK 
ïµevi mvßvwnK QzwU wn‡m‡e KviLvbvi Kvh©µg eÜ iv‡L Ges Bnvi R‡b¨ †Kvb gRyix KZ©b 
Kiv nqbv|  
 

*we‡kl cÖ‡qvR‡b, †hgb wkÿv, cÖwkÿY, Dbœqbg~jK Kg©Kv‡Û AskMÖnb, mgvR‡mevg~jK 
KvR BZ¨vw`i Kvi‡b ‡eZb/webv‡eZ‡b we‡kl QzwU gÄyi Kiv nq| D‡jøL¨ †h, QzwU ‡fvM 
Kivi wbqgvejx, QzwUi bxwZgvjv Abyhvqx cÖ‡hvR¨ n‡e| 
 

❖ gRywi nB‡Z KZ©b t 
 

‡KejgvÎ wb‡¤œv³ Kvi‡b gRywi nB‡Z KZ©b Kiv hvB‡e Ges Dnvi †iKW© †eZb kxU I 
†c-w ø̄‡c AšÍf©z³ _vK‡e t 

(01) KZ©e¨-Kv‡R Abby‡gvw`Z Abycw¯’wZi Rb¨ KZ©b; 
(02) AwMÖg ev Kh© Av`v‡qi Rb¨ KZ©b A_ev †Kvb AwZwi³ gRywi cÖ`v‡bi †ÿ‡Î Dnv 
mgš^q Kivi Rb¨ KZ©b; 
(03) kÖwgK KZ…©K cÖ‡`q AvqKi eve` KZ©b; 
(04) ‡Kvb Av`vj‡Zi Av‡`‡k KZ©b; 
(05) miKvi KZ…K Aby‡gvw`Z ‡Kvb fwel¨Z Znwe‡ji Rb¨ Puv`v KZ©b; 
(06) ivR¯^ wUwKU eve` KZ©b| 
 

‡h †Kvb KZ©b Gi Z_¨ kÖwgK hv‡Z mn‡RB eyS‡Z cv‡i †mRb¨ Zv kÖwg‡Ki †evaMg¨ 
¯’vbxq fvlvq †c-¯øx‡c D‡jø¨L _v‡K| Z ỳcwi kÖwgK hw` Zvi KZ©‡bi wnmve bv ey‡Sb 
Zvn‡j DaŸ©Zb KZ…©cÿ, GBP Avi Awdmvi A_ev Kj¨vY Kg©KZ©vi mv‡_ †hvMv‡hvM 
Ki‡eb| 

 

❖ nvwRivKvW© I AvBwW KvW© t 
 

cÖ‡Z¨K kªwgK‡K cvÂ KvW© cÖ`vb Kiv nq, hvi gva¨‡g KviLvbvq Avmv-hvIqv Ges 
IfviUvB‡gi mgq †iKW© Kiv nq| 
❖ wPwKrmv †K› ª̀ t 

 

kªwgK‡`i ¯^v¯’¨-‡mev I Kg©Kvjxb ~̀©NUbvi Zvr¶wbK †mev cÖ`vb Kivi A½xKvi wb‡q 
cÖwZwôZ Kiv n‡q‡Q wbR¯̂ †gwW‡Kj †m›Uvi| GB †m›Uv‡ii `vwq‡Z¡ Av‡Qb ỳB Rb 
AwfÁ GgweweGm Wv³vi| †gwW‡Kj †m›Uv‡ii gva¨‡g mviv eQi kªwgK‡`i webvg~‡j¨ 
wPwKrmv-myweav (Jlamn) cÖ`vb Kiv nq | GQvovI Kvh©Kvjxb Ae ’̄vq AvnZ‡`i †¶‡Î 
m¤ú~Y© e¨qfvi †Kv¤úvbx enb K‡i| wPwKrmvi †¶‡Î bvix-cyiæl Df‡qB mgvb AwaKvi 
cÖvc¨| 
 

❖ cÖv_wgK wPwKrmv t 
 

AÎ KviLvbvq cÖwZ 150 Rb kÖwg‡Ki R‡b¨ 1wU K‡i (Jl` Ges miÄvgv`x mn) 
cÖ‡qvRbxq msL¨K cÖv_wgK wPwKrmv e· Ges cÖwkwÿZ cÖv_wgK wPwKrmK `j i‡q‡Q| 
 

❖ MÖæc BÝy‡iÝ t 
 

AÎ KviLvbvi mKj ¯’vqx kÖwgK‡`i R‡b¨ MÖæc BÝy‡iÝ Kiv Av‡Q | †Kvb kÖwgK gviv 
†M‡j Zvi ˆea DËivwaKv‡ii Kv‡Q D³ exgv `vwei UvKv n¯’všÍi Kiv n‡q _v‡K Ges GB 
UvKv Zvi Ab¨vb¨ cvIbvw`i AwZwi³ wnmv‡e cÖ`vb Kiv nq| 

❖ weï× cvb Kivi cvwbi myweav t  
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‡g‡Uªv KZ…©cÿ kÖwgK‡`i cvb Kivi Rb¨ cwi®‹vi cvwbi e¨e ’̄v K‡i‡Qb| †h me ¯’v‡b 
Òweï× cvb Kivi cvwbÓ K_vwU †jLv Av‡Q †mB me ¯’v‡bi cvwb cvb Kivi Rb¨ mKj‡K 
DrmvwnZ Kiv nq Ges Lvevi cvwb Lvevi †hvM¨ wKbv Zv cvewjK †nj_ j¨ve‡iUix 
(Rb¯̂v¯’¨)/icddrb; †_‡K cixÿv Kiv‡bv nq cixÿv msµvšÍ mKj wi‡cvU© msiÿY Kiv 
nq Ges me mgq Lvevi cvwb Uq‡jU †_‡K 20 wdU ỳi‡Z¡ msiÿY Kiv nq| 
 

❖ K¨vw›Ub I WvBwbs nj t 
 

bv¯Ív Ges `ycy‡ii Lvev‡ii D‡Ï‡k¨ K¨vw›Ub I WvBwbs nj Gi e¨e ’̄v Kiv Av‡Q| 
K¨vw›U‡bi myôz Z`viwK Ges gvb m¤úbœ Lvevi cwi‡ek‡bi R‡b¨ K¨vw›Ub e¨e ’̄vcbv KwgwU 
MVb Kiv Av‡Q| 
 

❖ PvBì †Kqvi t 
 

Kg©Rxwe gv‡q‡`i Rb¨ Zv‡`i Qq eQ‡ii Kg eqmx mšÍvb‡`i jvjb-cvj‡bi Rb¨ i‡q‡Q 
†W-†Kqvi †m›Uv‡ii myweav| GB †m›Uv‡i ev”Pv‡`i wewfbœ iK‡gi  †Ljbv I Ab¨vb¨ 
cÖ‡qvRbxq ª̀e¨vw` mieivn Kiv nq| wkï‡`i ¯^v¯’¨ msµvšÍ e¨vcv‡i ‡Kv¤úvbxi Wv³vi 
mve©¶wYK civgk© w`‡q _v‡Kb| 
❖ cwienb myweav t 

 

‡hmKj kÖwgK-Kg©Pvwi‡`i evm¯’vb KviLvbv n‡Z ỳieZ©x ¯’v‡b Aew ’̄Z Zv‡`i hvZvqvZ 
myweavi Rb¨ d¨v±ixi wbR¯^ cwienb e¨e ’̄v Av‡Q| G Rb¨ kÖwgK-Kg©Pvwi‡`i ‡eZb n‡Z 
†Kvb ai‡bi gRyix KZ©b Kiv nq bv| 
 

❖ kÖwg‡Ki P~ovšÍ cvIbv cwi‡kva t  
 

Aemi, wWmPvR©, QvUvB, eiLv Í̄ Ges PvKzixi Aemvb BZ¨vw` †h †Kvb Kvi‡YB kÖwg‡Ki PvKzixi 
Aemvb †nvK bv †Kb hw` Zvi gvwmK †eZb e‡Kqv _v‡K Z‡e Zv 7 Kg©w`e‡mi g‡a¨ Ges 
cieZ©x m‡e©v”P wÎk Kg©w`e‡mi g‡a¨ kÖwg‡Ki hveZxq cvIbv cwi‡kva Kiv n‡e| †¯̂”Qvq PvKzix 
†_‡K Ae¨vnwZ †`Iqv kÖwgK‡`i †ÿ‡Î wbw`©ó †gqv‡`i †bvwUk cÖ`vb Kiv n‡j †Kvb iæc KZ©b 
QvovB hveZxq cvIbv cwi‡kva Kiv n‡e Ges Ab¨vb¨ kÖwgK‡`i †ÿ‡ÎI AvBbvbyM hveZxq 
cvIbv cwi‡kva Kiv n‡e| 

M) Kvh©m~Px ev¯Íevq‡bi mgqmxgv 
cwjwm wba©vi‡bi mv‡_ mv‡_ ÿwZc~iY I myweav msµvšÍ mKj Kvh©µg cwjwm Abyhvqx 
m¤úv`b Kiv n‡e| 

N) Kvh©m~Px ev¯Íevq‡bi 
c×wZ 

Routine 

Implementation 

Procedures 

 
 

Kvh©m~Px ev Í̄evq‡bi c×wZ mg~n wb¤œiæc t 
 

✓ mKj kÖwgK Kg©Pvixi cvwikÖwgK D³ bxwZgvjv Abyhvqx wbwðZ Kiv; 
✓ mwVK fv‡e Kv‡Ri mgq I Zvi gRyix wnmve Kiv; 
✓ QzwU I Ab¨vb¨ my‡hvM myweav wbwðZ Kiv; 
✓ ‡eZb gRyix msµvšÍ Awf‡hvM/Aby‡hvM _vK‡j mgvavb Kiv; 
✓ kÖwgK Kg©Pvix‡`i cwjwm m¤ú‡K© m‡PZbZv e„w× Kiv; 

✓ kÖwgK‡`i b~b¨Zg gRyix wbwðZ Kiv| 

3.2   ‡hvMv‡hvM Kvh©m~Px (Communication Routine) 

K) `vwqZ ¡ 
 

G¨vIqvi‡bm GÛ †Uªwbs - I‡qj‡dqvi Awdmvi/†UªBbvi 
wcG †NvlYv   - I‡qj‡dqvi Awdmvi/wiwmckwb÷ 
†gBj KwgDwb‡Kkb - wmwbqi g¨v‡bRvi, GWwgb, GBP.Avi GÛ Kgcøv‡qÝ 
†bvwUk †evW©  - GBP.Avi Awdmvi 
wc.wm KwgwU  - I‡qj‡dqvi Awdmvi 
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L) ‡hvMv‡hvM Kvh©µg 
 

▪ e¨e ’̄vcbv KZ©…c‡ÿi mv‡_ †hvMv‡hvM t  
 

‡Rbv‡ij wgwUsG Av‡jvPbvi gva¨‡g A_ev B-‡gB‡ji gva¨‡g AvewnZ Ki‡Z n‡e Ges mfvi 
Kvh© weeiYx ms‡hvRb K‡i Zv msiÿb Ki‡Z n‡e| Ges gvbe m¤ú` e¨e ’̄vcK D³ `vwqZ¡ 
cvjb Ki‡eb| 

▪ `vwqZ¡ cÖvß `‡ji mv‡_ †hvMv‡hvM t 
 

mvaviY wgwUs Ges †UªwbsGi gva¨‡g D³ cwjwm mevB‡K AeMZ Kiv n‡e Ges Gi WKz‡g›Um& 
bw_f…³ Kiv n‡e| 

▪ óvd‡`i m‡½ †hvMv‡hvM t 
 

KviLvbvi mKj Kg©KZ©v I Drcv`b Kg©KZ©v I Drcv`b ÷vd‡`i D³ bxwZgvjv m¤ú‡K© AewnZ 
Kiv n‡e| ZvQvovI ev Í̄evqb c×wZ m¤ú‡K© aviYv cÖ`vb Kiv mvaviY wgwUs Gi AvqvR‡bi 
gva¨‡g mevB‡K AeMZ Kiv Ges cÖ‡Z¨‡K D³ cwjwm eyS‡Z †c‡i‡Q ev AeMZ n‡q‡Q GB g‡g© 
¯̂vÿi MÖnb Kiv Ges cÖkœ DËi ce© mn mfvi Kvh© weeiYx msiÿY| gvbe m¤ú` e¨e ’̄vcK D³ 
`vwqZ cvjb Ki‡eb| 

▪ kÖwgK Kg©Pvix‡`i m‡½ †hvMv‡hvM t  
 

wc.G. wm‡÷‡gi gva¨‡g kÖwgK-Kg©Pvix‡`i ¶wZc~iY Ges myweav msµvšÍ bxwZgvjv m¤ú‡K© 
AewnZ Kiv Ges †bvwUk †ev‡W© cÖ`k©‡bi gva¨‡g D³ cwjwm m¤ú‡K© AeMZ Kiv n‡e| gvbe 
m¤ú` e¨e ’̄vcK/wbe©vnx D³ `vwqZ¡ cvjb Ki‡eb| 
▪ bZzb Kg©x‡`i mv‡_ †hvMv‡hvM t 

 

Iwi‡q‡›Ukb, wi‡d«kvi †Uªwbs G D³ bxwZ m¤ú‡K© avibv cÖ`vb Kiv| 

M) ‡hvMv‡hv‡Mi gva¨g 

wb‡¤œv³ Dcv‡q D³ cwjwm m¤ú‡K© †hvMv‡hvM iÿv Kiv n‡e t 

• †Uªwbs Gi gva¨‡g †hvMv‡hvM t  
 

d¨v±ixi kÖwgK-Kg©Pvix Ges Kg©KZ©vM‡Yi wbqwgZ m‡PZbZv Kg©m~Px/c~Ytm‡PZbZv 
Kg©m~Pxi gva¨‡g GBPAvi wefvM †_‡K cwjwm m¤ú‡K© avibv cÖ`vb Kiv n‡e Ges bZzb 
kÖwgK‡`i‡K cwiwPwZg~jK cÖwkÿ‡Yi gva¨‡g D³ bxwZgvjv m¤ú‡K© aviYv cÖ`vb Kiv 
n‡e| 

• wc.G wm‡÷‡gi gva¨‡g †hvMv‡hvM t  
 

wc.G wm‡÷‡g †Nvlbvi gva¨‡g D³ bxwZgvjv m¤ú‡K© m‡PZbZv e„w× Kiv n‡e| 

• †bvwUm †ev‡W©i gva¨‡g †hvMv‡hvM t  
†bvwUk †ev‡W© cÖ`k©‡bi gva¨‡g ¶wZc~iY Ges myweav msµvšÍ bxwZgvjv m¤ú‡K© †hvMv‡hvM 
iÿv Kiv n‡e| 

• wc.wm KwgwUi gva¨‡g †hvMv‡hvM t  
wc.wm KwgwUi mvaviY mfvq Av‡jvPbvi gva¨‡g ¶wZc~iY Ges myweav msµvšÍ bxwZgvjv 
m¤ú‡K© †hvMv‡hvM iÿv Kiv n‡e| GQvovI D³ bxwZgvjv wiwfI Kivi mgq Zv‡`i mv‡_ 
mwµq †hvMv‡hvM iÿv Kiv n‡e& 

• B-‡gB‡ji gva¨‡g †hvMv‡hvM t  
 

B-‡gB‡ji gva¨‡g ga¨g I D”P ch©v‡qi e¨e ’̄vcbv KZ…©c‡ÿi mv‡_ †hvMv‡hvM iÿv Kiv 
n‡e| 

3.3 wdWe¨vK Ges wbqš¿b Kvh©m~Px (Feedback & Control Routine) 

K) `vwqZ¡  
 

wmwbt e¨e ’̄vcK GBP.Avi GÛ Kgcøv‡qÝ wdWe¨vK Ges wbqš¿b Kvh©µ‡gi g~j `vwqZ¡ 
cvjb Ki‡eb| GQvovI ‡WcywU g¨v‡bRvi Ges wefvMxq cÖavbMY wmwbt e¨e ’̄vcK 
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GBP.Avi GÛ Kgcøv‡qÝ‡K D³ cwjwm wbqš¿‡b mn‡hvMxZv Ki‡eb| 

L) wdWe¨vK c×wZ 

 

wb‡¤œv³ Dcv‡q wdWe¨vK Ges wbqš¿b Kvh©m~Px cwiPvjbv Kiv nq- 
▪ kÖwgK, Kg©Pvix‡`i Rb¨ wdWe¨vK t 

 

wjwLZfv‡e ÿwZc~iY I myweav m¤úwK©Z †h †Kvb civgk©, Awf‡hvM †iKW© Kiv n‡e| 
†Kvb Awf‡hvM cvIqv †M‡j Zvi Z`šÍ mv‡c‡ÿ cÖ‡qvRbxq e¨e ’̄v MÖnY Kiv n‡e| 
AskMÖnY KwgwUi wgwUs G Av‡jvPbvi gva¨‡g ÿwZc~iY I myweavi bxwZgvjv m¤ú‡K© †Kvb 
ai‡bi civgk© wKsev Awf‡hvM wb®úwËi e¨e ’̄v i‡q‡Q| I‡qj‡dqvi Awdmvi‡K AewnZ 
Kivi gva¨‡g ÿwZc~iY I myweav msµvšÍ †Kvb civgk© wKsev AmsMwZ Rvbv‡bv n‡j 
I‡qj‡dqvi Awdmvi civgk© D×©Zb KZ…©cÿ‡K Rvbv‡eb Ges Z`šÍ mv‡c‡ÿ Awf‡hv‡Mi 
†cÖwÿ‡Z h_vh_ e¨e ’̄v MÖnY Ki‡eb| 
▪ KZ…©cÿxq wbqš¿b t 

 

e¨e ’̄vcbv KZ…©cÿ cÖwZ Qq gvm cici ÿwZc~iY I myweav msµvšÍ g¨v‡bR‡g›U wiwfD 
wgwUs Av‡qvRb Ki‡eb| D³ wgwUs‡q D×©Zb KZ…©cÿ weMZ Qq gv‡mi ÿwZc~iY I 
myweav msµvšÍ mKj wjwLZ Bmy¨¸‡jv wiwfD mv‡c‡ÿ cÖ‡qvRbxq civgk© cÖ`vb Ki‡eb| 
 

▪ Af¨šÍixb AwW‡Ui gva¨‡g wdWe¨vK I wbqš¿b t 
 

‡g‡Uªv wbwUs GÛ WvBs wgjm& wjt G ÿwZc~iY I myweav bxwZgvjvi Kvh©KvwiZv ch©‡eÿ‡Yi 
Rb¨ B›Uvibvj AwWU Uxg B›Uvibvj AwWU Ki‡e| AwW‡U cÖvß ch©‡eÿY m¤ú‡K© wjwLZ 
wi‡cvU© g¨v‡bRg¨v›U wiwfD Ki‡e Ges cÖ‡qvRbxq mycvwik Ki‡e| 
 

 wi‡cv©wUs t  
 

B›Uvibvj AwWU m¤úbœ Kivi ci AwWU n‡Z cÖvß welqvw` wb‡q GKwU wi‡c©vU ‰Zix Kiv 
n‡e Ges D³ wi‡cvU© DaŸ©Zb KZ…cÿ‡K AewnZ Kiv n‡e| 
 

 wbqš¿b t  
 

Kj¨vb Kg©KZ©v mn GBP Avi GÛ Kgcøv‡qÝ wefv‡Mi mKj m`m¨e„›` mve©ÿwbKfv‡e 
ch©‡eÿY Ki‡eb| 

M) ev Í̄evq‡bi mgqmxgv 
msMV‡bi e¨w³MY G cÖwµqvi mswkøó KvR¸‡jv m¤úv`b Ki‡e| wdWe¨vK Ges K‡›Uªvj 
wm‡÷‡gi Rb¨ wba©vwiZ mg‡q ev¯Íevqb wbwðZ Ki‡Z n‡e| 

4. ‡hvMv‡hvM Ges ev¯Íevqb (Communication & Implementation) 

• †hvMv‡hvM Ges ev¯Íevqb Kvh©m~Px Abyhvqx| 

5. wdWe¨vK Ges K‡›Uªvj (Feedback & Control) 

• wdWe¨vK Ges wbqš¿b Kg©©m~Px Abyhvqx| 
 

DcwiD³ Av‡jvPbv n‡Z GB wm×v‡šÍ DcbxZ nIqv hvq †h, mf¨Zvi µgweKv‡ki mv‡_ mv‡_ Mv‡g©›Um wk‡íi Pvwn`v w`b 

w`b †e‡oB Pj‡Q| evsjv‡`‡ki ˆZwi †cvlvK wk‡íi gvb BwZg‡a¨B ewnt we‡k¦ GKwU ¯^Zš¿ cwiPq Lyu‡R †c‡Z m¶g 

n‡q‡Q| ZvB GB wk‡íi gva¨‡g ˆe‡`wkK gy`ªv AR©‡bi GB MwZ‡K Z¡ivwš^Z Ki‡Z n‡j, GB wkí‡K evuwP‡q ivL‡Z n‡j 

cÖ_‡gB „̀wócvZ Ki‡Z n‡e Gi cªvY kw³i w`‡K| Avi Zv n‡jv GB wk‡í Kg©iZ kªwgK-Kg©Pvix‡`I mwVK gRyix 

bxwZgvjv cÖwZwU kªwgK-Kg©Pvix‡K wbRK‡g© Av‡iv AbycÖvwYZ Ki‡e, evov‡Z mvnvh¨ Ki‡e Drcv`b | 
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gRyix bxwZgvjv hvPvBKib 
Compensation Policy Check List 

 
KviLvbvi bvg t †g‡Uªv wbwUs GÛ WvBs wgjm& wjt 
bxwZgvjvi bvg t gRyix bxwZgvjv  
wbixÿKt------------------------------------- 
ZvwiLt-------------------------------------- 
 

µwgK hvPvB Kib welq nu¨v bv gšÍe¨ 

1 AvBbMZ wbgœZg gRyix Abymib Kiv nq wKbv?    

2 wbqwgZ mKj cvIbvw` cwi‡kva Kiv nq wKbv?    

3 c~Y© mg‡qi cvIbvw` cwi‡kva Kiv nq wKbv?    

4 AvBb Abyhvqx AwZwi³ Kv‡Ri cvwikªwgK cwi‡kva Kiv nq wKbv?    

5 ¯-̂‡eZ‡b QzwU cÖ`vb Kiv nq wKbv?    

6 Mf©eZx gwnjv‡`i gvZ©„Z¡ Kvjxb myweav cÖ`vb Kiv nq wKbv?    

7 GB bxwZgvjv m¤ú‡K© mswkøó mKj‡K cÖ‡qvRbxq cªwk¶Y cÖ`vb Kiv nq wKbv?    

8 G ai‡bi Awfhy³ e¨w³‡K Zvi AvPiY cwieZ©‡bi Rb¨ cÖwk¶Y cÖ`vb Kiv nq wKbv?    

9 wb‡qvM`vbKv‡j kªwg‡Ki wbKU n‡Z †Kvb cÖKvi Aw½Kvi bvgv †bqv nq wKbv?    

10 mKj cvIbvw` cwi‡kv‡a iwk` cÖ`vb Kiv nq wKbv?    

11 †Kvb kªwgK‡K †Rvi c~e©K PvKzix n‡Z Aemi wb‡Z eva¨ Kiv nq wKbv?    

12 
hw` †Kvb mgq Riæix wkc‡g‡›Ui Rb¨ Ifvi UvBg Kiv‡bvi cÖ‡qvRb nq Z‡e Zv Ki‡Z 
kªwgK‡`i eva¨ Kiv A_ev KviI B”Qvi weiæ‡× †Rvi K‡i Ifvi UvBg Kiv‡bv nh wKbv? 

   

13 †Kvb kªwgK‡K †Rvic~e©K PvKzix n‡Z Aemi wb‡Z eva¨ Kiv‡bv nq wKbv?    

14 
†Kvb cªKvi g~j mb`cÎ (cvm‡cvU©, mvwU©wd‡KU, jvB‡mÝ) PvKzixi c~e©kZ© wnmv‡e msi¶Y 
Kiv nq wKbv? 

   

15 PvKzixi c~e©kZ© wn‡m‡e gwnjv kªwgK‡`i †Kvb cÖKvi Mf©avib cix¶v Kiv‡bv nq wKbv?    

16 Mf©eZx gwnjv wb‡qvM `v‡b †Kvb cÖKvi evav Av‡Q wKbv?    

17 AvBb Abyhvqx evrmwiK †eZb e„w× Kiv nq wKbv?    

18 bvix cyiæ‡li †ÿ‡Î mgKv‡R mg gRyix †`qv nq wKbv?    
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‡g‡Uªv wbwUs GÛ WvBs wgjm& wjt 
ivgvievM, KzZzecyi, dZzjøv, bvivqYMÄ 
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1.0 cwjwm †Nvlbv (Policy Statement) t 

 
1.1 g~jbxwZt 
(Principles) 

 

wK‡kvi kÖg ej‡Z evsjv‡`k kÖg AvBb-2006 Abyhvqx ‡PŠÏ eQi eqm c~Y© Kwiqv‡Qb wKš‘ AvVv‡iv eQi eqm 

c~Y© K‡ib bvB Ggb e¨w³‡K eySv‡e| ‡g‡Uªv wbwUs GÛ WvBs wgjm wjt G wK‡kvi kÖwgK‡`i Rb¨ evsjv‡`k kÖg 

AvBb-2006 Abyhvqx  hvnv‡Z Zvnvi ¯^v¯’¨, kvwiixK I gvbwmK weKvk Ges wkÿvi †Kvb ai‡Yi ÿwZ bv nq 

Zv wbwðZ Kiv n‡e| 

 
1.2 jÿ¨ I D‡Ïk¨ t 

(Target and 

Objectives) 

 

 
‡g‡Uªv wbwUs GÛ WvBs wgjm wjt KZ©„cÿ me©`v wK‡kvi kÖwgK wb‡qv‡Mi †ÿ‡Î ¯’vbxq I AvšÍR©vwZK AvB‡bi 

cÖwZ kÖ×vkxj| GQvovI wewfbœ evqvi Ges gvbevwaKvi ms¯’vi cÖwZ GKvZœZv cÖKvk K‡i Ges gvbweK w`K 

we‡ePbv K‡i wb‡qvM I Zv‡`i Kv‡Ri mgq wba©viY, AwZwi³ Kg©N›Uv wba©viY, SzwKc~Y© KvR I hš¿cvwZi 

e¨envi BZ¨vw` m¤ú‡K© wK‡kvi kÖwgK Gi mv‡_ h_vh_ AvPiY Kiv Ges Zv‡`i ¯^v¯’¨, kvwiixK I gvbwmK 

weKvk Ges wkÿvi wel‡q we‡kl wbivcËv weavb KivB GB bxwZgvjvi jÿ¨ I D‡Ïk¨|  

 

1.3 bxwZgvjvi cwiwa 
(Scope of the 

Policy) 

D³ cÖwZôv‡bi mKj kÖwgK-Kg©x, mve K›UªvKUi, mvcøvqvi, mve-mvcøvqvi Ges D³ cÖwZôv‡bi mv‡_ e¨vemvwqK 

Kv‡R RwoZ Ab¨vb¨ cÖwZôv‡bi †ÿ‡Î G bxwZgvjv cÖ‡hvR¨ n‡e| 

1.4 m~Î t 
(References) 

 
AÎ bxwZgvjv ‡g‡Uªv wbwUs GÛ WvBs wgjm wjt Gi e¨emvwqK aib Abyhvqx evsjv‡`‡ki mKj AvBb, wewagvjv 

I cÖweavb Ges AÎ KviLvbvi m¤§vwbZ MÖvnKe„‡›`i bxwZgvjv (Code of Conduct) we‡ePbvc~e©K M„nxZ 

n‡q‡Q| 

1.5 A½xKvi t 
(Commitment) 

 
evsjv‡`k kÖg AvBb-2006 Ges Gi me©‡kl ms‡kvabx 2013 mv‡ji evsjv‡`g kÖg AvBb, evsjv‡`k kÖg 

wewagvjv - 2015 h_vh_ fv‡e AbymiY K‡i Ges m¤§vwbZ MÖvnKe„‡›`i bxwZgvjv (Code of Conduct) 

we‡ePbvc~e©K cÖwZôv‡bi wK‡kvi kÖwgK wb‡qvM Ges Zv‡`i mv‡_ h_vh_ AvPiY Ges we‡kl wbivcËv wbwðZ 

Kiv Avgv‡`i A½xKvi| 

 

wK‡kvi kÖg bxwZgvjv 
(Young Labor Policy) 

bxwZgvjv ïiæi ZvwiL   t 01/01/2009Bs 

ms‡kva‡bi ZvwiL t 01/01/2023 Bs 

cieZx© ms‡kva‡bi ZvwiL t 01/01/2024 Bs 

ms‡kva‡bi bv¤̂vi t 05 

Ref No: S(S)P-04(05) 
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2.0 msMVb (Organization): 

2.1 cwjwm ev Í̄evqb Kivi `vwqZ¡cÖvß e¨vw³ 

(Responsible person for 

implement the policy) 
 

 

2.2. `vwqZ¡cÖvß e¨w³‡`i KvR (Responsibility of assigned persons) 

 
2.2.1 e¨e ’̄vcbv cwiPvjK g‡nv`‡qi `vwqZ¡t  
(Responsibility of Managing 

Director) 

 
KviLvbvi †h †Kvb mgm¨v mgvav‡b m‡e©v”P fywgKv iv‡Lb †Kv¤úvbxi gvbbxq e¨e¯’vcbv cwiPvjK 
wZwb †h †Kvb mgm¨v mgvav‡bi †¶‡Î mZ¨Zv, b¨vq wbôZv, evqv‡ii †KvW Ae KbWv±, 
evsjv‡`k kªg AvBb, AvšÍ©RvwZK kªg AvBb Ges †`‡ki cÖPwjZ AvBb e¨e¯’v h_vh_ cvj‡b I 
ev¯Íevq‡Yi A½xKvi Ki‡Q| 
  

2.2.2 cwiPvj‡Ki g‡nv`‡qi `vwqZ¡t  
(Responsibility of Director) 

 
D³ cwjwm ev Í̄evq‡bi Rb¨ mswkøó mKj c‡ÿi mv‡_ K_v e‡j h_vh_ e¨e ’̄v MÖnb Ges †Kvb 
cÖwZeÜKZv cwijwÿZ n‡j Gi mgvav‡bi Rb¨ wZwb cÖ‡qvRbxq c`‡ÿc MÖnb Ki‡eb| GQvovI 
wZwb D³ cwjwm ev¯Íevq‡b `xN©‡gqv`x cwiKíbv I Bnvi mywe¯Í…Z djvdj we‡ePbvq †i‡L cwjwm 
ms‡kvab, cwigvR©b, bevqb I Aby‡gv`b msµvšÍ PzovšÍ wm×v‡šÍi R‡b¨ e¨e ’̄vcbv cwiPvjK 
g‡nv`‡qi mv‡_ civgk© K‡i h_vh_ c`‡ÿc wb‡eb| 
 

2.2.3 gnve¨e ’̄vcK (gvbem¤ú`, 
cÖkvmb I Kgcøv‡qÝ) Gi `vwqZ¡t 
(Responsibility of GM - HR, 

Admin & Compliance) 

cwjwm ev¯Íevq‡b †Kvb mgm¨v ev wb‡qv‡Mi mgq A_ev wb‡qvMK…Z †Kvb kÖwg‡Ki e¨vcv‡i wK‡kvi 
bv wK‡kvii G ai‡bi cÖkœ DÌvwcZ n‡j wZwb Gi myôz mgvav‡bi Rb¨ cÖ‡hvRbxq c`‡ÿc MÖnb 
Ki‡eb| wb‡qvM KwgwU‡K G e¨vcv‡i cÖ‡qvRbxq cÖwkÿY cÖ`vb Ki‡eb| GQvovI wZwb ¸iæZ¡c~Y© 
civgk© I D³ cwjwm ev¯Íevq‡b mivmwi Z`viwK Ki‡eb| 

2.2.3 mnKvix gnve¨e ’̄vcK 
(gvbem¤ú`, cÖkvmb I Kgcøv‡qÝ) Gi 
`vwqZ¡t 
(Responsibility of AGM - HR, 

Admin & Compliance) 

 
cwjwm ev¯Íevq‡b †Kvb mgm¨v ev wb‡qv‡Mi mgq A_ev wb‡qvMK…Z †Kvb kÖwg‡Ki e¨vcv‡i wK‡kvi 
bv wK‡kvii G ai‡bi cÖkœ DÌvwcZ n‡j wZwb Gi myôz mgvav‡bi Rb¨ cÖ‡hvRbxq c`‡ÿc MÖnb 
Ki‡eb| wb‡qvM KwgwU‡K G e¨vcv‡i cÖ‡qvRbxq cÖwkÿY cÖ`vb Ki‡eb| GQvovI wZwb ¸iæZ¡c~Y© 
civgk© I D³ cwjwm ev¯Íevq‡b mivmwi Z`viwK Ki‡eb| 

Director 

AGM 
(Admin, HR & Compliance) 
 

Deputy Manager / Asst. 

Manager 

(Admin, HR & Compliance) 

G.M (Admin, HR & Compliance-Corporate) 

Sr. Manager 
(Admin, HR & Compliance -Corporate) 
 

Manager 
(Admin, HR & Compliance-Corporate) 

 

Managing Director 

Welfare Officer 

Officer 
(Admin, HR & Compliance-Corporate) 

Admin & HR Officer 

Medical Officer 
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2.2.4 ‡WcywU e¨e ’̄vcK (Kgcøv‡qÝ) / 
mnt e¨e ’̄vcK (GBP. Avi. Kgcøv‡qÝ)/Gi 
`vwqZ¡t 
(Responsibility of Deputy 

Manager – Compliance/ Asst. 

Manager – HR, Compliance) 

DaŸ©Zb KZ©…c‡ÿi Av‡`k I AbygwZ mv‡c‡ÿ kÖwgK wb‡qv‡Mi mgq ‡Kvb kÖwg‡Ki e¨vcv‡i wkï 
bv wK‡kvi G ai‡bi cÖkœ DÌvwcZ n‡j wZwb Gi myôz mgvav‡bi Rb¨ cÖ‡hvRbxq c`‡ÿc MÖnb 
Ki‡eb, wb‡qvMK…Z wK‡kvi kÖwg‡Ki cÖ‡qvRbxq WKz‡g›Um A_©vr Wv³vi KZ©„K cÖ`Ë wdU‡bm 
mvwU©wd‡KU msiÿY Ges Kg©Kvjxb kÖwgK‡K D³ mb‡`i GKwU †Uv‡Kb cÖ`vb Ki‡eb| 
kÖwg‡Ki Kg©N›Uvi wnmve ivLvi R‡b¨ Avjv`v †iwRóv‡ii e¨e¯’v Ki‡eb GQvovI AwZwi³ 
Kg©N›Uv, SzwKc~Y© Kv‡R wK‡kvvi kÖwgK‡`i‡K w`‡q KvR bv Kiv‡bv Ges Ab¨vb¨ my‡hvM-myweav 
wbwðZ Ki‡eb| 

 
2.2.5 gv‡PÛvBwRs/Kg©vwkqvj wWcvU©‡g‡›Ui 
`vwqZ¡ t  
(Responsibility of 

Merchandising/Commercial Dept.) 

 
†Kvb cÖwZôv‡bi mv‡_ e¨emv ïiy Kivi c~‡e© wZwb mswkøó cÖwZôv‡bi KZ…©c‡ÿi mv‡_ Av‡jvPbv 
K‡i wbwðZ n‡eb †h D³ cÖwZôv‡b wK‡kvi kÖg wb‡qvM Kiv nq wKbv Ges Zv‡`i ¯̂v¯’¨, 
kvwiixK I gvbwmK weKvk Ges wkÿvi wel‡q we‡kl wbivcËv weavb i‡q‡Q wKbv| 

2.2.6 Kj¨vb Kg©KZ©v Gi `vwqZ¡t 
(Responsibility of Werlfare 

Officer) 

 
‡d¬vi gwbUwis Gi gva¨‡g kÖwgKMb, AskMÖnbKvix KwgwU, wefvMxq cÖavb I mycvifvBRvi‡`i 
mv‡_ ‡hvMv‡hvM i&ÿv Kiv| wK‡kvi kÖg bxwZ m¤ú‡K© mswkøó mKj‡K mZK©xKib I gZ wewbgq 
Kiv| wK‡kvi kÖg msµvšÍ †Kvb Awf‡hvM/Aby‡hvM _vK‡j ZvrÿwbKfv‡e Zv LwZ‡q †`Lv I 
mgvav‡b c`‡ÿc MÖnb Kiv| GQvovI wK‡kvi kÖwg‡Ki Kg©N›Uv, †gwW‡Kj ‡Uv‡Kb, Kv‡R SuzwK 
Av‡Q wK bv, BZ¨vw` welq Z`viwK Ki‡eb| 
 

2.2.7 †gwW‡Kj Awdmv‡ii `vwqZ¡ t 
(Responsibility of Medical 

Officer) 

 
‡gwW‡Kj Awdmvi kÖwgK wb‡qv‡Mi mgq h_vh_fv‡e wb‡qvM bxwZ AbymiY K‡i cÖ‡Z¨KwU 
cÖv_©x‡K Avjv`v Avjv`v fv‡e hvPvB evPvB Ki‡e Ges kvixwiK mÿgZv I eqm wbiæc‡bi dig 
c~iY K‡i ¯^vÿi I mxj m¤̂wjZ mb` c~iY Ki‡eb Ges †Kvb wK‡kvi kÖwgK cvIqv †M‡j Zvi 
¯^ÿgZv cixÿv K‡i mb` cÖ`vb Ki‡eb Ges Zv DaŸ©Zb KZ…©cÿ‡K AewnZ Kwi‡e| 
 
 

2.2.8 Awdmvi (gvbem¤ú`, cÖmvkb I 
Kgcøv‡qÝ) Gi `vwqZ¡t 
(Responsibility of Officer, 

HR, Admin. & Compliance) 

 
kÖwgK wb‡qv‡Mi mgq h_vh_fv‡e wb‡qvM bxwZ AbymiY Ki‡e| Ges wK‡kvi kÖwg‡Ki †ÿ‡Î 
h_vh_ c`‡ÿc MÖnY Ki‡eb| kªwgK wb‡qv‡Mi mgq eqm cªgv‡Yi Rb¨ Rb¥ mb`, RvZxq 
cwiPqcÎ, eqmmn wk¶vMZ‡hvM¨Zvi (hw` _v‡K) mb` hvPvB Ki‡Z n‡e| †d¬vi †_‡K cÖvß 
Awf‡hvM ZvrÿwbK mgvavb Kiv Ges cÖ‡qvR‡b DaŸ©Zb KZ…c‡ÿi mvnvh¨ MÖnY| 
 
 

 
 
 
 
 
 
 
 
 
 

3.0 Kvh©m~Px I c×wZ (Routines & Procedures) 

3.1 ev¯Íevqb Kvh©m~wPt  
(Implementation 

Program) 
 

 
K) `vwqZ¡ t msMV‡bi ewY©Z Kvh©avivµg Ges `vwqZ¡cÖvß e¨w³MY cwjwm ev¯Íevq‡b f~wgKv cvjb 
Ki‡eb| 

 
L) Kvh©µg t wK‡kvi kÖg bxwZgvjv ev¯Íevq‡bi j‡ÿ¨ wb‡¤œv³ c`‡ÿc MÖnY Kiv n‡e- 

 
01. wK‡kvi kÖg  wb‡qv‡M evav-wb‡la t 
wK‡kvi kÖwg‡Ki msÁv t  evsjv‡`k kÖg AvBb-2006 Gi 2(8) aviv Abyhvqx wK‡kvi ej‡Z 14 eQi 
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eqm c~Y© Kwiqv‡Q wKš‘ AvVv‡iv eQi eqm c~Y© K‡ib bvB Ggb  Ggb †Kvb e¨w³‡K eySv‡e|  

wK‡kvi kÖwgK wb‡qv‡M wb‡lavÁv t evsjv‡`k kÖg AvBb-2006 Gi 34(2) aviv Abyhvqx †Kvb †ckvq 
ev cÖwZôv‡b †Kvb wK‡kvi‡K wb‡qvM Kiv hv‡ebv ev KvR Ki‡Z †`Iqv hv‡ebv, hw` bv- 
 
K) wewa Øviv wba©vixZ di‡g GKRb †iwRóvW© wPwKrmK KZ…©K Zvnv‡K cÖ`Ë mÿgZv cÖZ¨qb cÎ 
gvwj‡Ki †ndvR‡Z _v‡K|  

 
L) Kv‡R wb‡qvwRZ _vKvKv‡j D³ cÖZ¨qb c‡Îi D‡jøL m¤^wjZ GKwU †Uv‡Kb enb K‡ib|  

 
eqm m¤ú‡K© we‡iva t hw` †Kvb e¨w³ wkï wK wK‡kvi G e¨vcv‡i †Kvb cÖkœ DÌvwcZ nq, Zvnv nB‡j 
cwi`k©K cÖkœwU †Kvb †iwRóvW© wPwKrmK KZ…©K cÖ`Ë mswkøó e¨w³i eqm msµvšÍ cÖZ¨qbc‡Îi 
AeZ©gv‡b, †Kvb †iwRóvW©  wPwKrm‡Ki wbKU wm×v‡šÍi Rb¨ †cÖiY Kwi‡eb Ges †iwRóvW© wPwKrmK 
KZ…©K cÖ`Ë mswkøó e¨w³i eqm msµvšÍ cÖZ¨qbcÎ Zvnvi eqm m¤ú‡K© P~ovšÍ cÖgvY wnmv‡e MY¨ n‡e| 

 
mÿgZv cÖZ¨qb cÎ t  

✓ ‡Kvb wK‡kvi †Kvb †ckv ev †Kvb cÖwZôv‡b Kv‡Ri Rb¨ Dchy³ wKbv Bnv cixÿv Kwievi 
Rb¨ mswkøó wK‡kvi ev Zvnvi wcZvgvZv ev AwffveK KZ…©K Abyiæ× nB‡j, A_ev †Kvb 
gvwjK KZ…©K Abyiæc fv‡e Abyiæ× nB‡j, †Kvb †iwRóvW© wPwKrmK  wK‡kviwU‡K cixÿv 
Kwi‡eb Ges Zvnvi mÿgZv m¤ú‡K© wm×všÍ w`‡ebt Z‡e kZ© _v‡K ‡h, †Kvb wK‡kvi ev 
Zvnvi wcZvgvZv ev AwffveK D³iæc Av‡e`b †ckKv‡j Av‡e`bwUi m‡½ cÖwZôv‡bi 
gvwjK KZ…©K GB g‡g© cÎ ms‡hvRb Kwi‡Z nB‡e †h, wK‡kviwU mÿg ewjqv cÖZ¨vwqZ nB‡j 
Zvnv‡K PvKzix cÖ`vb Kiv nB‡e| 

✓ D³iæc cÖZ¨qb cÎ Dnv cÖ`v‡bi ZvwiL nB‡Z ev‡iv gvm ch©šÍ ejer _vK‡e| 
✓ D³iæc cÖZ¨qb c‡Îi wdm gvwjK cÖ`vb Kwi‡eb Ges Bnv wK‡kv‡ii wcZv-gvZv ev 

Awffve‡Ki wbKU nB‡Z Av`vq Kiv hv‡ebv| 
✓ †Kvb cwi`k©K hw` g‡b K‡ib †h, wK‡kv‡ii mÿgZv cÖZ¨qb cÎ †bB ev cÖZ¨qb c‡Î 

D‡jøwLZ Kv‡Ri Rb¨ Avi mÿg bb, †m‡ÿ‡Î wZwb cybivq mÿgZv cixÿv Kwievi Av‡`k 
w`‡Z cvwi‡eb Ges G‡ÿ‡Î Zvnvi mÿgZv cybivq cÖgvwYZ bv nIqv ch©šÍ KvR bv †`Iqvi 
Rb¨ wb‡ ©̀k w`‡Z cvwi‡eb| 

✓ KwZcq Kv‡R wK‡kvi wb‡qv‡M evavt cÖwZôv‡b hš¿cvwZ Pvjy Ae¯’vq Dnv cwi¯‹v‡ii Rb¨ ev 
†Zj cÖ`v‡bi Rb¨ ev Dnv‡K myweb¨ Í̄ Kwievi Rb¨ ev D³ Pvjy hš¿cvwZi N~Y©qgvb Ask¸wji 
gvSLv‡b †Kvb wK‡kvi‡K w`‡q KvR Kiv‡bv hv‡ebv| 
wec¾bK hš¿cvwZi Kv‡R wK‡kvi t ‡Kvb wK‡kvi wec¾bK hš¿cvwZi †Kvb KvR Kwi‡eb bv, 
hw` bv- 

✓ D³ hš¿cvwZi wec` ev mveavbZv m¤ú‡K© IqvwKenvj ev cÖwkÿY †`qv nq, Ges AwfÁ I 
cy‡ivcywi Ávbm¤ú~Y© e¨w³ Awa‡b KvR Ki‡eb| 

✓ miKvi KZ…©K cÖKvwkZ SzwKc~Y© Kv‡R wb‡qvM Kiv hv‡ebv| 
 

02. kÖwgK wb‡qv‡Mi mgq eqm hvPvB t kªwgK wb‡qv‡Mi mgq eqm cªgv‡Yi Rb¨  

• Rb¥ mb`, 

• RvZxq cwiPqcÎ  

• eqmmn wk¶vMZ‡hvM¨Zvi (hw` _v‡K) mb` hvPvB Kiv n‡e|  
GQvovI PvKzix cÖv_©xi eqm c Ögv‡Yi Rb¨ †Kv¤úvwbi KZ©„K wb‡qvM cÖvß GKRb †iwRóvW© 
wPwKrmK KZ©„K eqm hvPvB K‡i wb‡qvM †`Iqv n‡e| 
 

03. wb‡qv‡Mi mv‡_ mswkøó Kg©x‡`i cÖwkÿY cÖ`vb t GB cwjwm ev¯Íevq‡bi Rb¨ wb‡qv‡Mi mv‡_ mswkøó 
Kg©x‡`i cÖ‡qvRbxq cÖwkÿY cÖ`vb Kiv n‡e Ges D³ cÖwkÿ‡bi `vwqZ¡ ‡R¨ô e¨e ’̄vcK/e¨e¯’vcK 
(gvbem¤ú`, cÖkvmb I Kgcøv‡qÝ) cvjb Ki‡eb| 
 

04. wbivcËvg~jK e¨e¯’v t hw` †Kvb  wK‡kvi kÖwgK wb‡qvM Kiv nq †m †ÿ‡Î  wb‡¤œv³  e¨e¯’v MÖnY 
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Kiv n‡e- 

1. wPwKrmK Øviv eqm mbv³KiY t hw` KL‡bv †Kvb e¨w³ wkï wK wK‡kvi G ai‡Yi †Kvb cÖkœ 
DÌvwcZ nq Zvn‡j cwi`k©K cÖkœwU, †Kvb †iwRóvW© wPwKrmK KZ…©K cÖ`Ë mswkøó e¨w³i eqm msµvšÍ 
cÖZ¨qbc‡Îi AeZ©gv‡b, †Kvb †iwRóvW©  wPwKrm‡Ki wbKU wm×v‡šÍi Rb¨ †cÖib Kwi‡eb Ges wPwKrmK 
KZ…©K cÖ`Ë †Kvb e¨w³i eqm m¤ú‡K© cÖZ¨qbcÎ Zvnvi eqm m¤ú‡K© PyovšÍ cÖgvY wn‡m‡e MY¨ n‡e|  
 
¯^ÿgZv cÖZ¨qb cÎ t GKRb †iwRóvW© wPwKrmK KZ…©K Zvnv‡K cÖ`Ë mÿgZv cÖZ¨qbcÎ gvwj‡Ki 
†ndvR‡Z _vK‡e; Ges Kv‡R wb‡qvwRZ _vKvKv‡j wK‡kvi kÖwgK D³ cÖZ¨qbc‡Îi D‡jøL m¤^wjZ 
GKwU †Uv‡Kb enb Ki‡e| 
 
Kg©N›Uv t ‡Kvb wK‡kvi‡K ˆ`wbK cvuP N›Uvi AwaK Ges mßv‡n wÎk N›Uvi AwaK mgq KvR Kwi‡Z 
†`Iqv nB‡e bv| 
 
AwZwi³ Kg©N›Uv t AwZwi³ Kg©N›Uvi KvR mgc~Y© †¯^”Qvaxb| Riæix gû‡Z© AwZwi³ mgq KvR Kiv‡bv 
n‡j wK‡kvi kÖwgK‡K w`‡q ˆ`wbK 01 (GK) N›Uvi †ewk Ges mßv‡n 36 (QwÎk) N›Uvi AwZwi³ mgq 
KvR Kiv‡bv hv‡ebv| 
 
mvßvwnK QzwUt evsjv‡`k kÖg AvB‡bi mvßvwnK QzwU msµvšÍ weavb wK‡kvi kÖwg‡Ki Rb¨ cÖ‡hvR¨ nB‡e| 
 
ivwÎKvjxb KvR t AÎ MÖæcfz³ †Kvb cÖwZôv‡b wK‡kvi kÖwgK‡K w`‡q mÜ¨v 7.00 NwUKv nB‡Z mKvj 
7.00 NwUKv ch©šÍ mg‡qi g‡a¨ KvR Kiv‡bv hv‡ebv| 
 
SuzwKc~Y© KvR bv Kiv‡bv t ‡Kvb cÖwZôv‡b hš¿cvwZ Pvjy Ae¯’vq Dnv cwi¯‹v‡ii Rb¨, Dnv‡Z †Zj 
cÖ`v‡bi Rb¨ ev Dnv‡K myweb¨¯’ Kivi Rb¨ ev D³ Pvjyhš¿cvwZi N~Y©qgvb Ask¸wji gvSLv‡b A_ev w¯’i 
Ges N~Y©qgvb Ask¸wji gvSLv‡b ‡Kvb wK‡kvi‡K †Kvb KvR †`qv hv‡ebv| GQvovI Ab¨ †h‡Kvb 
ai‡Yi SuzwKc~Y© KvR hvnv‡Z †Kvb wK‡kvi kÖwg‡Ki ¯^v¯’¨, kvwiixK I gvbwmK weKvk Ges wkÿvi †Kvb 
ai‡Yi ÿwZ n‡Z cv‡i, Ggb †Kvb Kv‡R wb‡qvM Kiv hv‡ebv| 
 
Avjv`v †iwRóvi msiÿY t wK‡kvi kÖwg‡Ki Rb¨ Avjv`v †iwRôvi msiÿY Kiv n‡e| 
 
wkÿv t wK‡kvi kÖwgK hw` we`¨vjqMvgx nq Zvn‡j Zvnvi Kv‡Ri mgq Ggbfv‡e wba©viY Kiv n‡e 
hvnv‡Z Zvnvi wkÿvi †Kvb ai‡Yi ÿwZ bv nq Ges evsjv‡`k kÖg AvBb Abyhvqx Zvnvi my‡hvM myweav 
cÖ`vb Kiv n‡e|  
 
M) Kvh©m~Px ev¯Íevq‡bi mgqmxgv t cwjwm wba©vi‡bi mv‡_ mv‡_ wK‡kvi kÖg cÖwZ‡iva msµvšÍ mKj 
Kvh©µg cwjwm Abyhvqx m¤úv`b Kiv n‡e| 

 
O) Kvh©m~Px ev¯ Íevq‡bi c×wZ t Kvh©m~Px ev¯Íevq‡bi c×wZ mg~n wb¤œiæct 

01. wK‡kvi kÖg bxwZgvjv Kg©¯’‡j cÖ‡qvM wbwðZ Kiv; 
02. wK‡kvi kÖg msµvšÍ Awf‡hvM/Aby‡hvM _vK‡j mgvavb Kiv; 
03. kÖwgK Kg©Pvix‡`i cwjwm m¤ú‡K© m‡PZbZv e„w× Kiv; 

 
3.2 ‡hvMv‡hvM Kvh©m~Px t 
(Communication 

program) 

K) `vwqZ¡ t  
m‡PZbZv/cÖwkÿb  -          Kj¨vb Kg©KZ©vMb/cÖwkÿK, 
wc.G wm‡÷‡g †NvlYv  - Kj¨vb Kg©KZ©vMb, 
B-†gBj ‡hvMv‡hvM            - e¨e ’̄vcK/‡R¨ô e¨e¯’vcK (gvbem¤ú`, cÖkvmb I Kgcøv‡qÝ), 
†bvwUk †evW©  - Awdmvi, (gvbem¤ú`, cÖkvmb I Kgcøv‡qÝ), 
AskMÖnbKvix KwgwU - Kj¨vY Kg©KZ©vMY 

L) ‡hvMv‡hvM Kvh©µg t  
01. e¨e ’̄vcbv KZ©…c‡ÿi mv‡_ †hvMv‡hvMt ‡Rbv‡ij wgwUs G Av‡jvPbvi gva¨‡g A_ev B-‡gB‡ji 
gva¨‡g AvewnZ Ki‡Z n‡e Ges mfvi Kvh© weeiYx ms‡hvRb K‡i Zv msiÿb Ki‡Z n‡e Ges ‡R¨ô 
e¨e ’̄vcK/e¨e¯’vcK, (gvbem¤ú`, cÖkvmb I Kgcøv‡qÝ) D³ `vwqZ¡ cvjb Ki‡eb| 
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02. `vwqZ¡cÖvß `‡ji mv‡_ †hvMv‡hvM t mvaviY wgwUs Ges †Uªwbs Gi gva¨‡g D³ cwjwm mevB‡K 
AeMZ Kiv n‡e Ges Gi WKz‡g›Um& bw_f…³ Kiv n‡e| 
03. óvd‡`i m‡½ †hvMv‡hvMt KviLvbvi mKj Kg©KZ©v I Drcv`b Kg©KZ©v I Drcv`b ÷vd‡`i D³ 
bxwZgvjv m¤ú‡K© AewnZ Kiv n‡e| ZvQvovI ev Í̄evqb c×wZ m¤ú‡K© aviYv cÖ`vb Kiv mvaviY wgwUs 
Gi AvqvR‡bi gva¨‡g mevB‡K AeMZ Kiv Ges cÖ‡Z¨‡K D³ cwjwm eyS‡Z †c‡i‡Q ev AeMZ n‡q‡Q 
GB g‡g© ¯^vÿi MÖnb Kiv Ges cÖkœ DËi ce© mn mfvi Kvh© weeiYx msiÿY| ‡R¨ô e¨e¯’vcK/e¨e¯’vcK, 
(gvbem¤ú`, cÖkvmb I Kgcøv‡qÝ) D³ `vwqZ¡ cvjb Ki‡eb| 
04. kÖwgK Kg©Pvix‡`i m‡½ †hvMv‡hvMt wc.G. wm‡÷‡gi gva¨‡g kÖwgK-Kg©Pvix‡`i wK‡kvi kÖg msµvšÍ 
bxwZgvjv m¤ú‡K© AewnZ Kiv Ges †bvwUk †ev‡W© cÖ`k©‡bi gva¨‡g D³ cwjwm m¤ú‡K© AeMZ Kiv 
n‡e| ‡R¨ô e¨e ’̄vcK/e¨e¯’vcK, (gvbem¤ú`, cÖkvmb I Kgcøv‡qÝ) D³ `vwqZ¡ cvjb Ki‡eb| 
05. bZzb Kg©x‡`i mv‡_ †hvMv‡hvMt Iwi‡q‡›Ukb, wi‡d«kvi †Uªwbs G D³ bxwZ m¤ú‡K© avibv cÖ`vb 
Kiv| Kj¨vb Kg©KZ©vMb/mnt e¨e¯’vcK-Kgcøv‡qÝ, (gvbem¤ú`, cÖkvmb I Kgcøv‡qÝ) D³ `vwqZ¡ 
cvjb Ki‡eb| 
M) ‡hvMv‡hv‡Mi gva¨g t wb‡¤œv³ Dcv‡q D³ cwjwm m¤ú‡K© †hvMv‡hvM iÿv Kiv n‡e t 
01. †Uªwbs Gi gva¨‡g †hvMv‡hvM t d¨v±ixi kÖwgK-Kg©Pvix Ges Kg©KZ©vM‡Yi wbqwgZ m‡PZbZv 
Kg©m~Px/c~Ytm‡PZbZv Kg©m~Pxi gva¨‡g gvbem¤ú` wefvM †_‡K cwjwm m¤ú‡K© avibv cÖ`vb Kiv n‡e 
Ges bZzb kÖwgK‡`i‡K cwiwPwZg~jK cÖwkÿ‡Yi gva¨‡g D³ bxwZgvjv m¤ú‡K© aviYv cÖ`vb Kiv n‡e| 
02. wc.G wm‡÷‡gi gva¨‡g †hvMv‡hvM t wc.G wm‡÷‡g †Nvlbvi gva¨‡g D³ bxwZgvjv m¤ú‡K© 
m‡PZbZv e„w× Kiv n‡e| 
03. †bvwUm †ev‡W©i gva¨‡g †hvMv‡hvM t †bvwUk †ev‡W© cÖ`k©‡bi gva¨‡g wK‡kvi kÖg bxwZgvjv m¤ú‡K © 
†hvMv‡hvM iÿv Kiv n‡e| 
04. AskMÖnbKvix KwgwUi gva¨‡g †hvMv‡hvM t AskMÖnbKvix KwgwUi mvaviY mfvq Av‡jvPbvi gva¨‡g 
wK‡kvi kÖg msµvšÍ bxwZgvjv m¤ú‡K© †hvMv‡hvM iÿv Kiv n‡e|  
05. B-‡gB‡ji gva¨‡g †hvMv‡hvM t B-‡gB‡ji gva¨‡g ga¨g I D”P ch©v‡qi e¨e¯’vcbv KZ…©c‡ÿi mv‡_ 
†hvMv‡hvM iÿv Kiv n‡e| 

3.3 wdWe¨vK Ges wbqš¿b 
Kvh©m~Px (Feedback 

and Control 

Program) 

K) `vwqZ¡cÖvß e¨w³ t e¨e¯’vcK, (gvbem¤ú`, cÖkvmb I Kgcøv‡qÝ) wdWe¨vK Ges wbqš¿b Kvh©µ‡gi 
g~j `vwqZ¡ cvjb Ki‡eb| GQvovI wefvMxq cÖavbMY e¨e¯’vcK, (gvbem¤ú`, cÖkvmb I Kgcøv‡qÝ) 
‡K D³ cwjwm wbqš¿‡b mn‡hvMxZv Ki‡eb| 
L) wdWe¨vK c×wZ t wb‡¤œv³ Dcv‡q wdWe¨vK Ges wbqš¿b Kvh©m~Px cwiPvjbv Kiv nq- 
01. kÖwgK, Kg©Pvix‡`i Rb¨ wdWe¨vK t wjwLZfv‡e ÿwZc~iY I myweav m¤úwK©Z †h †Kvb civgk©, 
Awf‡hvM †iKW© Kiv n‡e| †Kvb Awf‡hvM cvIqv †M‡j Zvi Z`šÍ mv‡c‡ÿ cÖ‡qvRbxq e¨e¯’v MÖnY Kiv 
n‡e| AskMÖnYKvix KwgwUi wgwUs G Av‡jvPbvi gva¨‡g wK‡kvi kÖg bxwZgvjv m¤ú‡K© †Kvb ai‡bi 
civgk© wKsev Awf‡hvM wb®úwËi e¨e ’̄v i‡q‡Q| 
Kj¨vb Kg©KZ©v‡K AewnZ Kivi gva¨‡g wK‡kvi kÖg bxwZgvjv msµvšÍ †Kvb civgk© wKsev AmsMwZ 
Rvbv‡bv n‡j Kj¨vb Kg©KZ©vMb civgk© D×©Zb KZ…©cÿ‡K Rvbv‡eb Ges Z`šÍ mv‡c‡ÿ Awf‡hv‡Mi 
†cÖwÿ‡Z h_vh_ e¨e¯’v MÖnY Ki‡eb|  
02. KZ…©cÿxq wbqš¿b t e¨e¯’vcbv KZ…©cÿ cÖwZ Qq gvm cici wK‡kvi kÖg bxwZgvjv msµvšÍ 
g¨v‡bR‡g›U wiwfD wgwUs Av‡qvRb Ki‡eb| D³ wgwUs‡q D×©Zb KZ…©cÿ weMZ Qq gv‡mi wK‡kvi kÖg 
bxwZgvjv ev¯Íevqb msµvšÍ mKj wjwLZ Bmy¨¸‡jv wiwfD mv‡c‡ÿ cÖ‡qvRbxq civgk© cÖ`vb Ki‡eb|  
03. Af¨šÍixb wbixÿvi gva¨‡g wdWe¨vK I wbqš¿b t wK‡kvi kÖg bxwZgvjv Kvh©KvwiZv ch©‡eÿ‡Yi Rb¨ 
Af¨šÍixb wbixÿv `j wbixÿv Ki‡e| wbixÿvq cÖvß ch©‡eÿY m¤ú‡K© wjwLZ wi‡cvU© g¨v‡bRg¨v›U 
wiwfD Ki‡e Ges cÖ‡qvRbxq mycvwik Ki‡e|  
wbixÿv `j t 
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wi‡cv©wUs t Af¨šÍixb wbixÿv m¤úbœ Kivi ci wbixÿv n‡Z cÖvß welqvw` wb‡q GKwU wi‡c©vU ‰Zix Kiv 
n‡e Ges D³ wi‡cvU© DaŸ©Zb KZ…cÿ‡K AewnZ Kiv n‡e| 
wbqš¿b t Kj¨vb Kg©KZ©v mn gvbem¤ú`, cÖkvmb I Kgcøv‡qÝ wefv‡Mi mKj m`m¨e„›` mve©ÿwbKfv‡e 
ch©‡eÿY Ki‡eb| 

 

M) `vwqZ¡ ev¯Íevq‡bi mgq t msMV‡bi `vwqZ¡cÖvß e¨w³MY G cÖwµqvi mswkøó KvR¸‡jv m¤úv`b 
Ki‡e| wdWe¨vK Ges K‡›Uªvj wm‡÷‡gi Rb¨ wba©vwiZ mg‡q ev¯Íevqb wbwðZ Ki‡Z n‡e| 

4. †hvMv‡hvM Ges ev¯Íevqb (Communication & implementation) 

†hvMv‡hvM Ges ev Í̄evqb Kvh©m~Px Abyhvqx| 

5. wdWe¨vK Ges wbqš¿b Kvh©m~Px (Feedback & Control Routine) 

wdWe¨vK Kg©©m~Px Abyhvqx| 
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1. bxwZgvjv (Policy) 
 

 

†Kv¤úvbx bxwZgvjv †Nvlbv  
(Company Policy Statement) 

‡g‡Uªv wbwUs GÛ WvBs wgjm wjt GKwU 100% ißvbxg~Lx †cvkvK cÖ¯‘ZKvix ¯̂bvgab¨ 
cÖwZôvb| GB cÖwZôv‡b wb‡qvwRZ mKj kÖwgK, Kg©Pvix Ges Kg©KZ©v wb‡qv‡Mi †ÿ‡Î 
¯’vbxq kÖg AvBb, AvšÍR©vwZK kÖg msN, †µZvM‡Yi AvPiYwewa m¤ú~Y©iƒ‡c †g‡b P‡j| 
wb‡qvM cÖv_x©M‡Yi mv‡_ ˆelg¨g~jK we‡ePbv Ges nqivbxg~jK AvPiY †_‡K m¤ú~Y©iƒ‡c gy³ 
†_‡K h_vh_ Kgx© wb‡qvM Ki‡Z ‡g‡Uªv KZ…©cÿ e×cwiKi| 

jÿ¨ I D‡Ïk¨ 
(Objective & Target) 

Kg©x wb‡qv‡Mi mgq RvwZ, ag©, eY©, wj½, †MvÎ, eqm BZ¨w` welq we‡ePbv bv K‡i 

h_vh_ †ckvMZ Ávb, `ÿZv I †hvM¨Zv g~j¨vqb K‡i †Kvb c‡`i Rb¨ †hvM¨ e¨w³‡K 

wbe©vwPZ Kiv Ges cÖwZôv‡bi mvejxj Kg©cÖwµqv Ae¨vnZ ivLvi Rb¨ Zv‡`i‡K `ÿ I 

kw³kvjx gvbe m¤ú‡` cwiYZ K‡i Drcv`bkxjZv e„w× Kiv| 

bxwZgvjvi cwiwa 
(Scope of the Policy) 

‡g‡Uªv wbwUs GÛ WvBs wgjm wjt G wb‡qvwRZ mKj kªwgK I Kg©Pvixi Rb¨ G bxwZgvjv 

cÖ‡hvR¨ n‡e| GKB mv‡_ ‡g‡Uªv wbwUs GÛ WvBs wgjm wj: Gi mv‡_ hviv e¨emvqxK wewfbœ 

Kg©Kv‡Û RwoZ Zv‡`i †¶‡Î I G bxwZgvjv cÖ‡hvR¨ n‡e| 

m~Î 
(Law Reference) 

‡g‡Uªv wbwUs GÛ WvBs wgjm wjt Gi wb‡qvM bxwZgvjv evsjv‡`k kÖg AvBb-2006 Ges 
Gi me©‡kl ms‡kvabx 2013 mv‡ji evsjv‡`k kÖg AvBb, evsjv‡`k kÖg wewagvjv -2015 
I AvB Gj I Kb‡fbkb (ILO Convention) Gi wewaweavb Ges m¤§vwbZ 
MÖvnK/†µZve„‡›`i AvPiYwewa (Code of Conduct) we‡ePbvc~e©K h_vh_fv‡e M„nxZ n‡q‡Q|  

 

cÖwZkÖæwZ 
(Commitment) 

‡g‡Uªv wbwUs GÛ WvBs wgjm wjt G mKj kÖwgK, Kg©Pvix Ges Kg©KZ©v wb‡qv‡Mi †ÿ‡Î 
cÖ‡hvR¨ mKj cÖKvi AvBb (¯’vbxq kÖg AvBb, AvšÍR©vwZK kÖg msN, †µZvM‡Yi AvPiYwewa) 
m¤ú~Y©iƒ‡c †g‡b cÖv_x©M‡Yi mv‡_ ‡Rvic~e©K kÖg, ˆelg¨g~jK we‡ePbv Ges nqivbxg~jK 
AvPiY †_‡K m¤ú~Y©iƒ‡c gy³ †_‡K h_vh_ Kgx© wb‡qvM Ki‡Z A½xKvive×| 

 

2. msMVb (Organization) 

2.1  
cwjwm ev Í̄evqbKivi 

`vwqZ¡cÖvß e¨w³ 
(Responsible person for 
implement the policy) 

 

 

 
Central 

Organogram 
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2.2 
`vwqZ¡cÖvß e¨w³e‡M©i KvR 

(Responsibilities of 

Assigned Persons) 

e¨e ’̄vcbv cwiPvjK / cwiPvjKt-  
• wb‡qvM msµvšÍ †h †Kvb wewai cwieZ©b, cwiea©‡b wb‡`©kbv cÖ`vb I m‡e©vcwi bxwZgvjv 

Aby‡gv`bKvix|  
wefvMxq cÖavb/gnve¨e ’̄vcK (gvbe m¤ú` I cÖkvmb)t-  

• wb‡qv‡Mi Rb¨ gvbe m¤ú‡`i P~ovšÍ Aby‡gv`b| 

• wb‡qvM msµvšÍ †Kvb ai‡bi AeMwZi †ÿ‡Î h_vh_ e¨e¯’v MÖnY| 

• wb‡qvM msµvšÍ g¨v‡bR‡g›U wiwfD m¤úv`b| 

• `ÿZv I †hvM¨Zvi wfwË‡Z Kgx© wb‡qvM, wb‡qv‡Mi †ÿ‡Î ˆelg¨nxb wbwðZ Kiv| 
 

e¨e ’̄vcK (gvbe m¤ú` I cÖkvmb)t-  
• †Kvb †mKkb wKsev wefvM n‡Z wb‡qvM Pvwn`v MÖnY| 

• Aby‡gvw`Z wb‡qvM KvVv‡gvi mv‡_ wb‡qvM Pvwn`vi hvPvBKiY| 

• Pvwn`vK…Z Kgx© wb‡qv‡Mi e¨e¯’v Kiv| 

• wb‡qvMK…Z e¨w³M‡Yi `ÿZvi wfwË‡Z †eZb wba©viY| 

• Kgx©‡`i‡K wb‡qvM cÖ`vb wbwðZ Kiv| 

• ˆelg¨g~jK wb‡qv‡Mi †ÿ‡Î Z`šÍ mv‡c‡ÿ h_vh_ e¨e¯’v MÖnY| 

• `ÿZv Ges †hvM¨Zvi wfwË‡Z Kgx© wb‡qvM wbwðZ Kiv| 
wefvMxq cÖavbt-  

• AÎ bxwZgvjv Abymib K‡i kªwgK‡`i Kv‡Ri Z`viwK Ki‡eb| 
AvB, B wefvMt-  

• AÎ bxwZgvjv Abymib K‡i kªwgK‡`i Kv‡Ri gvb hvPvB Ki‡eb Ges gRyix wba©vib Ki‡eb|  
gvbe m¤ú` I cÖkvmwbK Kg©KZ©v t- 

• wb‡qvM weÁwß wbwðZ Kiv| 

• wb‡qvM cÖv_x©‡`i KvMRcÎvw` hvPvB Kiv| 

• †MB‡U AvMZ cÖv_xM‡Yi cÖv_wgK evQvB wbwðZ Kiv| 

• mÿgZv hvPvB‡qi Rb¨ wb‡qvM cÖv_x©MY‡K †gwW‡Kj †m›Uv‡i †cÖiY| 

• `ÿZv hvPvB‡qi Rb¨ †d¬v‡i †cÖiY, hvPvB kxU e¨e¯’vcbv| 

• wb‡qvMcÎ cÖ`vb 

• cwiPq cÎ cÖ`vb| 
• Kgx©‡`i nvwRiv wbwðZ Kiv| 

• Kgx©i e¨w³MZ bw_ msiÿb| 

• Kgx©i cðvr cÖwZcv`b| 
Kj¨vb Kg©KZ©vt-  

• wb‡qv‡Mi †ÿ‡Î †Kvb ai‡bi ˆelg¨g~jK AvPiY wKsev nqivbxg~jK AvPiY wKsev Ab¨ †Kvb 
AmsMwZi Z_¨ msMÖn Kiv| 

AGM (Admin, HR) 

HR Asst. Manager Department Head  I.E Department 

Sr. Officer 
(HR/Compliance) 

Doctor / 
Nurse 

Section In 
charge 

Officer (HR/Comp.) / Welfare 
Officer 
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• wb‡qvM cÖwµqvq †Kvb AmsMwZ/ Awf‡hvM †c‡j cÖv_wgK Z`‡šÍi gva¨‡g Zvi mZ¨Zv hvPvB 
Kiv| 

• GZØm¤úwK©Z †Kvb AmsMwZi cÖvgvY cvIqv †M‡j †gŠwLKfv‡e wKsev wjwLZfv‡e welqwU GBP 
Avi e¨¯’vcK‡K welqwU AewnZ Kiv| 

• bZzb wb‡qvM cÖvß‡`i‡K †Kv¤úvbxi wbqg-bxwZgvjv Kj¨vYg~jK myweavw`, AvBbMZ myweav 
BZ¨vw` m¤ú‡K© cÖwkÿ‡Yi gva¨‡g AewnZ Kiv| 

Wv³vit-  
• wb‡qv‡Mi c~‡e© cÖv_©xi kvixwiK Ges gvbwmK m¶gZv hvPvB, eqm wba©vibmn cÖvß eq¯‹ wK bv 

Zv wbwðZ Ki‡eb| 

• wb‡qvM cÖZ¨vkx kvixwiK cÖwZeÜx n‡j †hvM¨Zv Abyhvqx Zv‡K KvR cÖ`v‡bi Rb¨ mycvwik Kiv| 

• wb‡qvM cÖZ¨vkx AšÍt¯^Ë¡v wKbv G ai‡bi †Kvb Wv³vix mvwU©wd‡KU A_ev cixÿv hvPvB †_‡K 
weiZ _vK‡eb| 

• ¯^”Q wb‡qvM cÖwµqvq †Kv¤úvbx cÖ`Ë wb‡qvM bxwZgvjv AbymiY, ˆelg¨nxb AvPiY, nqivbx I 
Drcxobg~jK AvPiY †_‡K weiZ _vKv| 

‡mweKvt-  
• Dc‡iv³ bxwZgvjv Abymib K‡i wb‡qvM msµvšÍ hveZxq Kv‡R Wv³vi‡K mn‡hvMxZv Ges me 

ai‡bi ˆelg¨g~jK I nqivbxg~jK AvPib †_‡K weiZ _vKv| 
wbivcËv cÖnixt- 

• Dc‡iv³ bxwZgvjv Abymib K‡i wb‡qvM msµvšÍ wbivcËv I k„sLjvRwbZ Kv‡R gvbe m¤ú` I 
cÖkvmb wefvM‡K mn‡hvMxZv Kiv Ges me ai‡bi ˆelg¨g~jK I nqivbx/Drcxobg~jK AvPib 
†_‡K weiZ _vKv| 

3. Kvh©m~Px I c×wZ (Routines & Procedure) 

3.1 ev¯Íevqb Kvh©m~Px (Implementation Routine) 

K) `vwqZ¡ t 
msMV‡bi ewY©Z Kvh©avivµg Ges `vwqZ¡cÖvß e¨w³MY cwjwm ev¯Íevq‡b f~wgKv cvjb 
Ki‡eb| 

L) Kvh©m~Pxt wb‡qvM bxwZgvjv h_vh_ Abymi‡Yi gva¨‡g wb‡qvM Kvh©µg m¤úv`b Kiv n‡e| 

M) Kvh©m~Px ev¯Íevq‡bi mgqmxgv 
 

cwjwm wba©vi‡bi mv‡_ mv‡_ wb‡qvM msµvšÍ mKj Kvh©µg cwjwm Abyhvqx m¤úv`b Kiv 
n‡e| 

Kvh©m~Px ev Í̄evq‡bi c×wZ 
Implementation 

Procedures 

Kg©x wb‡qv‡Mi mgq ‡g‡Uªv wbwUs GÛ WvBs wgjm wjt GKwU mywbw`©ó bxwZgvjv Abymib 

K‡i| D³ bxwZgvjvq wbgœwjwLZ welq I avc mg~n we‡ePbv Kiv n‡q _v‡K|  

K. gvbe m¤ú` cwiKíbv| 

L. Pvwn`v cÎ| 

M. wb‡qvM weÁwß| 

N. kÖwgK mieivnKvix cÖwZôvb| 

O. gvbe m¤ú` wefvM KZ…©K cÖv_wgK evQvB| 

P. ‡iwRt wPwKrmK KZ…©K ¯^v ’̄¨ cixÿv Ges eqm I kvixwiK †hvM¨Zv hvPvB| 

Q. Kg©`ÿZv I †hvM¨Zv evQvB| 

R. cÖv_wgK wbe©vPb| 
S. gRywi / †eZb avh©Kib| 
T. Iwi‡q‡›Ukb / BbWvKkb| 
U. wb‡qvMcÎ I cwiPqcÎ cÖ`vb| 
V. e¨w³MZ bw_ msiÿY| 
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W. mvwf©m eyK msiÿY| 
X. PvKzix n‡Z Ae¨vnwZ / Aemvb / eiLv¯Í / QvUvB| 
Y. ‡Rvic~e©K kÖg I wnDg¨vb UªvwdwKs  

bxwZgvjvi welq I avcmg~‡ni we¯ÍvwiZ weeiY 
KviLvbvi gvbe m¤ú` wefvM KviLvbvi wb‡qvM msµvšÍ hveZxq `vwqZ¡ cvjb Ki‡e| me 
ai‡bi wb‡qv‡Mi †ÿ‡Î gvbe m¤ú` wefvM wb‡qvM KwgwUi gva¨‡g wb‡qvM cÖwµqv 
ev¯Íevqb Ki‡e| 
❖ gvbe m¤ú` cwiKíbv t-gvbe m¤ú` wefvM KviLvbvi †Kvb †mKk‡b KZ Rb 

Rbe‡ji cÖ‡qvRb Zvi wfwË‡Z GKwU PzovšÍ cwiKíbv cÎ cÖbqY Ki‡eb Ges Zv 

e¨e ’̄vcbv cwiPvjK g‡nv`q KZ…©K Aby‡gv`b wb‡eb| 

❖ Pvwn`v cÎ t-gvbe m¤ú` wefvM gv‡mi †kl mßv‡n †Kvb †mKk‡b KZwU c` 

Lvwj Av‡Q Zvi GKwU ZvwjKv ˆZix K‡i bZzb kªwgK wb‡qv‡Mi Rb¨ gvwjK 

c‡¶i AbygwZ †bq| wb‡qv‡Mi mv‡_ RwoZ cÖ‡Z¨K wefvMxq cÖavb‡K Pvwn`v 

c‡Îi 1wU Kwc mieivn Kiv nq| 

❖ wb‡qvM weÁwß t- ‡Kvb †mKk‡b KZRb kªwgK wb‡qvM Kiv n‡e Zvi GKwU 

weÁwß gvbe m¤ú` wefvM KZ…©K mvBb‡evW©, e¨bvi, gvBwKs Gi gva¨‡g I 

KviLvbvi †gBb †MB‡U wb‡qvM weÁwß Uvwb‡q †`qvi gva¨‡g cÖPvi Kiv nq|  

GQvov I k~b¨ ev m„ó c` mg~‡n (kÖwgK, Kg©Pvix I Kg©KZ©vmn D”Pc` ’̄ †h †Kvb 

c`) kÖwgKMb †hb Av‡e`b Ki‡Z cv‡i †m Rb¨ k~b¨ ev m„ó c` mg~‡ni wecix‡Z 

†bvwUk †ev‡W© †bvwUk, wc.G wm‡÷g, wjd‡jU weZib BZ¨vw` gva‡g kÖwgK‡`i g‡a¨ 

cÖPvibv Pvj‡bv nq| hv‡Z K‡i D³ c` mg~‡n †hvM¨ I †gavex kÖwgKMb wb‡qvM jvf 

Ki‡Z cv‡i Ges KviLvbvi Dbœq‡b f~wgKv ivL‡Z cv‡i| 

❖ kÖwgK mieivnKvix cÖwZôvb t- KviLvbvi cÖ‡qvR‡b †h †Kvb kÖwgK mieivnKvix 

cÖwZôvb hw` Zvi ˆea Licence  _v‡K Ges kÖwgK wb‡qv‡Mi †ÿ‡Î ˆelg¨g~jK 

AvPib I A‰ea †jb‡`b bv _v‡K Ges kÖwgK‡`i gy³ PjvPj myweav mn Kv‡Ri 

AbygwZ cÎ I cwiPq cÎ mn mKj cÖKvi AvBbvbyM myweav cÖ`vb Kiv nq †m 

mKj kÖwgK mieivnKvix cÖwZôvb n‡Z kªwgK msMÖn Kiv hv‡e Z‡e Zv cixÿv-

wbixÿvi gva¨‡g hvPvB evQvB K‡i Zvici wb‡qvM Kvh© m¤ú~Y© Ki‡Z n‡e|   

❖ gvbe m¤ú` wefvM KZ…©K cÖv_wgK evQvB t- KviLvbvi gvbem¤ú` Kg©KZ©v  

Pvwn`vi wecix‡Z c`ex Abyhvqx kªwgK‡`i wfZ‡i cÖ‡ek Kivb Ges GKwU bv‡gi 

ZvwjKv ˆZix K‡ib| ZvwjKv m¤ú~Y© nIqvi ci gvbem¤ú` wefvM wKQz †gŠwjK 

cÖkœ I KvMR-cÎ hvPvB‡qi gva¨‡g cÖv_wgK evQvB I mv¶vrKvi m¤úbœ K‡ib|  

❖ †iwRóvW© wPwKrmK KZ…©K ¯̂v¯’¨ cixÿv Ges eqm I kvixwiK †hvM¨Zv hvPvB t- 

cÖv_wgK evQvB‡q DËxY© nIqvi ci eqm wbiæcb I kvwiixK m¶gZv cÖgv‡bi 

Rb¨ KviLvbvq wb‡qvwRZ †iwRóvW© Wv³v‡ii gva¨‡g cixÿv Kiv‡bv nq| GLv‡b 

Mf©eZx I mvavib gwnjv‡`i †¶‡Î †Kvb ˆelg¨ Kiv nq bv| A_v©r 

cÖm~wZRwbZ †Kvb cix¶v ev †Kvb cÖkœ Kiv nq bv| 

❖ Kg©`ÿZv I †hvM¨Zv evQvB t- KviLvbv Wv³vi KZ©„K eqm I kvwiixK †hvM¨Zv 
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cÖgvwbZ n‡j `ÿZvi cix¶vi Rb¨ (`¶ kªwgK‡`i †¶‡Î wjwLZ, †gŠwLK ev 

e¨envwiK (cÖ‡hvR¨ †¶‡Î) wkí cÖ‡KŠkj (I.E) wefv‡M cvVv‡bv nq|  

❖ cÖv_wgK wbe©vPb t- wkí cÖ‡KŠkj wefvM Kg©`ÿZv I †hvM¨Zv (cÖ‡hvR¨ †¶‡Î) 

evQvB cwiÿvq DËx©Y‡`i cÖv_wgK fv‡e wbe©wPZ K‡ib| 

❖ gRywi / †eZb avh©Kib Ges PzovšÍ fv‡e wbe©vPb t- cÖv_wgK fv‡e wbevw©PZ‡`i 

wkí cÖ‡KŠkj wefvM, mswkøó wefvM I gvbe m¤ú` wefvM gRywi I †eZb avh© 

K‡ib| gRyixi †ÿ‡Î kÖwgK bvix wKsev cyiæl †mUv we‡ePbv bv K‡i 

mg-Kv‡R mg-gRyix cÖ`vb Kiv nq Ges avh©K…Z †eZ‡b mš‘ó n‡j gvbe 

m¤ú` wefvM Zv‡K PzovšÍ fv‡e wbe©vwPZ K‡ib| 

❖ mgbxwZ cÖ‡qvM (Equal Opportunity) t  KZ…©c¶ bvix-cyiæl wbwe©‡k‡l 

mKj kªwgK‡`i †gŠwjK AwaKv‡ii cÖwZ kª×vkxj| ZvB KZ…©cÿ kÖwgK 

wb‡qv‡Mi †ÿ‡Î bvix cyiæl wbwe©‡k‡l mK‡ji Rb¨ mgvb bxwZ cÖ‡qvM K‡i 

_v‡Kb| mgv‡Ri mwVK Dbœqb I ’̄vqx‡Z¡i Rb¨ Avgiv cÖwZewÜ kÖwgK 

wb‡qv‡Mi †ÿ‡Î we‡kl AMÖvwaKvi w`‡q _vwK| ex-Kb KZ…©cÿ kvwiwiK I 

Ab¨vb¨ cÖwZewÜ wb‡qv‡Mi †ÿ‡Î BwZevPK aviYv †cvlb K‡ib| ZvB Avgiv 

wb‡qv‡Mi mgq hviv kvixwiK fv‡e cÖwZewÜ Zv‡`i‡KI wb‡qvM cÖ`vb K‡i 

_vwK| G†ÿ‡Î cÖwZgv‡m me©‡gvU wb‡qv‡Mi 0.5% cÖwZewÜ kÖwgK wb‡qvM 

Ki‡Z †g‡Uªv KZ…©cÿ cÖwZkÖæwZe×| wb‡qv‡Mi †ÿ‡Î †Kvb ai‡Yi †Kvb 

ˆelg¨g~jK AviPb Kiv nq bv| †Kvb kªwgK GB RvZxq †Kvb mgm¨vi 

m¤§yLxb n‡j KviLvbv †NvwlZ Awf‡hvM c×wZi gva¨‡g KZ…©c¶ eivei 

Zv‡`i Awf‡hvM †ck Kivi civgk© †`Iqv nq| G‡¶‡Î Awf‡hvMKvixi 

bvg, cwiPq m¤ú~Y© †Mvcb ivLv nq| GB ai‡bi †Kvb Awf‡hvM mZ¨ 

cÖgvwbZ n‡j KZ…©c¶ Awfhy³ e¨w³i weiæ‡× K‡Vvi kvw Í̄g~jK e¨e ’̄v MÖnb 

Kwiqv _v‡Kb| 
 

❖ wb‡qvMcÎ, cwiPqcÎ, nvwRiv KvW© I kÖwgK mnvwqKv cÖ`vb t- wb‡qvM cÖwµqv 

m¤úbœ K‡i wb‡qv‡Mi w`‡bB wb‡qvMcÎ, cwiPqcÎ, nvwRiv KvW© I kªwgK 

mnvwqKv cÖ`vb Kiv nq|  

❖ Iwi‡q‡›Ukb/BbWvKkb †Uªwbst- PzovšÍ fv‡e wbe©vwPZ‡`i‡K †Kv¤úvbxi 

Kgcøv‡qÝ/ Kj¨b Kg©KZ©v KZ©„K †Kv¤úvbxi bxwZgvjv, wbqg-Kvbyb, AvBwW KvW© 

cwiavb Kiv, wcwcB e¨envi Kiv, h_v mg‡q nvwRi nIqv, wmuwoi mwVK e¨envi, 

evB‡ii RyZv †d¬v‡i e¨envi bv Kiv, mvßvwnK I Ab¨vb¨ QywU mg~n, cÖm~wZKj¨vb 

QywU (gwnjv‡`i Rb¨ cÖ‡hvR¨), gRyixmn evwl©K ev AwR©Z QzwU, gRyix/‡eZb 

KvVv‡gv, AwZwi³ Kg©N›Uv, kªwgK‡`i wewfbœ AwaKvi †hgb t- wb‡qvMcÎ, 

mvwf©m eyK, n¨vÛ eyK, AskMÖnb Kvix KwgwU, mwgwZ MV‡bi ¯^vaxbZv, Awf‡hvM 

c×wZ, kªwgK‡`i wewfbœ myweav †hgb t- nvwRiv †evbvm myweav, Drme †evbvm, 
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WvBwbs myweav, wkï w`evhZœ Kÿ, ‡gwW‡Kj myweav, nU jvBb myweav| cvkvcvwk 

AwMœ wbivcËv Kg©KZ©v KZ©„K AwMœ wbivcËv welqK cÖv_wgK avibv I Riæix gyn~‡Z© 

KiYxq m¤ú‡K© (hvi hvi †d¬v‡i ewn©MgY c_, dvqvi Gjvg©, Uq‡jU, Lvevi 

cvwbi ¯’vb, †gwW‡Kj iæg BZ¨vw` wel‡q Nywi‡q †`Lv‡bv nq) avibv †`Iqv nq| 

m‡e©vcwi cÖPwjZ kªg AvBb I m¤§vwbZ †µZvM‡bi AvPib wewa (Buyer Code Of 

Conduct) Abymi‡bi civgk© †`qv nq| 

❖ e¨w³MZ bw_ msiÿY t- gvbem¤ú` Kg©KZ©v cÖ‡Z¨K kªwg‡Ki e¨w³MZ bw_ ˆZix 

K‡i †MÖW Abyhvqx Zv‡`i †eZb wba©vib K‡i _v‡Kb| e¨w³MZ bw_‡Z †hme 

KvMR cÎ Rgv ivLv nq †m¸‡jv njt 

1. m`¨ †Zvjv 4 Kwc iw½b Qwe (2 Kwc cvm‡cvU©, 2 Kwc ó¨v¤ú mvBR)| 

2. bvMwiKZ¡ mb‡`i d‡UvKwc (g~j Kwc †`Lv mv‡c‡¶)| 

3. wk¶vMZ †hvM¨Zvi mb` c‡Îi d‡UvKwc (hw` _v‡K Z‡e g~j Kwc †`Lv mv‡c‡¶)| 

4. AwfÁZvi mb` c‡Îi d‡UvKwc (hw` _v‡K Z‡e g~j Kwc †`Lv mv‡c‡¶)| 

5. eqm cÖgv‡bi Rb¨ Rb¥ wbeÜb ev RvZxq cwiPq c‡Îi d‡UvKwc (g~j Kwc †`Lv mv‡c‡¶)| G 

QvovI †Kv¤úvwb cÖ`Ë hveZxq `wjjvw`i GKwU Kwc Zv‡Z msiwÿZ ivLv nq| 

❖ mvwf©m eyK msiÿY t- cÖ‡Z¨‡Ki bv‡g mvwf©m eyK †Lvjv nq Ges mvwf©m msµvšÍ 

hveZxq †iKW© wjwce× Kiv nq| 

❖ PvKzix n‡Z Ae¨vnwZ / Aemvb / eiLv¯Í / QvUvB t- ‡g‡Uªv wbwUs GÛ WvBs wgjm 

wjt m¤ú~Y© c¶cvZnxb fv‡e wb‡qvM cÖ`vb K‡i _v‡K| GKB iKg fv‡e †g‡Uªv 

KZ…©cÿ PvKzixi Aemv‡bi †ÿ‡Î evsjv‡`k kªg AvBb 2006 Gi aviv 26 

Abyhvqx)t- 

❖ gvwjK KZ©„K kªwg‡Ki PvKzixi Aemv‡bi †ÿ‡Î t- 

 K) gvwmK gRyixi wfwË‡Z wb‡qvwRZ kªwg‡Ki †¶‡Î 120(GKkZ wek) w`‡bi; 

 L) Ab¨vb¨ kªwg‡Ki †¶‡Î 60 w`‡bi wjwLZ †bvwUk cÖ`vb Kwiqv †Kvb ¯’vqx 

kªwg‡Ki PvKzixi Aemvb Kwi‡Z cvwi‡eb|  

‡h †¶‡Î gvwjK webv †bvwU‡k †Kvb kªwg‡Ki PvKzixi Aemvb Ki‡Z Pv‡nb †mB †¶‡Î 

cÖ‡`q †bvwU‡ki cwie‡Z© †bvwUk †gqv‡`i Rb¨ gRyix cÖ`vb Kwiqv Bnv Kwi‡Z cvi‡eb| 

hw` GB avivi Aaxb †Kvb ’̄vqx kªwg‡Ki PvKzixi Aemvb Kiv nq †mB †¶‡Î KZ…©c¶ 

AemvbK…Z kªwgK‡K G-aviv g‡Z hveZxq ¶wZc~iY mn cvIbv`x cwi‡kva K‡i _v‡Kb| 

❖ kªwgK KZ©„K kªwg‡Ki PvKzixi Aemvb (evsjv‡`k kªg AvBb 2006 Gi aviv 27 Abyhvqx)t 

‡Kvb ¯’vqx kªwgK gvwjK‡K (60) lvU w`‡bi wjwLZ †bvwUk cÖ`vb Kwiqv Zvnvi PvKzix 

nB‡Z B Í̄dv w`‡Z cvwi‡eb| ‡h †¶‡Î kªwgK webv †bvwU‡k PvKzix nB‡Z B Í̄dv w`‡Z 

Pv‡nb †mB †¶‡Î cÖ‡`q †bvwU‡ki cwie‡Z© †bvwUk †gqv‡`i Rb¨ mg-cwigvb A_© 

gvwjK‡K cÖ`vb Kwiqv Bnv Kwi‡Z cvwi‡eb| hw` GB avivi Aaxb †Kvb ¯’vqx kªwgK 

PvKzix nB‡Z B Í̄dv ‡`b ‡mB †¶‡Î KZ…©c¶ D³ kªwgK‡K GB aviv Abymv‡i hveZxq 

¶wZcyiY mn cvIbv`x cwi‡kva K‡i _v‡Kb| 
 
 
 

✓ †Kvb ai‡bi †Rvic~e©K kÖg Ges wnDg¨vb UªvwdwKs ‡g‡Uªv wbwUs GÛ WvBs wgjm 
wjt mg_©b Ki‡e bv| 
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✓ †Kvb iKg cÿcvwZZ¡ Qvov ¯^-¯^ †hvM¨Zv I Pvwn`v Abyhvqx wewfbœ c`gh©`vq kÖwgK 

wb‡qvM Kiv nq| G QvovI RvwZ, ag©, eY©, wj½, †MvÎ, eqm BZ¨vw` ˆelg¨g~jK 

welq mg~n n‡Z m¤ú~Y© weiZ ‡_‡K mKj‡K mgvb my‡hvM myweav cÖ`vb Kiv nq| 

✓ ¯^”Q wb‡qvM cÖwµqv ev¯Íevq‡b †Kv¤úvbx cÖ`Ë wb‡qvM bxwZgvjv AbymiY K‡i 
wb‡qvM KwgwUi mKj‡K we‡kl K‡i Wv³vi, bvm© I wbivcËv cÖnix‡`i ˆelg¨nxb 
AvPiY, nqivbx I Drcxobg~jK AvPiY ‡_‡K weiZ _vK‡Z n‡e| KviLvbvq 
Kv‡ivI cÖwZ †Kvb ai‡bi †hŠb ev Ab¨ †Kvb ai‡bi nqivbxi weiæ‡× h_vh_ 
e¨e ’̄v MÖn‡bi Rb¨ GKwU nqivbx I Drcxob cÖwZ‡iva KwgwU i‡q‡Q| 

✓ GLv‡b cÖ‡Z¨K Kg©Pvix‡K m¤§vb I gh©v`vi cwi‡e‡k KvR Ki‡Z †`qvi j‡¶¨ 

Ggb GKwU bxwZgvjv cÖYqb Kiv n‡q‡Q hv kÖwgK Kg©PvixM‡bi Rb¨ mwgwZ 
MV‡bi ¯^vaxbZv I †hŠ_ `i KlvKwli gva¨‡g †h †Kvb ai‡bi mgm¨vi 
mgvavb K‡i GKwU my›`i my-k„sLj Kg© cwi‡ek m„wó K‡i| hv‡Z K‡i mK‡jB 
m¦vaxb I my-k„•Lj fv‡e  mgvb my‡hvM-myweav †fvM Ki‡Z cv‡i|  

✓ GLv‡b Kg©iZ kÖwgK‡`i KvQ ‡_‡K †Kvb ai‡bi A_© wKsev g~j mb`cÎ 
RvgvbZ wnmv‡e ivLv hv‡ebv| kÖwg‡Ki e¨w³MZ bw_ msiÿ‡Yi mgq Zvi †_‡K 
†bIqv KvMRc‡Îi g‡a¨ hw` f~jµ‡g KL‡bv g~j mb`cÎ P‡j A‡m Zvn‡j 
AbwZwej‡¤^ H g~j mb‡`i d‡UvKwc †i‡L Zv‡K Zvi g~j Kwc wdwi‡q †`Iqv 
nq|  

 

✓  GLv‡b †Kvb wkï (14 eQ‡ii Kg) kÖwgK wb‡qvM †`Iqv nq bv| hw` fyj 

ekZ: wb‡qvM n‡q hvq, Zvn‡j cÖPwjZ AvBbvbyhvqx mKj cÖKvi my‡hvM 

myweav cÖ`vb Kiv nq| 

✓  wK‡kvi (14-18) eQi kÖwgK wb‡qv‡Mi †ÿ‡Î wewa Øviv wba©vwiZ di‡g †iwRóvi 

wPwKrmK KZ…©K cÖ`Ë mÿgZv cÖZ¨qb cÎ gvwj‡Ki †ndvR‡Z _vK‡e Ges Kv‡R 

wb‡qvwRZ _vKv Kv‡j D³ cÖZ¨qbc‡Îi D‡jøL m¤^wjZ GKwU †Uv‡Kb enb Ki‡e 

Ges wbqg Abyhvqx mKj myweav cÖ`vb Ki‡e | 

GQvov I G ai‡bi kÖwgK wb‡qvM n‡j Zv‡`i Rb¨ we‡kl cÖwkÿ‡bi e¨e ’̄v Kiv n‡e| 
†hgb: Kg©N›Uv, ¯̂v¯’¨ I wbivcËv, Kg©cwi‡ek, Drcv`bkxjZvmn mKj AvBbvbyM 
welqmg~n| 
 
* we‡kl cÖ‡qvR‡b, †hgb wkÿv, cÖwkÿY, Dbœqbg~jK Kg©Kv‡Û AskMÖnb, 
mgvR‡mevg~jK KvR BZ¨vw`i Kvi‡b ‡eZb/webv‡eZ‡b we‡kl QzwU gÄyi Kiv nq| 
D‡jøL¨ †h, QzwU ‡fvM Kivi wbqgvejx, QzwUi bxwZgvjv Abyhvqx cÖ‡hvR¨ n‡e| 
 

bxwZgvjv cwicwš’ †Kvb NUbv hw` N‡U Z‡e Zv wbgœwjwLZ Dcv‡q Z`šÍ mv‡c‡¶ mgvavb 
Ki‡eb| 
 
Awf‡hvM (Complain) t- †g‡Uªv wbwUs GÛ WvBs wgjm& wjt ‡Z Kg©iZ †h ‡Kvb Kg©KZ©v, 
Kg©Pvix I kªwg‡Ki weiæ‡×Ó wb‡qvMÓ bxwZgvjvi cwicš’x †Kvb Awf‡hvM cvIqv †M‡j `vwqZ¡cÖvß 
e¨w³MY Zvi weiæ‡× kvw Í̄g~jK e¨e ’̄v MÖnY Ki‡Z cvi‡eb| 
Z`šÍ (Investigation) t- G ai‡bi †Kvb Awf‡hvM cvIqv †M‡j Zvr¶wYKfv‡e cÖ‡qvRbxq 
AvBbvbyM e¨e ’̄v MÖnY Kiv n‡e| 
bw_cÎ msi¶Y (Documentation) t- G msµvšÍ mgy`q bw_cÎvw` gvbe m¤ú` wefv‡M 
msi¶Y Kiv n‡e Ges cieZ©x †h‡Kvb mg‡q Zv hvPvB Kivi Rb¨ msiw¶Z _vK‡e| 



         Metro Knitting & Dyeing Mills Limited  

Ramarbagh, Kutubpur, Fatullah, Narayangonj 
100% Export Oriented Knit Unit 

 

Prepared by Garu Nitai Datta AGM (HR, Admin & Compliance) 
 

Approved by Amal Podder Managing Director  
 

Recruitment Policy 

9 

kvw Í̄g~jK e¨e ’̄vmgyn (Sanctions) t- GB bxwZgvjv cwicwš’ †Kvb Kv‡R †Kn wjß n‡j Zvi 
weiæ‡× cÖPwjZ AvBbvbyM e¨e ’̄v †bIqv n‡e| 

3.2   ‡hvMv‡hvM Kvh©m~Px (Communication Routine) 

bxwZgvjv m¤ú‡K© m‡PZbZv 
Ges ev¯Íevqb  
Awareness on 

Implementation Procedures 

d¨v±ixi kÖwgK-Kg©Pvix Ges Kg©KZ©vM‡Yi wbqwgZ m‡PZbZv Kg©m~Px/c~Ytm‡PZbZv 
Kg©m~Pxi gva¨‡g GBPAvi wefvM †_‡K cwjwm m¤ú‡K© avibv cÖ`vb Kiv n‡e| GQvov 
†bvwUk †evW©, †cv÷vwis, wcG †NvlYv, †gBj KwgDwb‡Kkb, AskMÖnY KwgwUi wgwUs Gi 
gva¨‡g †Kv¤úvbxi bxwZgvjv mKj‡K AewnZ Kiv n‡e| 

`vwqZ¡ 
Responsibility 

m‡PZbZv I cÖwkÿY - I‡qj‡dqvi Awdmvi/†UªBbvi 

wcG †NvlYv   - I‡qj‡dqvi Awdmvi/wiwmckwb÷ 

†gBj KwgDwb‡Kkb - wR Gg, wWwRGg, GBP Avi g¨v‡bRvi 

†bvwUk †evW©  - GBP Avi Awdmvi 

wcwm KwgwU  - I‡qj‡dqvi Awdmvi 

ev Í̄evq‡bi mgq bxwZgvjv wba©vi‡bi mv‡_ mv‡_ ev¯ÍevwqZ n‡e| 

3.3 wdWe¨vK Ges wbqš¿b Kvh©m~Px (Feedback & Control Routine) 

kÖwgK I Kg©Pvix‡`i Rb¨ 
wdWe¨vK 

Feedback for workers 

& Employees 
 

wjwLZfv‡e wiµzU‡g›U m¤úwK©Z †h †Kvb civgk©, Awf‡hvM †iKW© Kiv n‡e| †Kvb 

Awf‡hvM cvIqv †M‡j Zvi Z`šÍ mv‡c‡ÿ cÖ‡qvRbxq e¨e ’̄v MÖnY Kiv n‡e| 

• AskMÖnY wgwUs G Av‡jvPbvi gva¨‡g t- 
wb‡qvM c×wZ m¤ú‡K© †Kvb ai‡bi civgk© wKsev Awf‡hvM wcwm wgwUs‡qi DÌvc‡bi 
gva¨‡g wb®úwËi e¨e¯’v i‡q‡Q| 

• I‡qj‡dqvi Awdmvi‡K AewnZ Kivi gva¨‡g t- 
wb‡qvM msµvšÍ †Kvb civgk© wKsev AmsMwZ I‡qj‡dqvi Awdmvi‡K Rvbv‡bv n‡e| 
I‡qj‡dqvi Awdmvi civgk© D×©Zb KZ…©cÿ‡K Rvbv‡eb Ges Z`šÍ mv‡c‡ÿ Awf‡hv‡Mi 
†cÖwÿ‡Z h_vh_ e¨e ’̄v MÖnY Ki‡eb| 

KZ…©cÿxq wbqš¿b  
Feedback Control through 

Management Review 

wb‡qvM e¨e ’̄vcbv KwgwU cÖwZ Pvi gvm cici wb‡qvM msµvšÍ g¨v‡bR‡g›U wiwfD wgwUs 
Av‡qvRb Ki‡eb| D³ wgwUs‡q D×©Zb KZ…©cÿ weMZ Pvi gv‡mi wb‡qvM msµvšÍ mKj 
wjwLZ Bmy¨¸‡jv wiwfD mv‡c‡ÿ cÖ‡qvRbxq civgk© cÖ`vb Ki‡eb| 

Af¨šÍixb AwW‡Ui gva¨‡g 
wdWe¨vK I wbqš¿b 

Feedback & Control 

through Internal Audit 

AÎ cÖwZôv‡bi wb‡qvM c×wZi Kvh©KvwiZv ch©‡eÿ‡Yi Rb¨ wb‡qvM KwgwU B›Uvibvj 
AwWU Ki‡e| AwW‡U cÖvß ch©‡eÿY m¤ú‡K© wjwLZ wi‡cvU© g¨v‡bRg¨v›U wiwfD Ki‡e 
Ges cÖ‡qvRbxq mycvwik Ki‡e| 

4. ‡hvMv‡hvM Ges ev Í̄evqb (Communication & Implementation) 

• †hvMv‡hvM Ges ev¯Íevqb Kvh©m~Px Abyhvqx| 

5. wdWe¨vK Ges K‡›Uªvj (Feedback & Control) 

• wdWe¨vK Ges wbqš¿b Kg©©m~Px Abyhvqx| 

Dc‡iv³ Av‡jvPbv n‡Z GB wm×v‡šÍ DcbxZ nIqv hvq †h, ißvbxgyLx Mv‡g©›Um wk‡í Drmvnx I wb‡ew`ZcÖvb kªwgK I 
Kg©Pvixe„›` mvd‡j¨i wbqvgK kw³ wn‡m‡e KvR K‡ib| ag©, eY©, RvwZ, eqm Ges wj‡½i cv_©K¨ bv K‡i Dchy³ e¨w³‡K 
wb‡qvM KivB n‡”Q wb‡qvM bxwZgvjvi g~j mv_©KZv| ‡g‡Uªv wbwUs GÛ WvBs wgjm& wjt KZ…©cÿ ÒkªwgK wb‡qv‡Mi †¶‡Î 
c¶cvwZZ¡ m¤ú~b©  wbwl×Ó ‡Nvlbv K‡ib| e¨e ’̄vcK‡`i `vwqZ¡ Ggb GKwU Drcv`b mnvqK Kg©cwi‡ek m„wó Kiv †hLv‡b 
kªwgK wb‡qv‡Mi †¶‡Î mevB †Kvb iKg c¶cvZ QvovB †hvM¨, †gavex I `¶ Kgx© wb‡qv‡Mi wbðqZv cvq| G j‡¶¨B 
‡g‡Uªv wbwUs GÛ WvBs wgjm& wjt Ggb GKwU Drcv`b mnvqK Kg© cwi‡ek m„wó Ges eRvq ivL‡Z e×cwiKi|  
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wb‡qvM bxwZgvjv hvPvBKib  
Recruitment Policy Check List 

 
KviLvbvi bvg t †g‡Uªv wbwUs GÛ WvBs wgjm& wjt 
bxwZgvjvi bvgt wb‡qvM bxwZgvjv 
AwWUit------------------------------------- 
ZvwiLt-------------------------------------- 
 

µwgK hvPvBKib welq n¨vu bv gšÍe¨ 

1 wb‡qvM bxwZgvjvwU †bvwUk †ev‡W© Uvwb‡q ‡`qv n‡q‡Q wKbv?    

2 
kªwgK wb‡qv‡Mi mgq Rb¥ wbeÜb dig wKsev †fvUvi AvB wW Kv‡W©i d‡UvKwc msMÖn Kiv nq 
wKbv? 

   

3 kªwgK wb‡qv‡Mi mgq †Kvb cÖKvi c¶cvwZZ¡ Kiv nq wKbv?    

4 
kªwgK wb‡qv‡Mi mgq RvwZ, ag©, eY©, †MvÎ, eqm mKj †kªbxi †jvK †K wb‡qvM †`Iqv nq 
wKbv? 

   

5 †Kvb kªwgK‡K wb‡qvM`vbKv‡j Zvi wbKU n‡Z ‡Kvb cÖKvi Aw½Kvibvgv †bqv nq wKbv?    

6 KviLvbvi kªwgK Kg©Pvix ¯^-B”Qvq PvKzix‡Z †hvM`vb K‡i Ges ¯^-B”Qvq KvR K‡i wKbv?    

7 
†Kvb cªKvi g~j mb`cÎ (cvm‡cvU©, mvwU©wd‡KU, jvB‡mÝ) PvKzixi c~e©kZ© wnmv‡e msi¶Y 
Kiv nq wKbv? 

   

8 bxwZgvjv m¤ú‡K© wbqwgZ cÖwk¶b cÖ`vb Kiv nq wKbv|    

9 gwnjv kªwgK‡`i wb‡qv‡Mi mgq †Kvb cÖKvi Mf©avib m¤ú‡K© cÖkœ Kiv nq wKbv|    

10 bvix wKsev cyiæl †mUv we‡ePbv bv K‡i mg Kv‡R mg-‡eZb cÖ`vb Kiv nq wKbv?     

11 wb‡qv‡Mi mgq †Kvb cÖKvi Nyl ev ¯^RbcÖxwZ Kiv nq wKbv|    

12 wb‡qv‡Mi 7 w`‡bi g‡a¨ wb‡qvMcÎ I cwiPqcÎ cÖ`vb Kiv nq wKbv|    

13 cÖ‡Z¨K kªwg‡Ki mvwf©m eB msi¶b Kiv nq wKbv|    

14 mKj †mKkb / wefvMxq cÖavb bxwZgvjv m¤ú‡K AeMZ Av‡Q wKbv|    

15 bxwZgvjv cÖwk¶b msµvšÍ bw_cÎ msi¶b Kiv nq wKbv|    

16 bxwZgvjv m¤ú‡K© wbqwgZ wc,G wm‡ó‡g m‡PZbZv e„wØ Kiv nq wKbv|    
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‡Kv¤úvbx bxwZgvjvt 
(Company Policy) 

‡g‡Uªv wbwUs GÛ WvBs wgjm wjt GKwU 100% ißvbxg~Lx bxU K‡¤úvwRU †cvkvK cÖ¯‘ZKvix ¯̂bvgab¨ cÖwZôvb| GB 

cÖwZôv‡b wb‡qvwRZ mKj kªwgK Kg©Pvixi hveZxq AwaKvi I my‡hvM m yweav ILO Kb‡fbkb, evsjv‡`k kÖgAvBb 

2006, kÖg wewagvjv 2015 I m¤§vwbZ †µZvM‡bi AvPib wewa (Buyer Code Of Conduct) Abyhvqx cwiPvwjZ 

nq| ‡g‡Uªv KZ…©c¶  ¯̂v¯’¨ I wbivcËvi †¶‡Î GKwU mywbw ©̀ó bxZgvjv AbymiY K‡i _v‡Kb| 

cÖwZkÖæwZt 
(Commitment)  

†g‡Uªv KZ…©cÿ GKwU my›`i I wbivc` Kv‡Ri cwi‡ek m„wó Ki‡Z GKwU myôz I MÖnb‡hvM¨ ¯̂v¯’¨ I wbivcËv bxwZgvjv 
cÖbqb I ev Í̄evq‡bi gva¨‡g KviLvbvq GKwU wbivc` Kg©cwi‡ek M‡o Zzj‡Z „̀o cÖwZÁ | 

 
 
D‡Ïk¨ t 
 (Objective) 

†g‡Uªv wbwUs GÛ WvBs wgjm& wjt Gi D‡Ïk¨ n‡”Q GKwU my-cwiKwíZ ev Í̄eZv m¤cbœ ¯^v ’̄¨ I wbivcËv bxwZ cÖYqb 
Kiv| Avi †mB j‡¶¨ KZ…©c‡¶i D‡Ïk¨ ¸‡jv wb‡gœ Av‡jvKcvZ Kiv njt- 

K) KviLvbvq fv‡jv fv‡e KvR Kivi GKwU ¯̂v ’̄¨m¤§Z cwi‡ek m„wó Kiv| 
L) KviLvbv I cvk¦©eZ©x GjvKv cwi®‹vi-cwi”Qbœ ivLv| 
M) KviLvbvi cÖ‡Z¨K kªwgK I Kg©Pvix‡K ¯̂v ’̄¨ m‡PZb K‡i †Zvjv| 
N) ¯̂v¯’¨wewa †gvZv‡eK cÖwZwU kªwg‡Ki Rb¨ cÖ‡qvRbxq nvmcvZvj, Wv³vi I cÖv_wgK wPwKrmvi e¨e ’̄v 

Kiv| 
O) KviLvbvi cÖ‡Z¨K kªwg‡Ki Rvb I gv‡ji wbivcËv wbwðZ Kiv| 
P) AbvKvw•LZ ˆe ỳ¨wZK I AwMœ ỳN©Ubvi Rb¨ ch©vß cÖwZ‡iva e¨e ’̄v, cÖwk¶Y I wbqwgZ Abykxjb Kiv|  

 
 
bxwZgvjvi AvIZvt (Scope) 

‡g‡Uªv wbwUs GÛ WvBs wgjm wjt G wb‡qvwRZ mKj kªwgK I Kg©Pvixi Rb¨ G bxwZgvjv cÖ‡hvR¨ n‡e| GKB mv‡_ 
‡g‡Uªv wbwUs GÛ WvBs wgjm wjt Gi mv‡_ hviv e¨emvqxK wewfbœ Kg©K‡Û RwoZ Zv‡`i †¶‡ÎI G bxwZgvjv cÖ‡hvR¨ 
n‡e| 

m~Ît 
(Reference) 
 

GB bxwZgvjv evsjv‡`k kªg AvBb 2006, kÖgwewagvjv 2015, ISO 45001 ,m¤§vbxZ ‡µZvM‡Yi AvPib wewa 
(Buyer Code of Conduct) Ges ILO Kb‡fbkb we‡ePbv c~e©K M„nxZ n‡q‡Q| 
 

 
 
 
 
 
Organogram t 

 
 
 
 
 
 
 
 
 
 
 
 
 

 

¯^v¯’¨ I wbivcËv bxwZ  
(Health & Safety Policy) 

cwjwm ïiæi ZvwiL   t 01/01/2009Bs 

ms‡kva‡bi ZvwiL t 01/01/2023 Bs 

cieZx© ms‡kva‡bi ZvwiL t 01/01/2024 Bs 

ms‡kva‡bi bv¤^vi t 05 

Ref No:  S(S)P-06(05) 

MD / Director 

GM (Admin, HR & Compliance) 

Manager (Fire & Safety) 

Asst. Officer (Fire & Safety) 

Fire Fighter & Rescue Team 

AGM 
 (Admin, HR & Com.) 

Deputy Manager 
(Admin, HR & Com.) 

Welfare Officer 

H&S Committee 

Asst. Manager 

(Security) 

Asst. 

Incharge 

(Security) 

 Security 

Guard 

Medical 

Officer  
(Doctor) 

Nurse 

First Aider 

GM (Maintenance) 

Manager (Maintenance) 

Floor Wise (Maintenance 

/ Electrical) 
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bxwZgvjv ev Í̄evqb c×wZt 
(Policy Implementation 

Procedure) 

GB ¯̂v ’̄¨ I wbivcËv bxwZgvjvwU ỳBwU c‡e© ev Í̄evqb Kiv n‡e| 

       cÖ_g ce© t-¯̂v¯’¨ bxwZgvjv|        wØZxq ce© t- wbivcËv bxwZgvjv| 

cÖ_g ce©  t ¯̂v¯’¨ bxwZgvjv 

evsjv‡`k kªg AvBb-2006-Gi aviv 51 †_‡K aviv 60 Gi Ges kÖg-wewagvjv-2015 Abyhvqx ¯̂v¯’¨ I ¯̂v ’̄¨ wewai 
wewfbœ w`K ¸wj wek`fv‡e we‡kølY Kiv Av‡Q| GQvovI kªwgK‡`i Rb¨ myôz ¯̂v¯’¨ wewa wbwðZ Kivi j‡¶¨ wb‡gœ ewY©Z 
welq ¸wji e¨e ’̄v Kiv n‡q‡Q|  

K) Wv³vi e¨e ’̄v t cÖwZw`b KviLvbv PjvKvjxb mg‡q KviLvbvq Kg©iZ Wv³vi I `yBRb bvm©-Gi gva¨‡g mve©¶wYK 
kªwgK‡`i wPwKrmv cÖ`vb Kiv nq| ZvQvov Wv³vi I bvm©MY kªwgK, Kg©KZ©v I Kg©Pvix‡`i ¯̂v ’̄¨MZ wel‡q 
wewfbœ cÖwk¶b I m‡PZbZvg~jK Kg©kvjvi Av‡qvRb K‡i _v‡Kb|  

L) cÖv_wgK wPwKrmv t d¨v±ix‡Z cÖwZ 150 Rb kªwg‡Ki Rb¨ GKwU K‡i cÖv_wgK wPwKrmvi ev· i‡q‡Q Ges cÖwZwU 
ev‡· wbgœwjwLZ ª̀e¨vw` gRy` _vK‡e| 

01| 6wU ‡QvU Rxevbygy³ e¨v‡ÛR 

02| 3wU (cÖwZwU 0.5 AvDÝ) c¨v‡KU Rxevbygy³ Zzjv| 

03| 3wU gvSvwi AvK…wZi Rxevbygy³ e¨v‡ÛR| 

04| 3wU eo AvK…wZi Rxevbygy³ e¨v‡ÛR | 

05| cy‡o hvBevi †ÿ‡Î e¨envh© 3wU eo AvK…wZi Rxevbygy³ e¨v‡ÛR| 

06| ‡nw·mj (1 AvDÝ) †evZj | 

07| ‡iKwUdvBW w¯úwiU (1 AvDÝ) †evZj|  

08| GK †Rvov KuvwP | 

09| ‡e`bvbvkK I G›UvwmW RvZxq ewo| 

10| ‡cvovi †ÿ‡Î e¨envh© (wmjwµg/evb©j) gjg| 

11| ‡Pv‡Li gjg| 

12| Gw›U‡mcwUK ª̀eb| 

13| 3wU Lvevi m¨vjvBb c¨v‡KU| 

14| cÖv_wgK wPwKrmvi cÖPvicÎ 1 Kwc| 

cÖwZwU First Aid Box G D‡jwLZ Jla c‡Îi mv‡_ Zv‡`i e¨envi wewa †jLv _vK‡e| cÖwZwU ev‡·i `vwqZ¡ cÖvß 
cÖv_wgK wPwKrmvq cvi`kx© kªwg‡Ki bvg I Qwe ev‡·i Dc‡i _vK‡e| KviLvbvq †h †Kvb AbvKvw•LZ `~N©Ubvq 
kªwgK‡`i‡K cÖwk¶Y cÖvß kªwgKiv cÖv_wgK wPwKrmv cÖ`vb Ki‡e| 

* Hospital Contract With Ambulance:- 

M) G¨v¤^y‡jÝ / cwienb e¨e ’̄v t  cÖv_wgK fv‡e hw` †Kvb kªwgK ev Kg©Pvix‡K Riæix wfwË‡Z nvmcvZv‡j 
†bIqvi cÖ‡qvRb nq ‡m‡¶‡Î KZ©„c¶ wbUKeZx© nvmcvZv‡ji mwnZ Contract K‡i‡Qb| Riæix 
†gwWK¨vj mvwf©m Gi Rb¨ ‡Kv¤úvbxi wbR¯̂ A_ev nvmcvZvj KZ…©K mieivnK…Z G¨vgvey y‡j‡Ý ‡ivMx‡K 
nvmcvZv‡j Avbv ‡bIqvq mnvqZv cÖ`vb Ki‡e|  

N) cwi¯‹vi cwiPQbœZv (aviv 51) t myôz Kv‡Ri cwi‡ek m„wói Rb¨ KviLvbvi Avf¨šÍixY I cvwicvwk¦©K 
cwi¯‹vi cwi”QbœZv GKšÍ cÖ‡qvRb| KviLvbvi wewfbœ †mKkb, wmuwo I hvZvqv‡Zi ’̄vb mve©¶wYK 
cwi¯‹v‡ii e¨e ’̄v ivL‡Z n‡e Ges mßv‡n AšÍZ GKevi RxevYy bvkK w`‡q †aŠZ Ki‡Z n‡e| Kg© ’̄‡ji 
†`qvj I evwb©k cÖ‡qvRbvbyhvqx eQ‡i AšÍZ GKevi is Ki‡Z n‡e| kªwgK‡`i‡K m‡PZb Kivi j‡¶¨ 
KviLvbvi wewfbœ ¯’v‡b cwi®‹vi cwi”QbœZv msµvšÍ wewfbœ wjd†jU Uvbv‡Z n‡e| eR©¨ ª̀e¨, RÄvj ev 
wbM©Z gqjv †_‡K me©`v KviLvbv‡K cwi¯‹vi ivL‡Z n‡e Ges G¸‡jv KviLvbv †_‡K c„_K AwMœ‡ivaK 
eR©¨ `ª‡e¨i Rb¨ wba©vwiZ †óv‡i ivL‡Z n‡e| 

O) Av‡jv, evq~~~~~ PjvPj I ZvcgvÎv (aviv 52, 57) t  Avgv‡`i AvenvIqv bvwZkx‡Zvò n‡jI Mi‡gi 
mgq evq~ PjvPj (Ventilation) Ges kx‡Zi mgq mnbxq ZvcgvÎv msi¶‡Yi gva¨‡g KviLvbvq 
kªwgK‡`i Kv‡Ri AbyKyj cwi‡ek eRvq ivL‡Z n‡e| hv‡Z K‡i cÖwZwU kªwgK Avivg`vqK cwi‡e‡k 
KvR Ki‡Z cv‡i| ‡mB mv‡_ ch©vß Av‡jvi e¨e ’̄v Kv‡Ri m~ôz I cÖ‡qvRbxq cwi‡e‡ki mv‡_ mv‡_ 
¸YMZ gvb i¶vi †¶‡ÎI mnvqK n‡e| 

P) Lvevi cvwb (aviv 58) t KviLvbvq Kg©iZ kªwgK‡`i Rb¨ cÖ‡qvRbxq cvb Kivi weï× cvwbi e¨e ’̄v 
Ki‡Z n‡e| cv‡Î iw¶Z cvwb Aek¨B Uq‡jU Ges †ewmb †_‡K Kg c‡¶ 20 dzU ~̀‡i _vK‡e Ges 
weï× I Av‡m©wbKgy³ Lvevi cvwb mieivn Kivi Rb¨ cÖ‡qvRbxq cwigvY cvwb weï×KiY U¨ve‡jU 
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e¨envi I cvwbi Av‡m©wbK cix¶v Ki‡Z n‡e| cvwbi cvÎ¸wj KviLvbvi wewfbœ myweavRbK ’̄v‡b 
ivL‡Z n‡e| †hb kªwgKiv †mLv‡b e‡m cÖ‡qvRbxq cvwb cvb Ki‡Z cv‡i| 
 

Q) cvqLvbv I cÖmªve Lvbv (aviv 59) t  d¨v±ix‡Z Kg©iZ kªwgK‡`i msL¨vi AYycv‡Z c Ö‡qvRbxq msL¨K 
c„_K cyiæl I gwnjv Uq‡jU _vK‡e| Uq‡j‡Ui †ewm‡b I cvwb wbM©g‡bi ’̄v‡b myMwÜ †bc_wjb 
e¨envi Ki‡Z n‡e Ges cÖ‡qvRbxq †Zvqv‡j, wjKzBW mvevb, e`bv I I‡q‡óR †ccvi ev‡®‹U _vK‡e| 
gwnjv Uq‡j‡U XvKbvhy³ I‡q‡óR †ccvi ev‡®‹U _vK‡e| mve©¶wYK cvwbi e¨e ’̄v mn Uq‡j‡U d¬vwks 
wm‡÷g Aek¨B _vK‡Z n‡e| ‡Kvb Ae ’̄v‡ZB Uq‡j‡U cvwb Rg‡Z †`qv hv‡e bv| †Kvb bj w`‡q 
†Kvb Ae ’̄v‡ZB cvwb wj‡KR n‡Z cvi‡e bv| cÖwZwU Uq‡j‡U cÖ‡qvRbxq msL¨K wcvi _vK‡e †h¸‡jv 
kªwgKiv ïay Uq‡j‡Ui †fZ‡i e¨envi Ki‡e| 

 
R) AwZwi³ fxo (aviv 56) t cÖwZwU kªwg‡Ki Kv‡Ri myweavi Rb¨ †Kvb Ae ’̄v‡ZB †hb AwZwi³ fxo 

(Over Crowded) bv nq †mw`‡K ‡Lqvj ivL‡Z n‡e| cÖwZwU kªwg‡Ki Pvwicv‡k¦© AšÍZ 9.5 
wKDweK wgUvi RvqMv dvuKv _vK‡Z n‡e| Zv Qvov cÖ‡qvRbxq hš¿cvwZ, †Uwej I Ab¨vb¨ ª̀e¨vw` Ggb 
fv‡e ivL‡Z n‡e †hb cÖwZwU kªwgK cÖ‡qvRbxq †Lvjv‡gjv cwi‡e‡k ¯̂v”Q‡›` KvR Ki‡Z cv‡i| 

 
S) k‡ãi gvbgvÎvt- kã ïbvi cÖfve wbw ©̀ó wd«‡Kv‡qwÝ‡Z _vK‡j ms‡e`bkxj wKš‘ D”P kã gvby‡li 

kªeY ¶wZ n‡Z cv‡i, kªeY ¶wZ h‡_ó `xN© ’̄vqx nq| D”P kã `xN© ’̄vqx n‡j gvby‡li gv_vi Pzj D‡V 
†h‡Z cv‡i| BAviwm 97 Gi g‡Z wkí †Rvb gvb cwi‡eóbKvix kã w`‡b 75 †Wwmej Ges h_vµ‡g 
iv‡Zi mgq 70 †Wwmej nq| (Occupational safety & Health 
Administration,USA) g‡Z, m‡ev©”P Aby‡gvw`Z kã 8 N›Uv m~h©‡jvK-m¤úvZ Gi Rb¨ 90 
†Wwmej _vK‡Z nq| †hLv‡b Gi †ewk kã cwijw¶Z n‡e †mLv‡b Gqvi Wªvg A_ev Gqvi cøvM e¨envi 
Ki‡Z n‡e| G QvovI D”P kã nq (†Rbv‡iUi,eqjvi) Ggb ’̄v‡b †h mKj Rbej Kg©iZ Av‡Q 
Zv‡`i‡K cÖwZ eQi 01 evi kªeb kw³ we‡klÁ Øviv cix¶v Kiv‡bv nq Ges cix¶v msµvšÍ hveZxq 
cÖwZ‡e`b e¨w³MZ bw_c‡Î msi¶Y Kiv nq| (According to ERC 97, the standard 
ambient noise level in the industrial zone is 75 Decible at Day and 70 
Decible at night time respectively. (Occupational safety & Health 
Administration, USA) guidelines for maximum permissible noise level 
is 90dBA for 8 hour exposure). 

 
 
                           

wØZxq ce© t wbivcËv bxwZgvjv| 
KviLvbvi Drcv`b e„w×i j‡¶¨ ¯̂v ’̄¨wewa I ¯̂v¯’¨m¤§Z cwi‡e‡ki cvkvcvwk KviLvbvq Aew ’̄Z hš¿cvwZ Ges 
we‡kl K‡i kªwgK‡`i e¨w³MZ wbivcËvi e¨vcviwU AMÖvwaKvi †hvM¨ welq, G e¨cv‡i wb‡gœ ewY©Z welq¸‡jv 
Kibxq e‡j MY¨ Ki‡Z n‡e| 
K) AwMœKvÛ †_‡K wbivcËv t AwMœKvÛ †_‡K wbivcËvi Rb¨ GKwU ¯̂qs m¤c~Y© bxwZ gvjv cÖbqb Kiv 

Av‡Q hv mswkøó mevB‡K AewnZ Ki‡Z n‡e|  
1) KviLvbvi AvqZb Abyhvqx cÖwZ 550 eM© dz‡Ui Rb¨ GKwU AwMœ wbe©vcK hš¿ _vK‡e †h ¸‡jv cÖwZgv‡m 
i¶Yv‡e¶Y Ki‡Z n‡e Ges KviLvbvi j¶¨Yxq RvqMvq Uvbv‡bv _vK‡e| 
2) KviLvbvi KvR PjvKvjxb †Kvb Ae ’̄v‡ZB KviLvbvi wbM©gY c_ eÜ ivLv hv‡e bv| 

         3) Av¸b jvMvi mv‡_ mv‡_ dvqvi G¨vjvg© I Ms †ej evRv‡Z n‡e| 
4) gv‡m AšÍZ GKevi AwMœ cÖwZ‡iv‡ai Abykxj‡bi gva¨‡g kªwgK‡`i‡K GB AbvKvw•LZ ỳ‡h©vM 
†gvKv‡ejvi Rb¨ cÖ ‘̄Z Ki‡Z n‡e| 
5) ewntM©gb c_ I †jb ¸wj njy` I jvj is w`‡q ¯có fv‡e wPwýZ Ki‡Z n‡e| 
6) Riæix ewntM©gb cwiKíbv wjwLZ I †¯‹‡Pi gva¨‡g D‡jL‡hvM¨ RvqMvq Uvbv‡Z n‡e Ges †m e¨cv‡i 
mswkøó mevi mg¨K aviYv _vK‡Z n‡e| 
L) PPE Gi e¨envi t cÖwZwU kªwgK‡K PPE Gi e¨envi wewa Ges Gi DcKvwiZv m¤c‡K© cwi¯‹vi 
aviYv w`‡Z n‡e hv‡Z Zviv ¯̂ZtùzZ©fv‡e G¸‡jv e¨envi Ki‡Z cv‡i| we‡kl K‡i gy‡Lvk (Mask), 
n¨vÛ Møvfm, GqvicøvM, Mvg eyU, MMjm BZ¨vw`i e¨envi wbwðZ Ki‡Z n‡e Ges G¸‡jv e¨env‡ii gva¨‡g 
kªwgK‡`i wbivcËvi e¨e ’̄v Ki‡Z n‡e| 

         M) ‰e ỳ¨wZK wbivcËvt- ‰e ỳ¨wZK Zvi †_‡K Av¸‡bi myÎcvZ nIqv GKwU ¯̂vfvweK                                                                                                                                                                         
bbbbbbNUbv| KviY hZ¶b †d¬vi Pvjy _v‡K ZZ¶b we ỳ¨Z e¨envi Ae¨vnZ _v‡K|  eeeeeeZvB G  wel‡q †h †h 
c`‡¶c †bIqv Riæix Zv wb‡gœ D‡jøL Kiv njt 
 

1| ‰e ỳ¨wZK hš¿cvwZ t mg Í̄ ˆe ỳ¨wZK ms‡hvM wbivc`fv‡e †PK Ki‡Z n‡e| 
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2| ‡Kv_vI †Kvb †Lvjv Zvi, Bbmywjkb †Uchy³ Zvi _vK‡ebv| 
3| ‡Kv_vI †Kvb evwZ wdDR n‡j Zv mv‡_ mv‡_ e`jv‡Z n‡e †hb Av‡jvi ¯̂íZv bv nq| 
4| ‡gBb myBP †evW© ¸wj h_vh_ fv‡e wPwýZ K‡i †m¸‡jv me mgq Accessible (myMg) ivL‡Z n‡e 
†hb cÖ‡qvR‡bi mgq e¨envi Ki‡Z †KD evav cÖvß bv nq| 
5| ‡gBb myBP †ev‡W©i D‡jøL†hvM¨ myBP ¸‡jvi “ON” Ges “OFF” Gi Direction gvwK©s K‡i ivL‡Z 
n‡e|  
6| ‡gwk‡bi mv‡_ mshy³ Zvi Ges Ab¨vb¨ ‰e ỳ¨wZK Zvi Ggb fv‡e web¨šÍ Ki‡Z n‡e †hb Acv‡iUi‡`i 
¯̂vfvweK KvR evavMÖ¯’ bv nq| 
7| mg Í̄ G¨vjvg© wm‡÷g h_vh_ fv‡e wPwýZ Ki‡Z n‡e Ges ˆe ỳ¨wZK ms‡hvM †K‡U †`qv Ae ’̄vq G¸‡jvi 
weKí e¨e ’̄v ivL‡Z n‡e| 
8| we ỳ¨r P‡j †M‡j KviLvbvq ch©vß Av‡jvi Rb¨ cª‡qvRbxq msL¨K Emergency Light Gi e¨e ’̄v 
Ki‡Z n‡e| 
9|wewfbœ †óvi t KviLvbvq Aew ’̄Z Fabric Ges Accessories Store  my›`i I cwicvwU K‡i 
ivL‡Z n‡e| ‡óv‡i AwMœ wbe©vcK hš¿ ivL‡Z n‡e| ‡óv‡ii i¨vK †hb †ekx DuPz‡Z bv nq| ‡óv‡i ˆe ỳ¨wZK 
Zvi mshy³ Av‡jvi e¨e ’̄v _vK‡e bv| 
 

**   D‡jøwLZ welq ¸wj QvovI KviLvbvq Kv‡Ri Rb¨ ¯̂v¯’¨ m¤§Z cwi‡ek i¶v‡_© cÖ‡qvRbxq cwigvb wcK`vbx ’̄vcb, 
KviLvbv‡K ay‡jvevwj gy³ ivLv Ges Av ª̀©Zv gy³ ivLvi mv‡_ mv‡_ mswkó mKj wel‡q KZ…©c‡¶i 
m‡PZbZvi mv‡_ mv‡_ cÖwZwU kªwgK‡K GB wel‡q cÖwkÿ‡bi gva¨‡g m‡PZb Ki‡Z n‡e| 

`vwqZ¡cÖvß e¨w³e‡M©i KvRt 
(Responsibilities of 
Assigned Persons) 

e¨e ’̄vcbv cwiPvjK / cwiPvjK t- e¨e ’̄vcbv cwiPvjK / cwiPvjK n‡”Q AÎ bxwZgvjv Aby‡gv` `vbKvix|  
gnve¨e ’̄vcK (gvbem¤ú` I cÖkvmb)t- gnve¨e ’̄vcK (gvbem¤ú` I cÖkvmb) wb‡¤§v³ e¨w³M‡Yi gva¨‡g GB 
bxwZgvjv ev Í̄evqb Ki‡eb| 
mnt gnve¨e ’̄vcK (gvbem¤ú` I cÖkvmb) t- AÎ bxwZgvjv Abymib K‡i e¨e ’̄vcK wb‡¤§v³ e¨w³M‡Yi gva¨‡g 
bxwZgvjv ev Í̄evqb Ki‡Z cÖ‡qvRbxq e¨e ’̄v wb‡eb Ges wmwbt e¨e ’̄vcK (gvbem¤ú` I cÖkvmb) †K AeMZ Ki‡eb|  
mnt-e¨e ’̄vcK (AwMœ wbivcËv) t- AÎ bxwZgvjv Abymib K‡i mnte¨e ’̄vcK (AwMœ wbivcËv) †h †Kvb ai‡bi AwMœ 
`~N©Ubvq kªwgK‡`i ¯̂v¯’¨ I wbivcËv e¨e ’̄v  eRvq ivL‡Z wb‡¤§v³ e¨w³M‡Yi gva¨‡g cÖ‡qvRbxq e¨e ’̄v wb‡eb Ges  
e¨e ’̄vcK (gvbem¤ú` I cÖkvmb) †K AeMZ Ki‡eb| 
Wv³vi t- AÎ bxwZgvjv Abymib K‡i KviLvbvi mKj‡K cÖ‡qvRbxq wPwKrmv cÖ`vb Ki‡eb| 
 
bxwZgvjv cwicwš’ †Kvb NUbv hw` N‡U Z‡e Zv wbgœwjwLZ Dcv‡q Z`šÍ mv‡c‡¶ mgvavb Ki‡eb| 
 
Awf‡hvM (Complain) t- †g‡Uªv wbwUs GÛ WvBs wgjm& wjt ‡Z Kg©iZ †h ‡Kvb Kg©KZ©v, Kg©Pvix I kªwg‡Ki 
weiæ‡× Ò¯̂v ’̄¨ I wbivcËv bxwZgvjvÓ cwicš’x †Kvb Awf‡hvM cvIqv †M‡j `vwqZ¡cÖvß e¨w³MY Zvi weiæ‡× kvw Í̄g~jK 
e¨e ’̄v MÖnY Ki‡Z cvi‡eb| 
Z`šÍ (Investigation) t- G ai‡bi †Kvb Awf‡hvM cvIqv †M‡j Zr¶wYKfv‡e c Ö‡qvRbxq AvBbvbyM e¨e ’̄v MÖnY 
Kiv n‡e| 
bw_cÎ msi¶Y (Documentation) t- G msµvšÍ mgy`q bw_cÎvw` gvbe m¤ú` wefv‡M msi¶Y Kiv n‡e Ges 
cieZ©x †h‡Kvb mg‡q Zv hvPvB Kivi Rb¨ msiw¶Z _vK‡e| 
kvw Í̄g~jK e¨e ’̄vmgyn (Sanctions) t- GB bxwZgvjv cwicwš’ †Kvb Kv‡R †Kn wjß n‡j Zvi weiæ‡× cÖPwjZ 
AvBbvbyM e¨e ’̄v †bIqv n‡e| 
 

mivmwi ch©e¶bt¡ (Directly 
Monitoring)  

Kj¨vb Kg©KZ©v, gvbem¤ú` Kg©KZ©v, Dc e¨e ’̄vcK (Kgcøv‡qÝ), wmwbt e¨e ’̄vcK (gvbem¤ú`, cÖkvmb I 
Kgcøv‡qÝ)| 

cÖwk¶Y I bw_e×KiYt 
(Training & 

Documentation) 

`vwqZ¡cÖvß e¨w³ Kg©‡¶‡Î cÖwk¶‡Yi gva¨‡g kªwgK Kg©PvixMY‡K Ò¯̂v¯’¨ I wbivcËv  bxwZgvjvÓ m¤ú‡K© AewnZ 
Ki‡eb Ges kªwgK‡`i †gŠwjK gvbewaKvi wbwðZ Kivi Rb¨ cÖ‡qvRbxq c`‡¶c wb‡eb Ges Kg©‡¶‡Î Gi cÖ‡qv‡Mi 
w`Kwb‡ ©̀kbv w`‡eb Ges GmsµvšÍ mKj †iKW© msi¶Y Ki‡eb| 

`wjjv`x msiÿb c×wZt 
(Documents Keeping 
Procedure)  

kÖwgK Kg©Pvix‡`i‡K Ò¯̂v¯’¨ I wbivcËv bxwZgvjvÓ m¤ú‡K© cÖ‡qvRbxq cÖwkÿb cÖ`v‡bi ci cÖwkÿ‡bi hveZxq `wjjv`x 
‡hgb cÖwkÿ‡bi welqe Í̄, cÖwkÿ‡bi Qwe, cÖwkÿ‡b Dcw ’̄wZi ¯̂vÿi cÖf…wZ gvbem¤ú` wefvM dvBj AvKv‡i msiÿb 
Ki‡e| 
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bxwZgvjv ev Í̄evqb I m‡PZbZv e„w×t 
(Policy Implementation 
& Awareness Create) 

K) Kj¨vb Kg©KZ©v GB bxwZgvjv m¤ú‡K© mK‡ji g‡a¨ m‡PZb Kvivi Rb¨ Bnv †bvwUk ‡ev‡W© Uvwb‡q w`‡eb| 
L) KviLvbvi gvbem¤ú`, ˆe ỳ¨wZK wbivcËv, AwMœ wbivcËv Kg©KZ©vMY Ges Kj¨vb Kg©KZ©v GB bxwZgvjv m¤ú‡K© 
mswkøó mKj‡K cÖ‡qvRbxq cªwk¶Y cÖ`vb Ki‡eb| 
M) GB bxwZgvjv h_vhZfv‡e cvjb Kiv n‡”Q wKbv Zv wbwðZ Ki‡Z cÖwZgv‡mB Dc-gnv e¨e ’̄vcK (gvbem¤ú`, 
cÖkvmb I Kgcøv‡qÝ) KZ…©K g‡bvbxZ cÖwZwbwa KviLvbv cwi`k©b Ki‡eb I wi‡cvU© †ck Ki‡eb| 
 

djveZ©b I wbqš¿bt  
(Feed Back & Control) 

K) GB bxwZgvjv h_vhZfv‡e cvjb Kiv n‡”Q wKbv Zv wbwðZ Ki‡Z GKwU †PKwj÷ ‰Zix Kiv n‡q‡Q| KviLvbvi 
gvbem¤ú` cÖwZwbwa Ges Kj¨vb Kg©KZ©v GB †PKwj÷ Abymib K‡i bxwZgvjvi h_vhZ ev Í̄evqb n‡”Q wKbv Zvi 
wdWe¨vK MÖnY Ki‡eb| 
L) GB bxwZgvjv h_vhZfv‡e cvjb Kiv n‡”Q wKbv Zv wbwðZ Ki‡Z cÖwZgv‡mB Dc-gnv e¨e ’̄vcK (gvbem¤ú`, 
cÖkvmb I Kgcøv‡qÝ) KZ…©K g‡bvbxZ cÖwZwbwa KviLvbv cwi`k©b Ki‡eb I D³ †PKwj÷ †_‡K wdWe¨vK wb‡eb I  
wi‡cvU© †ck Ki‡eb| 
M) Af¨šÍixb wbixÿK, Kj¨vb Kg©KZ©v Ges †Mvcbxq Aby‡hvM Gi wfwË‡Z ev Awf‡hvM ev· n‡Z cvIqv Awf‡hv‡Mi 
wfwË‡Z Z`šÍ mv‡c‡¶ AvBbvbyM e¨e ’̄v MÖnY Kiv n‡e| 
 

mf¨Zvi µgweKv‡ki mv‡_ mv‡_ Mv‡g©›Um wk‡íi Pvwn`v w`b w`b †e‡oB Pj‡Q| evsjv‡`‡ki ˆZwi †cvlvK wk‡íi gvb BwZg‡a¨B ewntwe‡k¦ GKwU ¯̂Zš¿ cwiPq 
Lyu‡R †c‡Z m¶g n‡q‡Q| ZvB GB wk‡íi gva¨‡g ˆe‡`wkK gy ª̀v AR©‡bi GB MwZ‡K Z¡ivwš^Z Ki‡Z n‡j, GB wkí‡K evuwP‡q ivL‡Z n‡j cÖ_‡gB „̀wócvZ 
Ki‡Z n‡e Gi cªvY kw³i w`‡K| Avi Zv n‡jv GB wk‡í Kg©iZ kªwgK-Kg©Pvix| GKwU ¯̂v¯’¨ m¤§Z cwi‡ek, Rvb-gv‡ji wbivcËv - cÖwZwU kªwgK-Kg©Pvix‡K 
wbRK‡g© Av‡iv AbycÖvwYZ Ki‡e, evo‡e Drcv`b| Avi M‡e©i mv‡_ Avgiv ej‡Z cvi‡ev| 

QUALITY IS OUR PRIDE 

TIMELY DELIVERY IS OUR COMMITMENT AND 

                                          COST PRODUCTIVITY COMES ABOVE ALL 
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¯^v¯’¨ I wbivcËv bxwZgvjv hvPvBKib  
Health & Safety Policy Check List 

 
KviLvbvi bvg t †g‡Uªv wbwUs GÛ WvBs wgjm& wjt 
bxwZgvjvi bvgt ¯̂v¯’¨ I wbivcËv bxwZgvjv | 
wbixÿKt------------------------------------- 
ZvwiLt-------------------------------------- 
 

µwgK 
bs 

hvPvBKib welq n üv bv gšÍe¨ 

1 ¯^v¯’¨ I wbivcËv bxwZgvjv †bvwUk †ev‡W © Uvwb‡q ‡`qv n‡q‡Q wKbv?    
2 bxwZgvjv m¤ú‡K© mswkøó mKj‡K cÖ‡qvRbxq cÖwk¶b cÖ`vb Kiv n‡q‡Q wKbv?    
3 KviLvbv I cvk¦©eZ©x GjvKv cwi®‹vi cwi”Qbœ Av‡Q wKbv?    
4 cÖwZwU cÖv_wgK wPwKrmv ev‡· D‡jøwLZ ª̀e¨vw` gRy` Av‡Q wKbv?     
5 Lvevi cvwb Uq‡jU Ges †ewmb †_‡K Kg c‡¶ 20 dzU ~̀‡i Av‡Q wKbv?    
6 Kg©iZ kªwgK‡`i cÖ‡qvRbxq msL¨K c„_K cyiæl I gwnjv Uq‡jU Av‡Q wKbv?    
7 gwnjv Uq‡j‡U XvKbvhy³ I‡q‡óR †ccvi ev‡®‹U Av‡Q wKbv?    
8 wbUKeZx© nvmcvZv‡ji mwnZ Contract Ges Riæix cÖ‡qvR‡b Mvwoi e¨e¯’v Av‡Q wKbv?    
9 KviLvbvi KvR PjvKvjxb mg‡q KviLvbvi wbM©gY c_ eÜ ivLv nq wKbv?    
10 ‡gBb myBP †ev‡W©i D‡jøL‡hvM¨ myBP ¸‡jvi “ON”Ges “OFF” gvwK©s Av‡Q wKbv?     
11 wW.we †ev‡W© wec`RbK (Danger) jvMv‡bv Av‡Q wKbv?    

12 we`y¨r P‡j †M‡j ch©vß Av‡jvi Rb¨ Emergency Light Gi e¨e ’̄v Av‡Q wKbv?     
13 mK‡jB wbqwgZ PPE e¨envi K‡i wKbv?    

14 wbqwgZ PP) e¨envi m¤ú‡K© cÖwk¶b cÖ`vb Kiv nq wKbv?    

15 mg¯Í ˆe ỳ¨wZK ms‡hvM wbivc`fv‡e/wbqwgZ †PK Kiv nq wKbv?    
16  D”P kã cwijw¶Z ’̄v‡bi kªwgKiv Bqvi cøvM/Bqvi Wªvg e¨envi K‡i wKbv?    
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‡Kv¤úvbx bxwZgvjv t 
(Company Policy)   

‡g‡Uªv wbwUs GÛ WvBs wgjm wj: GKwU 100% ißvbxg~Lx bxU K‡¤úvwRU †cvkvK cÖ¯‘ZKvix 

¯^bvgab¨ cÖwZôvb| GB cÖwZôv‡b wb‡qvwRZ mKj kªwgK Kg©Pvixi hveZxq AwaKvi I my‡hvM 

myweav ILO Kb‡fbkb, evsjv‡`k kÖgAvBb 2006, kÖg wewagvjv 2015 I m¤§vwbZ 

†µZvM‡bi AvPib wewa (Buyer Code Of Conduct) Abyhvqx cwiPvwjZ nq|  ‡g‡Uªv 

KZ…©c¶ ‰elg¨Ki‡Yi †¶‡Î GKwU mywbw`©ó bxZgvjv AbymiY K‡i _v‡Kb| 

 

cÖwZkÖæwZt 

(Commitment)  
†g‡Uªv KZ…©cÿ KviLvbvi Drcv`b e„w×i j‡¶¨ GKwU my›`i I wbivc` Kv‡Ri cwi‡ek m„wó 
Ki‡Z GKwU myôz I MÖnb‡hvM¨ A-cÿcvwZZ¡g~jK ev ˆelg¨nxbZv bxwZgvjv cÖbqb K‡ib| A-
cÿcvwZZ¡g~jK bxwZgvjvi †ÿ‡Î †g‡Uªv KZ…©cÿ †Kvb Av‡cvl K‡i bv| 

 
 
D‡Ïk¨t  
(Objective)  

‰`bw›`b Kvh©m¤úv`‡bi †¶‡Î †Kvb cÖKvi c¶cvwZZ¡ bv K‡i wb‡qvM Kiv nq kaygvÎ 

`¶Zv I †hvM¨Zvi wfwË‡Z| GLv‡b ¯^v¯’¨ †mevmn mKj cÖKvi my‡hvM myweav, AwaKvi 

mKj kªwg‡Ki Rb¨ mgvb| kªwgK wK bvix bv cyiæl G welqwU we‡ePbvq Avbv nq bv| 

bvix kªwgK `~e©j Ges cyiæl kªwgK mej Giƒc †Kvb avibv †g‡Uªv KZ…©c¶ wek¦vm K‡i bv| 

ZvB wb‡qv‡Mi †¶‡Î gwnjv‡`i †Kvb cÖKvi cÖm~wZRwbZ cÖkœ ev cix¶v K‡ib bv| 

A_©vr wb‡qvM, †eZb I myweav, c‡`vbœwZ, ewn®‹vi I Aem‡ii †¶‡Î †Kvb cÖKvi ˆelg¨ 

ev we‡f` A_ev RvwZ, ag©, eY©, eqm, wj½, †Mvwô GgbwK kvixwiK A¶gZvi †¶‡ÎI 

†Kvb cÖKvi ‰elg¨ Kiv nq bv A_©vr Ò‰elg¨KiY m¤ú~Y© wbwl×Ó| 

 
 

bxwZgvjvi AvIZv t 
(Scope) 

‡g‡Uªv wbwUs GÛ WvBs wgjm wj:  G wb‡qvwRZ mKj kªwgK I Kg©Pvixi Rb¨ G bxwZgvjv 
cÖ‡hvR¨ n‡e| GKB mv‡_ ‡g‡Uªv wbwUs GÛ WvBs wgjm wj: Gi mv‡_ hviv e¨emvwqK 
wewfbœ Kg©K‡Û RwoZ Zv‡`i †¶‡ÎI G bxwZgvjv cÖ‡hvR¨ n‡e| 

m~Ît  
(Reference)  

GB bxwZgvjv evsjv‡`k kªg AvBb 2006, kÖgwewagvjv 2015, m¤§vbxZ ‡µZvM‡Yi AvPib 
wewa (Buyer Code Of Conduct) Ges ILO Kb‡fbkb we‡ePbv c~e©K M„nxZ n‡q‡Q|  

A-c¶cvwZZ¡g~jK ev ˆelg¨nxbZv bxwZgvjv 
(Non-Discrimination Policy) 

bxwZgvjv ïiæi ZvwiL   t 01/01/2009 Bs 

ms‡kva‡bi ZvwiL t 01/01/2023Bs 

cieZx© ms‡kva‡bi ZvwiL t 02/01/2024Bs 

ms‡kva‡bi bv¤^vi t 04 

Ref No:  S(S)P-07(05) 
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Organogram t 

 
 
 
 
 
 
 
 
 
 
 
 

bxwZgvjv ev¯Íevqb c×wZ t 
(Policy 
Implementation 
Procedure) t 

K) AvBbMZ Kg©KvVv‡gv †g‡b Pjv t MÖæc A‰elg¨bxwZ, wb‡qvM I PvKzixi †¶‡Î mgZv, 
cÖwk¶b, `¶Zv , gvZ…Kvjxb mg‡q mg-AwaKvi Ges †hŠb nqivbx  cÖwZ‡iv‡ai †¶‡Î 
m¤ú~b©iƒ‡c †`‡ki msweavb I †`‡k cÖPwjZ AvBb †g‡b P‡j|  
 

L) evQvB c×wZ t wj½, RvwZ, ag©, eY©, eqm, ivR‰bwZK wek¦vm, fvlv Ges GjvKvi Dci 
wfwË K‡i GLv‡b KvD‡K wb‡qvM †`qv nq bv| †g‡Uªv KZ…©cÿ mKj ˆelg¨gyjK AvPi‡bi 
we‡ivaxZv K‡i | GLv‡b cÖwZeÜx‡`i †¶‡ÎI mg AwaKvi wbwðZ Kiv nq|  
 

M) †eZ†bi †¶‡Î A‰elg¨ bxwZ t ‡eZb cÖ`vb I Ab¨vb¨ myweavi †¶‡Î bvix-cyiæl †f`v‡f` 

K‡i bv| gRyixi †ÿ‡Î kÖwgK bvix wKsev cyiæl †mUv we‡ePbv bv K‡i mg Kv‡R 
mg-gRyix cÖ`vb Kiv nq| Avgiv wj½ wbi‡c¶Zv †g‡b Pwj I PvKzix g~j¨vq‡b Zv cÖ‡qvM 
Kwi|   
 

N) wk¶v, cÖwk¶b Ges ‡ckvMZ cwiKíbv t wk¶v Ges cÖwk¶‡bi †¶‡Î bvix-cyiæl †f`v‡f` 
bv K‡i mg AwaKvi wbwðZ K‡i| c‡`vbœwZ I †ckvMZ `¶Zv e„w×i †¶‡ÎI mgZvbxwZ MÖnb 
Kiv nq| 
 

O) gvZ…Z¡ Kvjxb my‡hvM-myweav t cÖPwjZ AvBbvbyhvqx Avgiv gvZ…©Z¡Kvjxb my‡hvM myweav w`‡q 
_vwK| gwnjviv †hb QywUi ci †Kvb iKg mgm¨v Qvov Kv‡R †hvM`v‡bi my‡hvM cvq G Rb¨ AÎ 
KviLvbv bgbxqZvi bxwZ MÖnY K†i|  
P) AšÍtmZ¡v cix¶v t wb‡qv‡Mi c~‡e© †Kvb gwnjvi AšÍtmZ¡v cix¶v Kiv hv‡e bv| 
Q) ‰elg¨ we‡ivax KwgwU t Dc‡ii  bxwZ ¸‡jv mZK©Zvi mwnZ ev¯Íevq‡bi Rb¨ KviLvbv 
GKwU KwgwU MVb Ki†e| 
GQvov I k~b¨ ev m„ó c` mg~‡n (kÖwgK, Kg©Pvix I Kg©KZ©vmn D”Pc` ’̄ †h †Kvb c`) kÖwgKMb 

†hb Av‡e`b Ki‡Z cv‡i †m Rb¨ k~b¨ ev m„ó c` mg~‡ni wecix‡Z †bvwUk †ev‡W© †bvwUk, wc.G 

wm‡÷g, wjd‡jU weZib BZ¨vw` gva‡g kÖwgK‡`i g‡a¨ cÖPvibv Pvjv‡bv nq| hv‡Z K‡i D³ 

c` mg~‡n †hvM¨ I †gavex kÖwgK Mb wb‡qvMjvf Ki‡Z cv‡i Ges KviLvbvi Dbœq‡b f~wgKv 

ivL‡Z cv‡i| 

†MvcYxq Aby‡hvM c×wZt 
(Confidential 
Grievance 
Procedure)   

hw` †Kvb kªwgK I Kg©Pvix G bxwZgvjvi cwicwš’ †Kvb AvPi‡bi m¤§~Lxb nb Z‡e wZwb wb‡R 
ev Uq‡j‡U msiw¶Z Awf‡hvM ev·, KviLvbvq Kg©iZ Kj¨vb Kg©KZ©v, AskMÖnbKvix KwgwU, 
KviLvbvq D”Pc`¯’ †h †Kvb Kg©KZ©v (hv‡K wZwb wbf©i‡hvM¨ g‡b K‡ib) A_ev †Kv¤úvbxi 
gvbem¤ú` I cÖkvmb wefv‡M mivmwi A_ev nUjvB‡bi gva¨‡g (24 N›Uv) A_ev cÎ (wPwV) 
gvidZ Rvbv‡Z cv‡ib| G wel‡q m‡e©v”P mZK©Zv Ges †MvcbxqZv i¶vi welqwU wbwðZ 
Ki‡Z KZ„©c¶ Aw½Kvive×| 

MD / Director 

GM (Admin, HR & Com.) GM (Pro. & Plan) 

P.M 

In-charge 

Supervisor 

AGM (Admin, HR & Com.) 

Asst. Manager (Admin, HR & Com.) 

Welfare Officer 
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`vwqZ¡cÖvß e¨w³e‡M©i 
KvRt 
(Responsibilities 
of Assigned 
Persons) 

e¨e ’̄vcbv cwiPvjK / cwiPvjK t- e¨e ’̄vcbv cwiPvjK / cwiPvjK n‡”Q AÎ bxwZgvjv Aby‡gv` 

bKvix|  

gnve¨e ’̄vcK (Drcv`b I cø¨vwbs) t- AÎ bxwZgvjv Abymib Ki‡eb Ges bxwZgvjv ev Í̄evqb Kivi 

Rb¨ cÖ‡qvRbxq e¨e ’̄v wb‡eb| 

gnve¨e ’̄vcK(gvbem¤ú` I cÖkvmb) t- gnve¨e ’̄vcK(gvbem¤ú` I cÖkvmb) wb‡¤§v³ e¨w³M‡Yi 

gva¨‡g GB bxwZgvjv ev Í̄evqb Ki‡eb|  

gnve¨e ’̄vcK(Drcv`b) t- gnve¨e ’̄vcK(Drcv`b) AÎ bxwZgvjv Abymib K‡i wefvMxq cÖav‡bi 

gva¨‡g GB bxwZgvjv ev Í̄evqb Ki‡eb|  

mnKvix gnve¨e ’̄vcK (gvbem¤ú` I cÖkvmb) t- AÎ bxwZgvjv Abymib K‡i e¨e ’̄vcK wb‡¤§v³ 

e¨vw³M‡Yi gva¨‡g bxwZgvjv ev Í̄evqb Ki‡Z cÖ‡qvRbxq e¨e ’̄v wb‡eb Ges gnve¨e ’̄vcK(gvbem¤ú` I 

cÖkvmb) †K AeMZ Ki‡eb|  

e¨e ’̄vcK (Drcv`b) t- AÎ bxwZgvjv Abymib K‡i kªwgK‡`i Kv‡Ri Z`viwK Ki‡eb Ges 

gnve¨e ’̄vcK (Drcv`b I cø¨vwbs) †K AeMZ Ki‡eb| 

BbPvR© (Drcv`b) t- AÎ bxwZgvjv Abymib K‡i Zvi Awab ’̄‡`i Z`viwK Ki‡eb Ges e¨e ’̄vcK 

(Drcv`b) †K AeMZ Ki‡eb| 

mycvifvBRvi (Drcv`b) t- AÎ bxwZgvjv Abymib K‡i Zvi Awab ’̄‡`i Z`viwK Ki‡eb Ges BbPvR© 

(Drcv`b) †K AeMZ Ki‡eb| 

AskMÖnbKvix `j t- AÎ bxwZgvjv Abymib K‡i wbR wbR Kv‡R g‡bvwb‡ek Ki‡eb Ges kªwgK 

AskMÖnbKvix `‡ji m`m¨ wn‡m‡e bxwZgvjv cwicwš’ †Kvb KvR cwijw¶Z n‡j Zv KZ…©c‡¶i gva¨‡g 

Av‡jvPbv ¯̂v‡c‡¶ mgvavb Ki‡eb| 
 

cÖkvmwbK Kg©KZ©v t- AÎ bxwZgvjv Abymib K‡i KviLvbvi mKj‡K GB wel‡q m‡PZb Kivi Rb¨ 

ÒA-c¶cvwZZ¡g~jK ev ˆelg¨nxbZv bxwZgvjvÓ †bvwUk‡ev‡W© Uvwb‡q w`‡eb Ges ÒA-c¶cvwZZ¡g~jK 

ev ˆelg¨nxbZv bxwZgvjvÓ Abymib Kiv n‡”Q wK bv Zv wbwðZ Kivi Rb¨ gvbem¤ú` I cÖkvmb Ges 

Kj¨vbKg©KZv©Mb m`v mRvM _vK‡eb|  

Kj¨vb Kg©KZ©v t- AÎ bxwZgvjv Abymib K‡i KviLvbvi mKj‡K GB wel‡q m‡PZb Kivi Rb¨ ÒA-

c¶cvwZZ¡g~jK ev ˆelg¨nxbZv bxwZgvjvÓ m¤ú‡K© mKj‡K cÖ‡qvRbxq cÖwk¶b cÖ`vb Ki‡eb Ges 

†Kv_vI Gi e¨wZµg cwijw¶Z n‡j KZ…©c‡¶i mnvqZvq cÖ‡qvRbxq e¨ve ’̄v wb‡eb| 

bxwZgvjv cwicwš’ †Kvb NUbv hw` N‡U Z‡e Zv wbgœwjwLZ Dcv‡q Z`šÍ mv‡c‡¶ mgvavb Ki‡eb| 

Awf‡hvM (Complain) t- ‡g‡Uªv wbwUs GÛ WvBs wgjm wjt ‡Z Kg©iZ †h ‡Kvb Kg©KZ©v, Kg©Pvix I 

kªwg‡Ki weiæ‡× ÒA-c¶cvwZZ¡g~jK ev ˆelg¨nxbZv bxwZgvjvÓ cwicš’x †Kvb Awf‡hvM cvIqv †M‡j 

`vwqZ¡cÖvß e¨w³MY Zvi weiæ‡× kvw Í̄g~jK e¨e ’̄v MÖnY Ki‡Z cvi‡eb| 
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Z`šÍ (Investigation) t- G ai‡bi †Kvb Awf‡hvM cvIqv †M‡j Zr¶wYKfv‡e cÖ‡qvRbxq 

AvBbvbyM e¨e ’̄v MÖnY Kiv n‡e| 

bw_cÎ msi¶Y (Documentation) t- G msµvšÍ mgy`q bw_cÎvw` gvbe m¤ú` wefv‡M msi¶Y 

Kiv n‡e Ges cieZ©x †h‡Kvb mg‡q Zv hvPvB Kivi Rb¨ msiw¶Z _vK‡e| 

kvw Í̄g~jK e¨e ’̄vmgyn (Sanctions) t- GB bxwZgvjv cwicš’x †Kvb Kv‡R †Kn wjß n‡j Zvi weiæ‡× 

cÖPwjZ AvBbvbyM e¨e ’̄v †bIqv n‡e| 

mivmwi ch©e¶bt¡ 
(Directly 
Monitoring) 

Kj¨vb Kg©KZ©v, gvbem¤ú` Kg©KZ©v, Dc e¨e ’̄vcK (Kgc øv‡qÝ),  wmwbt e¨e¯’vcK 
(gvbem¤ú`, cÖkvmb I Kgcøv‡qÝ), gnve¨e ’̄vcK (gvbem¤ú`, cÖkvmb I Kgcøv‡qÝ)| 

cÖwk¶Y I bw_e×KiYt 
(Training & 
Documentation) 

`vwqZ¡cÖvß e¨w³ Kg©‡¶‡Î cÖwk¶‡Yi gva¨‡g kªwgK Kg©PvixMY‡K A-c¶cvwZZ¡g~jK ev 

ˆelg¨nxbZv bxwZgvjv m¤ú‡K© AewnZ Ki‡eb Ges kªwgK‡`i †gŠwjK gvbewaKvi wbwðZ Kivi 
Rb¨ cÖ‡qvRbxq c`‡¶c wb‡eb Ges Kg©‡¶‡Î Gi cÖ‡qv‡Mi w`Kwb‡ ©̀kbv w`‡eb Ges G msµvšÍ 
mKj †iKW© msi¶Y Ki‡eb| 

`wjjv`x msiÿb c×wZt 
(Documents 
Keeping Procedure)  

kÖwgK Kg©Pvix‡`i‡K A-c¶cvwZZ¡g~jK ev ˆelg¨nxbZv bxwZgvjv m¤ú‡K© cÖ‡qvRbxq cÖwkÿb 
cÖ`v‡bi ci cÖwkÿ‡bi hveZxq `wjjv`x ‡hgb cÖwkÿ‡bi welqe Í̄, cÖwkÿ‡bi Qwe, cÖwkÿ‡b Dcw ’̄wZi 
¯̂vÿi cÖf…wZ gvbem¤ú` wefvM dvBj AvKv‡i msiÿb Ki‡e| 

 
bxwZgvjv ev¯Íevqb I m‡PZbZv 
e„w×t  
(Policy 
Implementation & 
Awareness Create) 

K) Kj¨vbKg©KZ©v GB bxwZgvjv m¤ú‡K© mK‡ji g‡a¨ m‡PZb Kvivi Rb¨ Bnv †bvwUk ‡ev‡W© 

Uvwb‡q w`‡eb| 

L) KviLvbvi gvbem¤ú` I Kj¨vbKg©KZ©vMb GB bxwZgvjv m¤ú‡K© mswkøó mKj‡K cÖ‡qvRbxq 

cªwk¶Y cÖ`vb Ki‡eb| 

M) GB bxwZgvjv h_vhZfv‡e cvjb Kiv n‡”Q wKbv Zv wbwðZ Ki‡Z cÖwZgv‡mB gnv e¨e¯’vcK 

(gvbem¤ú`, cÖkvmb I Kgcøv‡qÝ) KZ…©K g‡bvbxZ cÖwZwbwa KviLvbv cwi`k©b Ki‡eb I 

wi‡cvU© †ck Ki‡eb| 

N) Af¨šÍixb wbixÿK, Kj¨vbKg©KZ©v Ges †Mvcbxq Aby‡hvM Gi wfwË‡Z ev Awf‡hvM ev· 

n‡Z cvIqv Awf‡hv‡Mi wfwË‡Z Z`šÍ mv‡c‡¶ kvw Í̄g~jK e¨e¯’v MÖnY Kiv n‡e| 

 
djveZ©b I wbqš¿bt  
(Feed Back & 
Control) 

K) GB bxwZgvjv h_vhZfv‡e cvjb Kiv n‡”Q wKbv Zv wbwðZ Ki‡Z GKwU †PKwj÷ ‰Zix 

Kiv n‡q‡Q| gvbem¤ú`, cÖwZwbwa Ges Kj¨vbKg©KZ©v GB †PKwj÷ Abymib K‡i bxwZgvjvi 

h_vhZ ev¯Íevqb n‡”Q wKbv Zvi wdWe¨vK MÖnY Ki‡eb| 

L) GB bxwZgvjv h_vhZfv‡e cvjb Kiv n‡”Q wKbv Zv wbwðZ Ki‡Z cÖwZgv‡mB gnv e¨e¯’vcK 

(gvbem¤ú`, cÖkvmb I Kgcøv‡qÝ) KZ…©K g‡bvbxZ cÖwZwbwa KviLvbv cwi`k©b Ki‡eb I D³ 

†PKwj÷ †_‡K wdWe¨vK wb‡eb I  wi‡cvU© †ck Ki‡eb| 

M) Af¨šÍixb wbixÿK, Kj¨vbKg©KZ©v Ges †Mvcbxq Aby‡hvM Gi wfwË‡Z ev Awf‡hvM ev· 

n‡Z cvIqv Awf‡hv‡Mi wfwË‡Z Z`šÍ mv‡c‡¶ AvBbvbyM e¨e ’̄v MÖnY Kiv n‡e| 

N) KviLvbv n‡Z G msµvšÍ †h‡Kvb Awf‡hvM cvIqv gvÎB Z`šÍ mv‡c‡¶ hvPvB K‡i 
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Awf‡hvMKvix‡K Zvi Awf‡hv‡Mi mZ¨Zv Rvbv‡bv Ges †KD wg_¨v Awf‡hvM cÖ`vb K‡i Zvi 

weiæ‡×I Z`šÍ mv‡c‡¶ AvBbvbyM e¨e¯’v MÖnY Kiv n‡e| 

 

DcwiD³ Av‡jvPbv n‡Z GB wm×v‡šÍ DcbxZ nIqv hvq †h, ißvbxgyLx Mv‡g©›Um wk‡í Drmvnx I wb‡ew`ZcÖvb kªwgK I 

Kg©Pvixe„›` mvd‡j¨i wbqvgK kw³ wn‡m‡e KvR K‡ib| ¯^vfvweKfv‡eB GB wk‡í wb‡qvwRZ mKj kªwgK ‡Kvb iKg 

‰elg¨Ki‡Yi ¯̂xKvi bv n‡q mK‡jB GKB bxwZ‡Z KvR K‡i Z‡eB wk‡íi weKv‡k cÖf~Z mnvqK n‡e| e¨e ’̄vcK‡`i `vwqZ¡ 

Ggb GKwU Drcv`b mnvqK Kg©cwi‡ek m„wó Kiv †hLv‡b mevB c¶cvwZZ¡g~jK ev ‰elg¨Ki‡Yi AvIZv gy³| G j‡¶¨B 

‡g‡Uªv wbwUs GÛ WvBs wgjm& wjt Ggb GKwU Drcv`b mnvqK Kg© cwi‡ek m„wó Ges eRvq ivL‡Z e×cwiKi †h cwi‡ek 

mK‡jB c¶cvwZZ¡g~jK ev ‰elg¨Ki‡Yi AvIZv gy³ _vK‡e| 

c¶cvwZZ¡ ev ˆelg¨ m¤ú~b©iƒ‡c wbwl× | 
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A-c¶cvwZZ¡g~jK ev ˆelg¨nxbZv bxwZgvjv hvPvBKib  
Non-Discrimination Policy Check List 

 
KviLvbvi bvg t ‡g‡Uªv wbwUs GÛ WvBs wgjm wjt 
bxwZgvjvi bvgt A-c¶cvwZZ¡g~jK ev ˆelg¨nxbZv bxwZgvjv 
wbixÿKt------------------------------------- 
ZvwiLt-------------------------------------- 
 

µwgK 
bs 

hvPvBKib welq n&u¨v bv gšÍe¨ 

1 A-c¶cvwZZ¡g~jK ev ˆelg¨nxbZv bxwZgvjv †bvwUk †ev‡W© Uvwb‡q ‡`qv n‡q‡Q wKbv?    
2 bxwZgvjv m¤ú‡K© mswkøó mKj‡K cÖ‡qvRbxq cÖwk¶b cÖ`vb Kiv n‡q‡Q wKbv?    
3 A-c¶cvwZZ¡g~jK ev ˆelg¨nxbZv bxwZgvjvi cwicš’x Kv‡Ri Rb¨ KvD‡K wePv‡ii AvIZvq 

Avbvi e¨e¯’v wKbv? 
   

4 kvixwiK wbh©vZb K‡i KvR Kiv‡bv nq wKbv?    
5 Avw_©K ¶wZ mva‡bi gva¨‡g KvR Kiv‡bv nq wKbv?    
6 ‡eZb cÖ`vb I Ab¨vb¨ myweavi †¶‡Î bvix-cyiæl †f`v‡f` Kiv nq wKbv?    
7 wj½ wbi‡c¶Zv †g‡b Pjv Ges PvKzix g~j¨vq‡b Zv cÖ‡qvM Kiv nq wKbv?      
8 wk¶v I cÖwk¶‡bi †¶‡Î bvix-cyiæ‡li mg AwaKvi wbwðZ Kiv nq wKbv?    
9 c‡`vbœwZ I †ckvMZ `¶Zv e„w×i †¶‡Î mg AwaKvi wbwðZ Kiv nq wKbv?    
10 AvBbvbyhvqx gvZ…©Z¡Kvjxb mKj my‡hvM myweav ‡`qv nq wKbv?    
11 wb‡qv‡Mi c~‡e© †Kvb gwnjvi AšÍtmZ¡v cix¶v Kiv nq wKbv?    
12 bxwZgvjv cwicš’x†Kvb Awf‡hvM cvIqv †M‡j Zvr¶wYKfv‡e AvBbvbyM e¨e ’̄v MÖnY Kiv nq wKbv?    
13 G msµvšÍ mgy`q bw_cÎvw` gvbe m¤ú` wefv‡M msi¶Y Kiv nq wKbv?    
14 Awfhy³ e¨w³‡K Zvi AvPiY cwieZ©‡bi Rb¨ cÖwk¶Y cÖ`v‡b Kiv nq wKbv?    
15 GB bxwZgvjv m¤ú‡K© mswkó mKj‡K cÖ‡qvRbxq c ªwk¶Y cÖ`vb Kiv nq wKbv?    
16 G msµvšÍ †h‡Kvb Awf‡hvM cvIqv gvÎB Z`šÍ mv‡c‡¶ hvPvB K‡i Awf‡hvMKvix‡K Zvi 

Awf‡hv‡Mi mZ¨Zv Rvbv‡bv Ges †KD wg_¨v Awf‡hvM cÖ`vb Ki‡j Zvi weiæ‡×I Z`šÍ 
mv‡c‡¶ AvBbvbyM e¨e¯’v MÖnY Kiv nq wKbv? 
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‡g‡Uªv wbwUs GÛ WvBs wgjm& wjt 
ivgvievM, dZzjøv, bvivqYMÄ| 
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1. bxwZgvjv (Policy) 

†Kv¤úvbx bxwZgvjv 
†Nvlbv (Company Policy 

Statement) 

‡g‡Uªv wbwUs GÛ WvBs wgjm wj: GKwU 100% ißvbxg~Lx †cvkvK cÖ¯‘ZKvix ¯̂bvgab¨ 
cÖwZôvb| d¨v±ix‡Z mvejxj Kg©cÖevn wbwðZ Kivi Rb¨ my›`i Kg©cwi‡ek Acwinvh©| my›`i 
Kg©cwi‡e‡ki Rb¨ MÖnY‡hvM¨ Awf‡hvM wb¯úwË e¨e ’̄vcbv AZ¨vek¨K| KviY Awf‡hvM 
h_vh_fv‡e wb¯úwË bv n‡j mwÂZ †ÿv‡fi ewntcÖKvk Awbevh© hv Pig wek„•Ljv m„wó Ki‡Z 
cv‡i| GB we‡ePbvq ‡g‡Uªv wbwUs GÛ WvBs wgjm wj: KZ…©cÿ wjwLZ Awf‡hvM bxwZgvjv 
cÖYqb K‡i‡Q hv Abymi‡Y KZ…©cÿ e×cwiKi| 

jÿ¨ I D‡Ïk¨ 
(Objective & Target) 

me©Rb MÖvn¨ Awf‡hvM wb¯úwË e¨e ’̄v Abymi‡Yi gva¨‡g my›`i Kg©cwi‡ek wbwðZ Kiv Ges 
Kg©‡ÿ‡Î Awf‡hv‡Mi gvÎv n«vm Kiv| 

bxwZgvjvi cwiwa 
(Scope of the 

Policy) 

‡g‡Uªv wbwUs GÛ WvBs wgjm wj: G wb‡qvwRZ mKj kªwgK, Kg©KZ©v I Kg©Pvixi Rb¨ G 
bxwZgvjv cÖ‡hvR¨ n‡e|  

m~Î 
(Law Reference) 

‡g‡Uªv wbwUs GÛ WvBs wgjm wj: Gi wb‡qvM bxwZgvjv evsjv‡`k kÖg AvBb-2006 Ges Gi 
me©‡kl ms‡kvabx 2013 mv‡ji evsjv‡`k kÖg AvBb, evsjv‡`k kÖg wewagvjv -2015 I 
AvB Gj I Kb‡fbkb (ILO Convention) Gi wewaweavb Ges m¤§vwbZ MÖvnK/†µZve„‡›`i  
AvPiYwewa (Code of Conduct) we‡ePbvc~e©K h_vh_fv‡e M„nxZ n‡q‡Q|  

cÖwZkÖæwZ  
(Commitment) 

e¨emvwqK mZZv I wbôvi mv‡_ cÖwZôvb cwiPvjbvi wbwg‡Ë ‡g‡Uªv wbwUs GÛ WvBs wgjm wj: G 
Kg©iZ kªwgK/Kg©PvixMY KZ…©K †h‡Kvb mg‡q Ges †h‡Kvb cÖ‡qvR‡b Awf‡hvM/civgk© mg~n, 
†hgbt Ab¨vq AwePvi, nqivbx, Ace¨envi, Am`vPvib, kvixwiK ev gvbwmK wbh©vZb, `~b©xwZ, Nyl 
ev ‡h‡Kvb cÖKv‡ii ˆel‡g¨i e¨vcv‡i evsjv‡`k kÖg AvBb-2006 Ges evsjv‡`k kÖg wewagvjv-
2015 h_vh_ fv‡e AbymiY K‡i cÖvß Awf‡hv‡Mi h_vh_ mgvav‡bi gva¨‡g Av`k© Kg©cwi‡ek 
wbwðZ Ki‡Z ‡g‡Uªv wbwUs GÛ WvBs wgjm wj: e¨e ’̄vcbv KZ…cÿ A½xKvie×| 

msMVb (Organization)                                

2.1  
cwjwm ev Í̄evqbKivi 

`vwqZ¡cÖvß e¨w³ 
(Responsible person for 
implement the policy) 

 

 
 
 
 
 
 
 
 
 
 
 

 
 
 

µ.bs wK Ki‡e ‡K Ki‡e KLb Ki‡e wKfv‡e Ki‡e ‡Kb Ki‡e gšÍe¨ 

Awf‡hvM/Aby‡hvM bxwZgvjv 
Grievance Policy 

bxwZgvjv ïiæi ZvwiL 01/01/2009 Bs 

ms‡kva‡bi ZvwiL 02/02/2023 Bs 

cieZ©x ms‡kva‡bi ZvwiL 02/02/2024 Bs 

ms‡kva‡bi bv¤^vi 07 
Ref No:  S(S)P-08(07) 

 MD/Director 

G.M (HR, Admin & Com.) 

AGM (HR Admin & Com.) 

Manager (Compliance) 

Officer (HR, Admin & Com.) Welfare Officer 
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2.2 
`vwqZ¡cÖvß e¨w³e‡M©i KvR 
(Responsibilities of 
Assigned Persons) 

 

1 

Awf‡hvM c×wZ 
m¤ú‡K© 

kªwgKMY‡K AeMZ 
Ki‡e 

Kj¨vY 
Kg©KZ©v 

KviLvbv 
PjvKvjxb mgq 

wcG wm‡÷g, cÖwk¶b 
I KvDwÝwjs Gi 

gva¨‡g | 

KviLvbvq Kg©iZ 
kªwgKMY hv‡Z 

mwVKfv‡e Awf‡hvM/ 
Aby‡hvM Rvbv‡Z 

cv‡ib| 

  

2 Awf‡hvM e· ’̄vcb 
wmIwm 

Awdmvi 
KviLvbv hLb Pvjyi 

ïiæ‡Z| 

gvbe m¤ú` wefvM 
cÖªav‡bi wb‡ ©̀‡k cÖ‡Z¨K 
Uq‡j‡U Awf‡hvM ’̄vcb 

Ki‡e| 

KviLvbvq Kg©iZ 
kªwgKMY hv‡Z mwVKfv‡e 

Awf‡hvM/Aby‡hvM 
Rvbv‡Z cv‡ib 

  

3 
Awf‡hvM e· 

Lyj‡eb| 
Kj¨vY 
Kg©KZ©v 

cÖwZ mßvn kwbevi 

Awf‡hvM e‡·i Zvjv 
†Lvjvi gva¨‡g 

Awf‡hvM¸‡jv msMÖn 
Ki‡eb| 

kªwgKMY KZ…©K cÖ‡`q 
Awf‡hvM/Aby‡hvM¸‡jv 
gvbe m¤ú` wefv‡Mi 
cÖav‡bi wbKU Rgv 
cÖ`v‡bi D‡Ï‡k¨| 

  

4 
‡iwRóv‡i Awf‡hvM 

wjwce× Kiv 
Kj¨vY 
Kg©KZ©v 

Awf‡hvM e· †_‡K 
Awf‡hvM msMÖn 

Kivi ci 

cÖvß Awf‡hvM/Aby‡hvM 
¸‡jv †iwRóv‡i wjwce× 
K‡i gvbe m¤ú` wefv‡M 

Rgv cÖ`vb Ki‡eb| 

cÖvß 
Awf‡hvM/Aby‡hvM¸‡jv 
DaŸ©Zb KZ…©c‡¶i wbKU 

Rvbv‡bvi Rb¨ gvbe 
m¤ú` wefv‡M Rgv 

w`‡eb| 

  

5 
‡d¬vi †_‡K 

Aby‡hvM/Awf‡hvM 
MÖnb Ki‡e 

‡d¬vi 
e¨e ’̄vcbv 
KZ…©c¶ 

KviLvbv PjvKvjxb 
mgq 

‡d¬vi †_‡K 
Aby‡hvM/Awf‡hvM MÖnb 
K‡i KZ…©c¶‡K AeMZ 

Ki‡e| 

cÖvß 
Awf‡hvM/Aby‡hvM¸‡jv 
DaŸ©Zb KZ…©c‡¶i wbKU 

Rvbv‡bvi Rb¨| 

  

6 
‡d¬vi †_‡K 

Aby‡hvM/Awf‡hvM 
MÖnb Ki‡e 

AskMÖnbKvix 
KwgwU 

KviLvbv PjvKvjxb 
mgq 

‡d¬vi †_‡K 
Aby‡hvM/Awf‡hvM MÖnb 
K‡i KZ…©c¶‡K AeMZ 

Ki‡e| 

cÖvß 
Awf‡hvM/Aby‡hvM¸‡jv 
DaŸ©Zb KZ…©c‡¶i wbKU 

Rvbv‡bvi Rb¨| 

  

7 
nU jvB‡bi `vwq‡Z¡ 

_vK‡eb| 
cÖkvmwbK 
Kg©KZ©v 

KviLvbv PjvKvjxb 
mgq 

nU jvB‡bi gva¨‡g cÖvß 
Aby‡hvM/Awf‡hvM¸‡jv 

KZ…©c¶‡K AeMZ Ki‡e| 

cÖvß 
Awf‡hvM/Aby‡hvM¸‡jv 
DaŸ©Zb KZ…©c‡¶i wbKU 

Rvbv‡bvi Rb¨| 

  

8 
Awf‡hvM/Aby‡hvM 

MÖnb 
gvbe m¤ú` 

cÖavb 
KviLvbv PjvKvjxb 

mgq 

wZwb wewfbœ gva¨g Øviv 
AvMZ Awf‡hvM Aby‡hvM 

MÖnb Ki‡eb| 

cÖvß 
Awf‡hvM/~Aby‡hvM¸‡jv 

Rvbv I myôzfv‡e wbim‡bi 
Rb¨| 

  

9 
Awf‡hvM/Aby‡hvM 

hvPvB/evQvB 
gvbe m¤ú` 

cÖavb 
Awf‡hvM/Aby‡hvM 

cvIqvi ci 

‡Kvb wel‡q 
Awf‡hvM/Aby‡hvM cvIqvi 

ci †m¸‡jvi mZ¨Zv 
hvPvB evQvB‡qi e¨e ’̄v 

Ki‡eb| 

cÖvß 
Awf‡hvM/~Aby‡hvM¸‡jv  

mwVKfv‡e Rvbv I  
myôzfv‡e wbim‡bi Rb¨| 

  

10 
Awf‡hvM/Aby‡hvM 

m¤ú‡K© wi‡cvU© †Zix 
Kiv 

Kj¨vY 
Kg©KZ©v 

Awf‡hvM/Aby‡hvM 
hvPvB evQvB‡qi ci 

cÖvß Awf‡hvM/Aby‡hvM 
¸‡jv hvPvB evQvB‡qi ci 
†m¸‡jv wi‡cvU© ˆZix Kiv 
I gvbe m¤ú` cÖav‡bi 

wbKU Rgv cÖ`vb| 

cÖvß 
Awf‡hvM/~Aby‡hvM¸‡jv    
myôzfv‡e wbim‡bi Rb¨| 

  

11 
DaŸ©Zb KZ…©c‡¶i 
wbKU wi‡cvU© †ck 

gvbe m¤ú` 
cÖavb 

Awf‡hvM/Aby‡hvM 
Gi wi‡cvU© ˆZixi 

ci 

cÖvß Awf‡hvM/Aby‡hvM 
¸‡jv m¤ú‡K© DaŸ©Zb 

KZ…©c¶‡K wi‡cvU© cÖ`vb 
Ki‡eb| 

cÖvß Awf‡hvM/Aby‡hvM 
¸‡jv m¤ú‡K© mwVKfv‡e 

DaŸ©Zb KZ…©c¶‡K 
Rvbv‡bvi Rb¨ wi‡cvU© 

cÖ`vb Ki‡eb| 

  

12 wm×všÍ cÖ`vb 
gvbe m¤ú` 

cÖavb 

DaŸ©Zb KZ…c‡¶i 
mv‡_ Av‡jvPbvi ci 
(Awf‡hv‡Mi aiY 

Abyhvqx) 

cÖvß Awf‡hvM/Aby‡hvM 
¸‡jv m¤ú‡K©  DaŸ©Zb 
KZ…©c¶‡K wi‡cvU© †ck 
K‡i Av‡jvPbv Ki‡eb| 

cÖvß 
Awf‡hvM/~Aby‡hvM¸‡jv   
myôzfv‡e wbim‡bi Rb¨ 
wm×vš— cÖ`vb Ki‡eb| 

  

       

3. Kvh©m~Px I c×wZ (Routines & Procedure) 

3.1 ev¯Íevqb Kvh©m~Px (Implementation Routine) 
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K) `vwqZ¡ t 
msMV‡bi ewY©Z Kvh©avivµg Ges `vwqZ¡cÖvß e¨w³MY cwjwm ev Í̄evq‡b f~wgKv cvjb Ki‡eb| 
Z‡e we‡kl K‡i gvbe m¤ú` wefv‡Mi †R¨ô e¨e¯’vcK I Kj¨vY Kg©KZ©vMY D³ bxwZgvjv 
ev¯Íevq‡b g~j f~wgKv cvjb Ki‡eb| 

L)  
bxwZgvjv ev¯Íevqb c×wZ : 

(Policy 
Implementation 

Procedure) 

 

‡g‡Uªv KZ…©c¶ memgq (Open Door Policy) Db¥y³ cÖ‡ek bxwZgvjv AbymiY K‡i _v‡Kb 

Ges wb‡Pi c×wZi gva¨‡g mKj mgm¨vi mgvavb K‡i _v‡Kb| 
 

 

K. Awf‡hvM c×wZt †Kvb kªwgK ev Kg©Pvix †Kvb iK‡gi nqivbx Ges Mvjg‡›`i 
¯^xKvi/m¤§yLxb n‡j Zvi/Zv‡`i welqwU DaŸ©Zb KZ©„c‡¶i †MvP‡i G‡b mgm¨vi 
cÖwZKvi/mgvav‡bi my‡hvM _vK‡Z n‡e| KZ©„c‡¶iI G wel‡q ̀ ªæZ Rvbv Ges cÖwZKv‡ii e¨e ’̄v 
Kivi Aek¨ KZ©e¨ i‡q‡Q| †h‡nZz cÖKv‡k¨ A‡b‡KB Awf‡hvM Rvbv‡bvi wel‡q wØavMÖ ’̄ ev 
Amyweav  †eva K‡i, †m‡nZz G ai‡bi Awf‡hvM †Mvcbxqfv‡e Kivi wb‡gœv³ c×wZmg~n ‡g‡Uªv 
wbwUs GÛ WvBs wgjm& wjt KZ…©c¶ AbymiY K‡i _v‡Kb|  
 

L. Awf‡hvM Rvbv‡bvi c×wZt ‡Mvcbxqfv‡e Awf‡hvM Rvbv‡bvi wel‡q ‡g‡Uªv wbwUs GÛ WvBs wgjm& 
wjt KZ©„c¶ hZœkxj| wbgœewY©Zfv‡e kªwgK-Kg©PvixMY Zv‡`i Awf‡hvM mg~n KZ©„c‡¶i 
† „̀wó‡MvP‡i Avb‡Z cv‡ib t --- 
 

1. †h ‡Kvb kªwgK Zvi Awf‡hvM cÖ_‡g Zvi wbKUZg KZ©„c¶ (jvBb e¨e ’̄vcbv) Ges 
µgvš̂‡q Dea©Zb KZ©„c‡¶i (m‡e©v”P Dea©Zb KZ©„cÿ ch©šÍ) eive‡i DÌvcb  K‡i 
Zvi Awf‡hvM KZ©„c‡¶i `„wó‡MvP‡i Avb‡Z cv‡ib| 

 

2. kÖwgKiv AskMÖnbKvix KwgwUi gva¨‡g Zv‡`i Awf‡hvM KZ©„c‡¶i `„wó‡MvP‡i Avb‡Z cv‡ib| 
 

3. kªwgKiv mivmwi nU jvBb (01713441240, 01730333910) bv¤^v‡i †dvb K‡i 
Zvi Awf‡hvM KZ©„c‡¶i `„wó‡MvP‡i Avb‡Z cv‡ib| 

 

4. mivmwi Kj¨vb Kg©KZ©vi gva¨‡g Zvi Awf‡hvM KZ©„c‡¶i `„wó‡MvP‡i Avb‡Z cv‡ib| 
 

5. wbivc`fv‡e iw¶Z Awf‡hvM ev· mKj kªwg‡Ki mn‡R Mgb‡hvM¨ ’̄v‡b (Uq‡j‡U) 
Zvjve× Ae ’̄vq we`¨gvb i‡q‡Q| Awf‡hvM ev‡·i Pvwe gvbem¤ú` I cÖkvmwbK cÖav‡bi 
wbKU Ges Kj¨vb Kg©KZ©vi wbKU iw¶Z Ges mßv‡ni cÖwZ kwbevi Zviv wb‡R ev·¸‡jv 
Lyj‡eb Ges Awf‡hvM †c‡j Zv KZ…©c‡¶i gva¨‡g h_vh_ e¨e ’̄v MÖnb Ki‡eb| kªwgK‡`i 
†KD B‡”Q Ki‡j Zvi/Zv‡`i cwiPq †Mvcb †i‡L Awf‡hvM †ck Ki‡Z cv‡i| 

 

6. kªwgKiv B‡”Q Ki‡j mivmwi mnKvix gnve¨e ’̄vcK (gvbem¤ú`, cÖkvmb I Kgcøv‡qÝ) 
Gi wbKU Zvi Awf‡hvM Rvbv‡Z cv‡ib| 

 

7. GQvov cwiPvjK g‡nv`q Ges gvbem¤ú` I cÖkvmb wefv‡Mi cÖav‡bi wVKvbv (†hgb- 
WvK wVKvbv, †gvevBj bv¤^vi, B-‡gBj wVKvbv BZ¨vw`) kªwgK‡`i Rvbv‡bv nq hv‡Z †h 
†Kvb kªwgK Zvi Awf‡hvM ‡h †Kvb gva¨‡g Rvbv‡Z cv‡ib| 

 

8. GQvovI nqivbx, MvjvMvwj A_ev Ab¨ †h †Kvb wel‡q Kv‡iv †Kvb m‡›`n _vK‡j †h †KD 

B”Qv Ki‡j gwnjv mwgwZ/GbwRI, †h †Kvb ¯̂v ’̄¨†K›`ª, ’̄vbxq `vwqZ¡kxj †h †Kvb 

cÖwZwbwa, †jvKvj eª¨v‡Ûi cÖwZwbwa, BDwbqb cÖwZwbwa, kÖwgK cÖwZwbwa, ’̄vbxq AvBb 

cÖ‡qvMKvix ev miKvix ms ’̄v A_ev ‰ea †mev cÖ`vbKvix ‡h Kv‡iv wbKU  kibvcbœ n‡Z 

cvi‡eb| 

 
†MvcYxq Aby‡hvM c×wZ (Confidential Grievance Procedure): 
hw` †Kvb kªwgK I Kg©Pvix G bxwZgvjvi cwicš’x †Kvb AvPi‡bi m¤§~Lxb nb Z‡e wZwb 
wb‡R ev Uq‡j‡U msiw¶Z Awf‡hvM ev·, KviLvbvq Kg©iZ Kj¨vb Kg©KZ©v, KviLvbvq 
D”Pc` ’̄ †h †Kvb Kg©KZ©v (hv‡K wZwb wbf©i‡hvM¨ g‡b K‡ib) A_ev †Kv¤úvbxi 
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gvbem¤ú`, cÖkvmb I Kgcøv‡qÝ wefv‡M mivmwi A_ev nUjvB‡bi gva¨‡g (24 N›Uv) 
A_ev cÎ (wPwV) gvidZ Rvbv‡Z cv‡ib| G wel‡q m‡e©v”P mZK©Zv Ges †MvcbxqZv i¶vi 
welqwU wbwðZ Ki‡Z KZ„©c¶ Aw½Kvive×| 
  

❑ hw` †Kvb kÖwgK †Kvb welq ev Kv‡iv weiæ‡× ev †Kvb Awf‡hvM ev Aby‡hvM K‡ib Zvn‡j 
†Kvb e¨e ’̄vcK ev wefvMxq cÖavb D³ kÖwg‡Ki cÖwZ †Kvb ai‡bi †bwZevPK 
avibv/gZ/AvPiY Ki‡Z cvi‡eb bv| G e¨vcv‡i mKj g¨v‡bRviMY wbqg Abyhvqx 
`vwqZ¡kxj AvPiY ev f~wgKv cvjb Ki‡eb| 

 

 GQvovI hw` †Kvb kÖwgK †Kvb wel‡q wbw`©ó e¨w³ we‡k‡li  weiæ‡× Awf‡hvM ev Aby‡hvM 
K‡ib Zvn‡j Awfhy³ e¨w³ ev e¨w³eM© hv‡Z D³ kÖwgK‡K ‡Kvb cÖKvi fq fxwZ, 
ûgwK, Rei`w¯Í, ˆelg¨g~jK AvPiY ev cÖwZ‡kvag~jK Kg©KvÛ Ki‡Z ev NUv‡Z bv cv‡i 
‡m e¨vcv‡i cÖkvmwbK KZ…©cÿ D³ Awf‡hvMKvix‡K m‡ev©”P wbivcËv cÖ`vb K‡i 
`vwqZ¡kxj f~wgKv cvjb Ki‡eb| 
 

❑ GQvovI Awf‡hvM ev Aby‡hvM msµvšÍ †h †Kvb wel‡q Kv‡iv †Kvb m‡›`n _vK‡j  A_ev 
†KD hw` m‡›`n †cvlY K‡i †h ‡KD Zv‡K nqivwb ev Drcxob Ki‡Z cv‡i ev Ki‡Q 
Zv wZwb mivmwi, †gŠwLKfv‡e ev nUjvB‡bi gva¨‡g h_vh_ KZ…©cÿ‡K Rvbv‡Z cvi‡eb| 
G‡ÿ‡Î mswkøó e¨w³i weiæ‡× KZ…©cÿ h_vh_ AvBbvbyM kvw Í̄g~jK e¨e ’̄v MÖnb Ki‡e| 

❑ Z`ycwi, hw` †Kvb e¨w³ ev e¨w³eM© ‡Kvb Awf‡hvMKvix kÖwgK‡K ‡Kvb cÖKvi fq- 
fxwZ, ûgwK, Rei`w¯Í, ˆelg¨g~jK AvPiY ev cÖwZ‡kvag~jK Kg©KvÛ Mªnb K‡ib, Z‡e 
Zvi weiæ‡× h_vh_ AvBbvbyM kvw Í̄g~jK e¨e ’̄v MÖnb Kiv n‡e| 

❑ Awf‡hvM wb®úwË‡Z †Kvb kÖwgK / Kg©Pvix Zvi weiæ‡× AvbxZ Awf‡hv‡Mi iv‡q mšÍÍwó 
bv n‡j, H iv‡qi weiæ‡× kÖwgK / Kg©Pvix cieZx© AvBbvbyM e¨e ’̄v wb‡Z cvi‡e| 

 

m‡ev©cwi hw` †Kvb kÖwgK KviLvbv QzwUi c‡i evmvq ev evwn‡i †Kv_vI †h †Kvb cÖ‡qvR‡b 
ev wec`MÖ¯Í n‡q †Kvb ai‡bi mn‡hvwMZv Pvq Zvn‡j KviLvbv KZ…©cÿ ZvrÿwbK fv‡e 
mn‡hvwMZv K‡i _v‡Kb| G e¨cv‡i wg: wbZvB `Ë, mnKvix gnve¨e ’̄vcK 
(GWwgb,GBP.AviGÛKgcøv‡qÝ), †gvevBj bv¤^vi- 01730007561 Gi mv‡_ †hvMv‡hvM 
Kivi Rb¨ ejv nBj| 
 
 
 
 

Protential Conflict of Interest (m¤¢ve¨ ¯̂v_©MZ Ø›Ø) 
 

hw` †Kvb Awf‡hvM, Awf‡hvM KwgwUi m`m¨ Ggb †Kvb e¨w³i weiæ‡× nq, Z‡e 
†m‡ÿ‡Î H e¨w³‡K D³ Awf‡hvM wb®úwË cÖwµqv Z_v Z`šÍ, djvdj ev kvw Í̄i 
wb‡`©kbv n‡Z Ae¨vnwZ cÖ`vb Kiv n‡e| hv‡Z wZwb G †_‡K †Kvb ai‡Yi 
cÿcvwZZ¡ myweav wb‡Z bv cv‡ib| A_©vr hv‡Z Awf‡hvM cÖwµqvwU ‡Kvb ai‡Yi 
cÿcvwZZ¡g~jK I evav-wecwË nxbfv‡e m¤úbœ Kiv m¤¢e nq|  
 

❖ Awf‡hvM KwgwUi Kvh©c×wZ: 
 

1. jNy nqivwbi †ÿ‡Î hw` m¤̂e nq, Awf‡hvM KwgwU cÿØ‡qi m¤§wZ wb‡q Awf‡hvM 
wggvsmvi e¨e ’̄v wb‡e Ges G wel‡q mswkøó KZ…©c‡ÿi Kv‡Q cÖwZ‡e`b `vwLj 
Ki‡e| 
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2. Ab¨ mKj †ÿ‡Î Awf‡hvM KwgwU welqwU Z`šÍ Ki‡e| 
3. Awf‡hvM KwgwU Dfq cÿ‡K Ges ¯̂vÿx‡`i †bvwUk cvVv‡e| Awfhy³ e¨vw³ 

Abycw¯’Z _vK‡j Wv‡Ki gva¨‡g †iwRwóªK…Z †bvwUk Gi ïbvbx cwiPvjbv, Z_¨ 
cÖgvb msMÖn Ges mKj mswkøó `wjj ch©‡eÿY ÿgZv _vK‡e| G ai‡bi 
cvwicvwk^©K Awf‡hv‡Mi †ÿ‡Î †gŠwLK cÖgvY QvovI cvwicvwk^©K cÖgv‡Yi Dci 
¸iæZ¡ †`qv n‡e| 

4. Awf‡hvM KwgwUi Kvh©µg wbwðZ Ki‡Z Kg©‡ÿ‡Îi mswkøó Awdm mKj ai‡bi 
mn‡hvwMZv cÖ`v‡b eva¨ _vK‡e| Awf‡hvM KwgwU Awf‡hvMKvixi cwiPq †Mvcb 
ivL‡e| 

5. Awf‡hvM KwgwU 30 w`‡bi g‡a¨ Zv‡`i mycvwikmn Z`šÍ cÖwZ‡e`b mswkøó 
KZ…©cÿ‡K cÖ`vb Ki‡e| cÖ‡qvR‡b G mgqmxgv 30 Kvh©w`em †_‡K 60 Kvh©w`e‡m 
evov‡bv hv‡e| 

6. Z‡e hw` GUv cÖgvwbZ nq †h D‡Ïk¨ cÖ‡Yvw`Zfv‡e wg_¨v gvgjv `v‡qi Kiv 
n‡q‡Q, Zvn‡j mswkøó KZ…©c‡ÿi Kv‡Q Awf‡hvMKvixi weiæ‡× Dchy³ e¨e ’̄v 
MÖn‡Yi Rb¨ mycvwik Kiv n‡e| 

 
 

M) Kvh©m~Px ev¯Íevq‡bi mgqmxgv 
: 

cwjwm wba©vi‡bi mv‡_ mv‡_ Awf‡hvM bxwZgvjv Abyhvqx KviLvbvi ‡h †Kvb ai‡bi 
Awf‡hvM wbimb Kiv n‡e| 

N)  Kvh©m~Px ev¯Íevq‡bi c×wZ  
(Routine Implementation 

Procedures) 

• Kj¨vb Kg©KZ©v GB bxwZgvjv m¤ú‡K© mKj‡K m‡PZb Kvivi Rb¨ Bnv †bvwUk 
‡ev‡W© Uvwb‡q w`‡eb| 

• KviLvbvi gvbem¤ú` Ges Kj¨vb Kg©KZ©vMb GB bxwZgvjv m¤ú‡K© mswkøó 
mKj‡K cÖ‡qvRbxq cªwk¶Y cÖ`vb Ki‡eb| 

• GB bxwZgvjv h_vhZfv‡e cvjb Kiv n‡”Q wKbv Zv wbwðZ Ki‡Z cÖwZgv‡mB 
mnKvix gnve¨e ’̄vcK (gvbem¤ú`, cÖkvmb I Kgcøv‡qÝ) KZ…©K g‡bvbxZ cÖwZwbwa KviLvbv 
cwi`k©b Ki‡eb I wi‡cvU© †ck Ki‡eb| 

• Af¨šÍixb wbixÿK, Kj¨vb Kg©KZ©v Ges †Mvcbxq Aby‡hvM Gi wfwË‡Z ev 
Awf‡hvM ev· n‡Z cvIqv Awf‡hv‡Mi wfwË‡Z Z`šÍ mv‡c‡¶ kvw Í̄g~jK e¨e ’̄v 
MÖnY Kiv n‡e| 

• GQvov †d¬v‡ii mycvifvBRvi‡`i‡K †Uªwbs I wgwUs G AeMZ Kiv nq Zviv †hb 
‡gŠwLKfv‡e kÖwgK‡`i‡K Zv‡`i ‡h †Kvb Awf‡hvM Rvbv‡bvi e¨vcv‡i Ges 
Awf‡hvM c×wZ m¤ú‡K© DrmvwnZ K‡i| 

3.2   ‡hvMv‡hvM Kvh©m~Px (Communication Routine) 

K) `vwqZ ¡ 
 

G¨vIqvi‡bm GÛ †Uªwbs - I‡qj‡dqvi Awdmvi/†UªBbvi 
wcG †NvlYv   - I‡qj‡dqvi Awdmvi/wiwmckwb÷ 
†gBj KwgDwb‡Kkb - ‡Rô e¨e ’̄vcK, g¨v‡bRvi GBP.Avi   
†bvwUk †evW©  - GBP.Avi Awdmvi 
wc.wm KwgwU  - I‡qj‡dqvi Awdmvi 

 

L) ‡hvMv‡hvM Kvh©µg 
 

▪ e¨e ’̄vcbv KZ©…c‡ÿi mv‡_ †hvMv‡hvM t  
 

‡Rbv‡ij wgwUsG Av‡jvPbvi gva¨‡g A_ev B-‡gB‡ji gva¨‡g AvewnZ Ki‡Z n‡e Ges mfvi Kvh© 
weeiYx ms‡hvRb K‡i Zv msiÿY Ki‡Z n‡e| Ges gvbe m¤ú` e¨e ’̄vcK D³ `vwqZ¡ cvjb 
Ki‡eb| 

▪ `vwqZ¡ cÖvß `‡ji mv‡_ †hvMv‡hvM t 
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mvaviY wgwUs Ges †UªwbsGi gva¨‡g D³ cwjwm mevB‡K AeMZ Kiv n‡e Ges Gi WKz‡g›Um& 
bw_f~³ Kiv n‡e| 

▪ óvd‡`i m‡½ †hvMv‡hvM t 
 

KviLvbvi mKj Kg©KZ©v I Drcv`b Kg©KZ©v I Drcv`b ÷vd‡`i D³ bxwZgvjv m¤ú‡K© AewnZ Kiv 
n‡e| ZvQvovI ev Í̄evqb c×wZ m¤ú‡K© aviYv cÖ`vb Kiv mvaviY wgwUs Gi AvqvR‡bi gva¨‡g mevB‡K 
AeMZ Kiv Ges cÖ‡Z¨‡K D³ cwjwm eyS‡Z †c‡i‡Q ev AeMZ n‡q‡Q GB g‡g© ¯^vÿi MÖnb Kiv Ges cÖkœ 
DËi ce© mn mfvi Kvh© weeiYx msiÿY| gvbe m¤ú` e¨e¯’vcK D³ `vwqZ cvjb Ki‡eb| 

▪ kÖwgK Kg©Pvix‡`i m‡½ †hvMv‡hvM t  
 

wc.G. wm‡÷‡gi gva¨‡g kÖwgK-Kg©Pvix‡`i Awf‡hvM msµvšÍ bxwZgvjvm¤ú‡K© AewnZ Kiv Ges 
†bvwUk †ev‡W© cÖ`k©‡bi gva¨‡g D³ cwjwm m¤ú‡K© AeMZ Kiv n‡e| gvbe m¤ú` e¨e ’̄vcK/wbe©vnx 
D³ `vwqZ¡ cvjb Ki‡eb| 
▪ bZzb Kg©x‡`i mv‡_ †hvMv‡hvM t 
Iwi‡q‡›Ukb, wi‡d«kvi †Uªwbs G D³ bxwZ m¤ú‡K© avibv cÖ`vb Kiv| 

M) ‡hvMv‡hv‡Mi gva¨g 

wb‡¤œv³ Dcv‡q D³ cwjwm m¤ú‡K© †hvMv‡hvM iÿv Kiv n‡e t 

• †Uªwbs Gi gva¨‡g †hvMv‡hvM t  
d¨v±ixi kÖwgK-Kg©Pvix Ges Kg©KZ©vM‡Yi wbqwgZ m‡PZbZv Kg©m~Px/c~Ytm‡PZbZv Kg©m~Pxi 
gva¨‡g GBPAvi wefvM †_‡K cwjwm m¤ú‡K© avibv cÖ`vb Kiv n‡e Ges bZzb kÖwgK‡`i‡K 
cwiwPwZg~jK cÖwkÿ‡Yi gva¨‡g D³ bxwZgvjv m¤ú‡K© aviYv cÖ`vb Kiv n‡e| 

• wc.G wm‡÷‡gi gva¨‡g †hvMv‡hvM t  
wc.G wm‡÷‡g †Nvlbvi gva¨‡g D³ bxwZgvjv m¤ú‡K© m‡PZbZv e„w× Kiv n‡e| 

• †bvwUm †ev‡W©i gva¨‡g †hvMv‡hvM t  
†bvwUk †ev‡W© cÖ`k©‡bi gva¨‡g Awf‡hvM msµvšÍ bxwZgvjv m¤ú‡K© †hvMv‡hvM iÿv Kiv n‡e| 

• cvwU©wm‡ckb KwgwUi gva¨‡g †hvMv‡hvM t  
wc.wm Gi mvaviY mfvq Av‡jvPbvi gva¨‡g Awf‡hvM msµvšÍ bxwZgvjv m¤ú‡K© †hvMv‡hvM iÿv Kiv 
n‡e| GQvovI D³ bxwZgvjv wiwfD Kivi mgq Zv‡`i mv‡_ mwµq †hvMv‡hvM iÿv Kiv n‡e| 

• B-‡gB‡ji gva¨‡g †hvMv‡hvM t  
B-‡gB‡ji gva¨‡g ga¨g I D”P ch©v‡qi e¨e ’̄vcbv KZ…©c‡ÿi mv‡_ †hvMv‡hvM iÿv Kiv n‡e| 

3.3 wdWe¨vK Ges wbqš¿b Kvh©m~Px (Feedback & Control Routine) 

K) `vwqZ¡ 

mnKvix gnve¨e ’̄vcK GBP.Avi GÛ Kgcøv‡qÝ wdWe¨vK Ges wbqš¿b Kvh©µ‡gi g~j ̀ vwqZ¡ 
cvjb Ki‡eb| GQvovI GBP Avi g¨v‡bRvi Ges Kj¨vY Kg©KZ©vMY wefvMxq cÖavb 
GBP.Avi GÛ Kgcøv‡qÝ‡K D³ cwjwm wbqš¿‡b mn‡hvMxZv Ki‡eb| 

L) wdWe¨vK c×wZ 

wb‡¤œv³ Dcv‡q wdWe¨vK Ges wbqš¿b Kvh©m~Px cwiPvjbv Kiv nq- 
 

K) GB bxwZgvjv h_vhZfv‡e cvjb Kiv n‡”Q wKbv Zv wbwðZ Ki‡Z GKwU †PKwj÷ ‰Zix Kiv n‡q‡Q| 
KviLvbvi gvbem¤ú` Ges Kj¨vb Kg©KZ©vMb GB †PKwj÷ Abymib K‡i bxwZgvjvi h_vhZ ev¯Íevqb 
n‡”Q wKbv Zvi wdWe¨vK MÖnY Ki‡eb| 
L) GB bxwZgvjv h_vhZfv‡e cvjb Kiv n‡”Q wKbv Zv wbwðZ Ki‡Z cÖwZgv‡mB ‡R¨ô e¨e¯’vcK 
(gvbem¤ú`, cÖkvmb I Kgcøv‡qÝ) KZ…©K g‡bvbxZ cÖwZwbwa KviLvbv cwi`k©b Ki‡eb I D³ †PKwj÷ 
†_‡K wdWe¨vK wb‡eb I  wi‡cvU© †ck Ki‡eb|  
M) Af¨šÍixb wbixÿK, Kj¨vbKg©KZ©v Ges †Mvcbxq Aby‡hvM Gi wfwË‡Z ev Awf‡hvM ev· n‡Z cvIqv 
Awf‡hv‡Mi wfwË‡Z Z`šÍ mv‡c‡¶ AvBbvbyM e¨e¯’v MÖnY Kiv n‡e|  
N) KviLvbv n‡Z G msµvšÍ †h‡Kvb Awf‡hvM cvIqv gvÎB Z`šÍ mv‡c‡¶ hvPvB K‡i Awf‡hvMKvix‡K 
Zvi Awf‡hv‡Mi mZ¨Zv Rvbv‡bv Ges †KD wg_¨v Awf‡hvM cÖ`vb K‡i Zvi weiæ‡×I Z`šÍ mv‡c‡¶ 
AvBbvbyM e¨e¯’v MÖnY Kiv n‡e| 
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▪ kÖwgK, Kg©Pvix‡`i Rb¨ wdWe¨vK t 
 

wjwLZfv‡e Awf‡hvM m¤úwK©Z †h †Kvb civgk©, Awf‡hvM †iKW© Kiv n‡e| †Kvb Awf‡hvM cvIqv 
†M‡j Zvi Z`šÍ mv‡c‡ÿ cÖ‡qvRbxq e¨e ’̄v MÖnY Kiv n‡e| AskMÖnY KwgwUi wgwUs G Av‡jvPbvi 
gva¨‡g Awf‡hvM bxwZgvjv m¤ú‡K© †Kvb ai‡bi civgk© wKsev Awf‡hvM wb®úwËi e¨e ’̄v i‡q‡Q| 
I‡qj‡dqvi Awdmvi‡K AewnZ Kivi gva¨‡g D³ bxwZgvjv msµvšÍ †Kvb civgk© wKsev AmsMwZ 
Rvbv‡bv n‡j I‡qj‡dqvi Awdmvi civgk© D×©Zb KZ…©cÿ‡K Rvbv‡eb Ges Z`šÍ mv‡c‡ÿ 
Awf‡hv‡Mi h_vh_ e¨e ’̄v MÖnY Ki‡eb| 

▪ KZ…©cÿxq wbqš¿Y t 
e¨e ’̄vcbv KZ…©cÿ cÖwZ Qq gvm cici Awf‡hvM msµvšÍ g¨v‡bR‡g›U wiwfD wgwUs Av‡qvRb 
Ki‡eb| D³ wgwUs‡q D×©Zb KZ…©cÿ weMZ Qq gv‡mi Awf‡hvM msµvšÍ mKj wjwLZ Bmy¨¸‡jv 
wiwfD mv‡c‡ÿ cÖ‡qvRbxq civgk© cÖ`vb Ki‡eb| 
 

▪ Af¨šÍixb AwW‡Ui gva¨‡g wdWe¨vK I wbqš¿b t 
 ‡g‡Uªv wbwUs GÛ WvBs wgjm& wjt G Awf‡hvM bxwZgvjvi Kvh©KvwiZv ch©‡eÿ‡Yi Rb¨ 
B›Uvibvj AwWU Uxg B›Uvibvj AwWU Ki‡e| AwW‡U cÖvß ch©‡eÿY m¤ú‡K© wjwLZ wi‡cvU© 
g¨v‡bRg¨v›U wiwfD Ki‡e Ges cÖ‡qvRbxq mycvwik Ki‡e| 
 

 wi‡cv©wUs t  
B›Uvibvj AwWU m¤úbœ Kivi ci AwWU n‡Z cÖvß welqvw` wb‡q GKwU wi‡c©vU ‰Zix Kiv 
n‡e Ges D³ wi‡cvU© DaŸ©Zb KZ…cÿ‡K AewnZ Kiv n‡e| 

 wbqš¿b t  
Kj¨vb Kg©KZ©v mn GBP Avi GÛ Kgcøv‡qÝ wefv‡Mi mKj m`m¨e„›` mve©ÿwbKfv‡e 
ch©‡eÿY Ki‡eb| 

M) ev Í̄evq‡bi mgqmxgv 
msMV‡bi e¨w³MY G cÖwµqvi mswkøó KvR¸‡jv m¤úv`b Ki‡e| wdWe¨vK Ges K‡›Uªvj 
wm‡÷‡gi Rb¨ wba©vwiZ mg‡q ev¯Íevqb wbwðZ Ki‡Z n‡e| 

4. ‡hvMv‡hvM Ges ev Í̄evqb (Communication & Implementation) 

• †hvMv‡hvM Ges ev¯Íevqb Kvh©m~Px Abyhvqx| 

5. wdWe¨vK Ges K‡›Uªvj (Feedback & Control) 

• wdWe¨vK Ges wbqš¿b Kg©©m~Px Abyhvqx| 

 
ißvbxgyLx Mv‡g©›Um wk‡í Drmvnx I wb‡ew`ZcÖvb kªwgK I Kg©Pvixe„›` mvd‡j¨i wbqvgK kw³ wn‡m‡e KvR K‡ib| 
¯^vfvweKfv‡eB GB wk‡í wb‡qvwRZ mevi Rb¨ h_vh_ m¤§vb wb‡q KvR Kivi e¨e¯’v Ki‡j Zv wk‡íi weKv‡k cÖf~Z 
mnvqK n‡e| e¨e¯’vcK‡`i `vwqZ¡ Ggb GKwU Drcv`b mnvqK Kg©cwi‡ek m„wó Kiv †hLv‡b mevB my¯’ I my›`ifv‡e KvR 
Ki‡Z cv‡i| G j‡¶¨B ‡g‡Uªv wbwUs GÛ WvBs wgjm& wjt Ggb GKwU Drcv`b mnvqK Kg© cwi‡ek m„wó Ges eRvq ivL‡Z 
e×cwiKi| 
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Awf‡hvM bxwZgvjv hvPvBKib 

Grievance Policy Check List 
 
KviLvbvi bvg t †g‡Uªv wbwUs GÛ WvBs wgjm& wjt 
bxwZgvjvi bvgt Awf‡hvM bxwZgvjv 
wbixÿKt- ---------------------- 
ZvwiLt------------------------- 
 

µwgK hvPvBKib welq n&u¨v bv gšÍe¨ 
1 Awf‡hvM bxwZgvjvwU †bvwUk †ev‡W© Uvwb‡q ‡`qv n‡q‡Q wKbv?    
2 bxwZgvjv m¤ú‡K© mswkøó mKj‡K cÖ‡qvRbxq cÖwk¶b cÖ`vb Kiv n‡q‡Q wKbv?    
3 †Kvb kªwgK‡K †Kvb cÖKvi fq-fxwZ cÖ`k©b K‡i KvR Av`vq Kiv nq wKbv?    
4 kvixwiK wbh©vZb K‡i KvR Kiv‡bv nq wKbv?    
5 Avw_©K ¶wZ mva‡bi gva¨‡g KvR Kiv‡bv nq wKbv?    
6 ej c~e©K KvR Kiv‡bv nq wKbv?    
7 †Kvb kªwgK‡K wb‡qvM`vbKv‡j Zvi wbKU n‡Z ‡Kvb cÖKvi Aw½Kvibvgv †bqv nq wKbv?    
8 KviLvbvi kªwgK Kg©Pvix ¯^-B”Qvq PvKzix‡Z †hvM`vb K‡i Ges ¯^-B”Qvq KvR K‡i wKbv?    
9 KvR PjvKvjxb mg‡q KviLvbvi cÖwZwU cÖ‡ek/evwni c_ ‡Lvjv †i‡L KvR Kiv nq wKbv?    
10 Kg© N›Uv PjvKvjxb mgq kªwgKMY‡K cvwb cvb Kivi, Lvevi LvIqvq, Uq‡jU hvIqvi ‡¶‡Î 

†Kvb cÖKvi evav cÖ`vb Kiv nq wKbv? 
   

11 †Kvb kªwgK‡K †Rvic~e©K PvKzix n‡Z Aemi wb‡Z eva¨ Kiv‡bv nq wKbv?    
12 †Kvb cªKvi g~j mb`cÎ (cvm‡cvU©, mvwU©wd‡KU, jvB‡mÝ) PvKzixi c~e©kZ© wnmv‡e msi¶Y 

Kiv nq wKbv? 
   

13 †Rvic~e©K gwnjv kªwgK‡`i PvKzixPzZ Kiv nq wKbv?    
14 PvKzixi c~e©kZ© wn‡m‡e gwnjv kªwgK‡`i †Kvb cÖKvi Mf©avib cix¶v Kiv‡bv nq wKbv?    
15 Mf©eZx gwnjv wb‡qvM `v‡b †Kvb cÖKvi evav Av‡Q wKbv?    
16 KviLvbvi Af¨šÍ‡i Mf©eZx gwnjv k ªwgK‡`i mv‡_ ˆelg¨ gyjK AvPib Kiv nq wKbv?    
17 KviLvbvi Af¨šÍ‡i ‡Kvb mycvifvBRvi KvD‡K eKv †`q wKbv?    
18 mycvifvBRviMY †gŠwLKfv‡e Awf‡hvM Rvbv‡bv e¨cv‡i Drmvn cÖ`vb K‡i wKbv?    
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1. bxwZgvjv (Policy) 
 

 

†Kv¤úvbx bxwZgvjv †Nvlbv  
(Company Policy Statement) 

‡g‡Uªv wbwUs GÛ WvBs wgjm wj: GKwU 100% ißvbxg~Lx bxU K‡¤úvwRU †cvkvK cÖ¯‘ZKvix ¯^bvgab¨ 

cÖwZôvb| GB cÖwZôv‡b wb‡qvwRZ mKj kªwgK Kg©Pvixi hveZxq AwaKvi I my‡hvM myweav ILO 
Kb‡fbkb, evsjv‡`k kÖgAvBb 2006, kÖg wewagvjv 2015 I m¤§vwbZ †µZvM‡bi AvPib wewa 

(Buyer Code Of Conduct) Abyhvqx cwiPvwjZ nq|  

jÿ¨ I D‡Ïk¨ 
(Objective & Target) 

‡g‡Uªv wbwUs GÛ WvBs wgjm wj: KZ…©cÿ kÖwgK Kg©Pvix‡`i Kv‡Ri mgq wba©iY, Kv‡Ri mgq mwVKfv‡e 

MYbv Ges ‡m Abyhvqx  gRyix fvZv myôz I mwVKfv‡e cÖ`v‡bi D‡Ï‡k¨ GKwU mywbw`©ó Kg©N›Uv bxwZgvjv 

cÖbqb K‡i‡Qb hvnv Kv‡h© ch©ewmZ Kivi †Kvb weKí †bB| cÖwZôv‡b Kg©iZ kÖwgK Kg©Pvixiv hv‡Z K‡i 

GKwU mywbw`©ô mg‡qi g‡a¨ Kg©¯’‡j cÖ‡ek K‡i wba©vixZ mg‡qi g‡a¨ Kg©¯’j Z¨vM Ki‡Z cv‡i Ges 

GKwU myôz e¨e¯’vcbvi gva¨‡g kÖwgK Kg©Pvix‡`i Av¯’v AR©b K‡i Zv‡`i †eZb fvZv wbwðZ KivB GB 

bxwZgvjvi jÿ¨| 

bxwZgvjvi cwiwa 
(Scope of the Policy) 

‡g‡Uªv wbwUs GÛ WvBs wgjm wj: G wb‡qvwRZ mKj kªwgK I Kg©Pvixi Rb¨ G bxwZgvjv cÖ‡hvR¨ n‡e|  

m~Î 
(Law Reference) 

‡g‡Uªv wbwUs GÛ WvBs wgjm wj: Gi wb‡qvM bxwZgvjv evsjv‡`k kÖg AvBb-2006 Ges Gi me©‡kl 
ms‡kvabx 2013 mv‡ji evsjv‡`k kÖg AvBb, evsjv‡`k kÖg wewagvjv -2015 I AvB Gj I Kb‡fbkb 
(ILO Convention) Gi wewaweavb Ges m¤§vwbZ MÖvnK/†µZve„‡›`i  AvPiYwewa (Code of 

Conduct) we‡ePbvc~e©K h_vh_fv‡e M„nxZ n‡q‡Q|  
 

cÖwZkÖæwZ 
(Commitment) 

‡g‡Uªv MÖæc KZ©„cÿ GKwU Kvh©Ki Kg©N›Uv bxwZgvjv cÖbq‡bi gva¨‡g GKwU myk„•Lj Kg©cwi‡ek ˆZix‡Z 
cÖwZkÖæwZe×| GB j‡ÿ¨ ‡g‡Uªv wbwUs GÛ WvBs wgjm wj: KZ…©cÿ GKwU Kg©N›Uv bxwZgvjv cÖYqb 
K‡i‡Q| 

2. msMVb (Organization) 

Kg©N›Uv bxwZgvjv 
Working Hour Policy 

bxwZgvjv ïiæi ZvwiL 01/01/2009 Bs 

ms‡kva‡bi ZvwiL 01/01/2023 Bs 

cieZ©x ms‡kva‡bi ZvwiL 01/01/2024 Bs 

ms‡kva‡bi bv¤^vi 05 
Ref No. S(S)P-15(05) 
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2.1  
cwjwm ev Í̄evqbKivi 

`vwqZ¡cÖvß e¨w³ 
(Responsible person for 

implement the policy) 
 

 

 

 

 

 

 
 

 

 
 

2.2 
`vwqZ¡cÖvß e¨w³e‡M©i KvR 

(Responsibilities of 

Assigned Persons) 

• e¨e ’̄vcbv cwiPvjK / cwiPvjK t-  
 
 

Kv‡Ri mgqm~Px msµvšÍ †h †Kvb wewai cwieZ©b, cwiea©‡b wb‡`©kbv cÖ`vb I m‡e©vcwi 
bxwZgvjv Aby‡gv`bKvix|  
 

• gnve¨e ’̄vcK (Drcv`b I cø¨vwbs) t-  
 

AÎ bxwZgvjv Abymib Ki‡eb Ges bxwZgvjv ev¯Íevqb Kivi Rb¨ cÖ‡qvRbxq e¨e ’̄v 
wb‡eb| 
 

• gnve¨e ’̄vcK (gvbe m¤ú` I cÖkvmb) t- 
 
 

Kv‡Ri mgqm~Px msµvšÍ bxwZgvjv ev¯Íevq‡b †Kvb mgm¨v cwijwÿZ n‡j wZwb Gi myôz 
mgvav‡bi Rb¨ cÖ‡qvRbxq c`‡ÿc MÖnb Ki‡eb| mswkøó cÿmg~n‡K G e¨vcv‡i 
cÖ‡qvRbxq cÖwkÿY cÖ`vb Ki‡eb| GQvovI wZwb ¸iæZ¡c~Y© civgk© I D³ cwjwm 
ev¯Íevq‡b mivmwi Z`viwK Ki‡eb|  
 
 

• Dc-gnve¨e ’̄vcK (Drcv`b) t-  
 

Dc-gnve¨e ’̄vcK (Drcv`b) AÎ bxwZgvjv Abymib K‡i wefvMxq cÖav‡bi gva¨‡g GB 
bxwZgvjv ev¯Íevqb Ki‡eb|  

• mnKvix gnve¨e ’̄vcK (gvbe m¤ú` I cÖkvmb) t-  
 
 
 

AÎ bxwZgvjv Abymib K‡i e¨e ’̄vcK wb‡¤§v³ e¨vw³M‡Yi gva¨‡g bxwZgvjv ev Í̄evqb Ki‡Z 
cÖ‡qvRbxq e¨e ’̄v wb‡eb Ges Dc-gnve¨e ’̄vcK (gvbem¤ú` I cÖkvmb) †K AeMZ Ki‡eb| G 
msµvšÍ †Kvb Awf‡hvM/ Aby‡hvM _vK‡j Zvi hvh_ mgvavb cÖ`vb Ki‡eb| Kg©N›Uv 
hvnv‡Z †Kvb ai‡Yi ˆelg¨, nqivbx ev ~̀Y©xwZ bv nq mivmwi Zv gwbUwis Ki‡eb| 

• e¨e ’̄vcK (Drcv`b) t-  
 

AÎ bxwZgvjv Abymib K‡i kªwgK‡`i Kv‡Ri Z`viwK Ki‡eb Ges Dc-gnve¨e ’̄vcK (Drcv`b) 
†K AeMZ Ki‡eb| 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• gvbe m¤ú` I cÖkvmwbK Kg©KZ©v t- 
 

Managing Director 

Director 

G.M (Admin, HR & Comp.) G.M (Pro & Plan) 

AGM (Admin, HR & Comp.) 

Sr. Officer (Admin, HR & Comp.) 

Welfare Officer 

Sr. Manager (Pro &Plan) 
 

P.M 

In-Charge 

Supervisor 
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AÎ bxwZgvjv Abymib K‡i KviLvbvi mKj‡K GB wel‡q m‡PZb Kivi Rb¨ ÓKg© N›Uv bxwZgvjvÓ 
†bvwUk‡ev‡W© Uvwb‡q w`‡eb Ges ÓKg© N›Uv bxwZgvjvÓ Abymib Kiv n‡”Q wK bv Zv wbwðZ Kivi Rb¨ 
gvbem¤ú` I cÖkvmb, Kgcøv‡qÝ Ges Kj¨vb Kg©KZ©vMb m`v mRvM _vK‡eb|  

• Kj¨vb Kg©KZ©v t-  
 
 

‡d¬vi gwbUwis Kiv| kÖwgK, AskMÖnbKvix KwgwU, wefvMxq cÖavb I mycvifvBRvi‡`i mv‡_ ‡hvMv‡hvM 

i&ÿv Kiv| AÎ bxwZgvjv Abymib K‡i KviLvbvi mKj‡K GB wel‡q m‡PZb Kivi Rb¨ ÓKg© N›Uv 
bxwZgvjvÓ m¤ú‡K© mKj‡K cÖ‡qvRbxq cÖwk¶b cÖ`vb Ki‡eb Ges †Kv_vI Gi e¨wZµg cwijw¶Z n‡j 
KZ…©c‡¶i mnvqZvq cÖ‡qvRbxq e¨e¯’v wb‡eb| 
 

• BbPvR© (Drcv`b) t-  
 

AÎ bxwZgvjv Abymib K‡i Zvi Awab ’̄‡`i Kv‡Ri Z`viwK Ki‡eb Ges e¨e ’̄vcK (Drcv`b) 
†K AeMZ Ki‡eb| 

• mycvifvBRvi (Drcv`b) t-  
 

AÎ bxwZgvjv Abymib K‡i Zvi Awab ’̄‡`i Kv‡Ri Z`viwK Ki‡eb Ges BbPvR© (Drcv`b) †K 
AeMZ Ki‡eb| 

3. Kvh©m~Px I c×wZ (Routines & Procedure) 

3.1 ev¯Íevqb Kvh©m~Px (Implementation Routine) 

K) `vwqZ¡ t msMV‡bi ewY©Z Kvh©avivµg Ges `vwqZ¡cÖvß e¨w³MY cwjwm ev Í̄evq‡b f~wgKv cvjb Ki‡eb| 

L) Kvh©m~Pxt 

Kg©N›Uv bxwZgvjv wb‡¤œv³ Dcv‡q wba©viY Kiv n‡e t- 
 

❖ Kg©N›Uv t 
 

Kg© gv‡b KvR Avi N›Uv gv‡b mgq A_©vr Kg©N›Uv gv‡b Kv‡Ri mgq| Avnvi I wekÖv‡gi 
weiwZ e¨vwZZ †h mgq †Kvb kÖwgK gvwj‡Ki GLwZqvivaxb _v‡Kb ZvB Kg©N›Uv| KZ…©cÿ 
GKwU gvbm¤úbœ Kv‡Ri mgq wba©iY K‡i‡Qb, hvnv evsjv‡`k kÖg AvBb Abyhvqx cÖbxZ 
n‡q‡Q| ¯̂vfvweKfv‡e cÖwZôv‡bi cÖvß eq¯‹ kÖwg‡Ki mvavib Kvh©Kvjxb mgq ˆ`wbK 
mKvj 8.00 Uv n‡Z weKvj 5.00 Uv ch©šÍ| mKj cÖvß eq¯‹ kªwgK kwbevi †_‡K 
e„n¯úwZevi mßv‡n 6 w`b KvR Ki‡e| A_©vr mßv‡n 48 N›Uv (6 w`b  8 N›Uv wnmv‡e)|  
 

cÖwZ Kg©w`e‡m ga¨vý †fvR I wekªv‡gi Rb¨ 1 N›Uv weiwZ ‡`Iqv nq| ‡ejv 01 †_‡K 
02:00 wgwbU ch©šÍ wekÖvg I Avnv‡ii Rb¨ weiwZi mgq| 
 

❖ weiwZ 

 

cÖwZ Kg©w`e‡m ga¨vý †fvR I wekªv‡gi Rb¨ 1 N›Uv weiwZ ‡`Iqv nq| ‡ejv 01 †_‡K 
02:00 wgwbU ch©šÍ wekÖvg I Avnv‡ii Rb¨ weiwZi mgq| 
      Z‡e GLv‡b D‡jøL¨ †h, Mf©eZx Ges bZzb gv‡qiv mvavib jvÂ UvBg ïiæi 10 wgwbU Av‡M 
jv‡Â ‡h‡Z cvi‡eb| GLv‡b Av‡iv D‡jøL¨ †h, mKj kÖwgK we‡kl K‡i Mf©eZx gv‡qiv 
Kg©Kvjxb †h †Kvb mg‡q hw` wKQz †L‡Z Pvb Zvn‡j cÖwZôv‡bi K¨vw›Ub A_ev WvBwbs n‡j wM‡q 
Lvevi MÖnb Ki‡Z cvi‡eb| bZzb gv‡qiv Kg©Kvjxb †h †Kvb mg‡q Zv‡`i bevMZ wkï mšÍvb‡K 
PvBì †Kqvi iæ‡g ’̄vwcZ †e÷ wdwWs †Rv‡b wM‡q ey‡Ki `ya cvb Kiv‡Z cvi‡eb| 
 
 

❖ AwZwi³ Kg©N›Uv t 
cÖwZôv‡bi mvaviY Kvh©µg mKvj 08.00 NwUKvq ïiæ Ges weKvj 05.00 NwUKvq †kl| 
Z‡e we‡kl cÖ‡qvR‡b, †hgb cÖvK…wZK ~̀‡h©vM, jK AvDU, ag©NU, ˆe ỳ¨wZK wech©q, 
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†gwkbvwiR mgm¨v, ivR‰bwZK cÖwZKzjZv BZ¨vw`i Kvi‡b Drcv`b ÿwZMÖ ’̄ n‡j ev 
Riæix wkc‡g‡›Ui Kvi‡b AwZwi³ Kg©N›Uv KvR Kiv‡bv hv‡e| ‡Kvb kªwgK ˆ`wbK 
wba©vwiZ 8 N›Uvi ci AwZwi³ KvR Ki‡j Zv IfviUvBg wn‡m‡e MY¨ Kiv nq| GB 
AwZwi³ Kv‡Ri mgq cÖwZw`b m‡e©v”Q 2 N›Uv Ges mßv‡n 12 N›Uvi †ewk AwZµg Ki‡e 
bv| me©‡gvU Kvh©Kvj IfviUvBgmn ‰`wbK 10 N›Uv Ges mßv‡n 60 N›Uv Ges Zv erm‡i 
cÖwZ mßv‡n M‡o 56 N›Uv| 
 

IfviUvBg m¤ú~Y© Hw”QK| †hw`b IfviUvBg n‡e †mw`b w`‡bi ïiæ‡Z A_ev jvÂ weiwZi ci kªwg‡Ki 
mv‡_ cvi¯úvwiK Av‡jvPbv mv‡c‡¶ Ifvi UvBg Kvh©N›Uv wbav©ib Kiv nq| mycvifvBRvi IfviUvB‡gi 
cÖ‡qvRb Abyaveb Ki‡j wc.Gg  †K Rvbv‡e Ges wZwb †ejv 3 NwUKvi g‡a¨ wR.Gg A_ev cwiPvj‡Ki 
wbKU †_‡K AbygwZ wb‡e| cÖwZw`b 2 N›Uv AwZwi³ Kg©N›Uv KvR Kiv‡bv hv‡e Z‡e Zv kÖwg‡Ki 
†¯^”Qvaxb ev kªwg‡Ki B”Qvi Dci wbf©ikxj, ‡Kvb g‡ZB eva¨Zvg~jK bq| wbav©wiZ Kv‡Ri mg‡qi c‡i 
IfviUvBg Kv‡Ri †¶‡Î †KD KvR Ki‡Z bv PvB‡j Zv‡K QzwU cÖ`vb Kiv nq|  
 

❖ AwaKKvj K‡g©i Rb¨ AwZwi³ fvZv t 
 

hw` †Kvb kÖwgK cÖwZôv‡b †Kvb w`b ev mßv‡n wbw`©ó mg‡qi AwZwi³ KvR K‡ib Zvn‡j 
wZwb Zvi AwZwi³ Kv‡Ri Rb¨ †`‡ki cÖPwjZ AvBb †gvZv‡eK (g~j †eZ‡bi wØ¸b 
nv‡i) Ifvi UvBg gRyix cÖ`vb Kiv n‡e| 
 

                      gvwmK g~j gRyix 
IfviUvBg   =                                x 2 x (AwZwi³ Kv‡Ri N›Uv) 
                                208 

❖ QzwU mg~n t 
 

‡Kv¤úvbx kªwgK, Kg©KZ©v I Kg©Pvix‡`i evsjv‡`k kªg AvBb Abyhvqx wb‡¤œv³ QywU mg~n †fvM 
Kivi my‡hvM w`‡q _v‡Kb| wb‡¤œv³ QzwU mg~n kÖwgK-Kg©Pvix I Kg©KZ©v‡`i cÖ`vb Kiv nq 

✓ ‰bwgwËK QzwU = 10 w`b 
✓ cxov QzwU = 14 w`b 
✓ Drme QzwU = 13 w`b 
✓ AwR©Z QzwU = 18 Kg©w`e‡m 01 w`b nv‡i (GK eQi PvKwii eqm c~Y© n‡j) 

✓ gvZ…Z¡Kvjxb QzwU = 16 mßvn ev 112 w`b| (Z‡e 02wU mšÍvb RxweZ _vK‡j I PvKzwii 
†gqv` 06 gv‡mi Kg n‡j G myweav cvBevi AwaKvwi nB‡e bv|) 

 

‰bwgwËK I Amy¯’Zv RwbZ QywU MÖn‡bi c×wZ t 
 

QywU KvUv‡bvi Rb¨ QywU cvIbv _vK‡Z n‡e| QywU †fvM Kivi c~‡e© KZ©„c‡¶i wbKU Av‡e`b Ki‡Z n‡e 
Ges Av‡e`b di‡g Zvi QywU‡Z Ae¯’vb Kvjxb wVKvbv D‡jøL _vK‡Z n‡e| Amy¯’Zv RwbZ QywUi †¶‡Î 
†Kv¤úvbxi ‡iwRóvW© Wv³v‡ii Aby‡gv`b mv‡c‡¶ A_ev Zvi AeZ©gv‡b Ab¨ †Kvb †iwRóªvW© Wv³v‡ii 
mycvwikµ‡g QywU †fvM Kiv hv‡e| QywUi Av‡e`bKvix ZvwiL mn ¯^v¶i Ki‡eb| 
 

 

cÖm~wZKj¨vb QywU (gwnjv‡`i Rb¨ cÖ‡hvR¨) t  
 

AÎ †Kv¤úvbx‡Z †h mKj mšÍvb m¤¢ev gwnjv‡`i PvKzixi eqm 6 (Qq) gvm n‡q‡Q Zv‡`i gvZ…Kj¨vb 
myweav ‡`Iqv nq| mšÍvb cÖm‡ei m¤¢ve¨ Zvwi‡Li c~e©eZ©x 08 (AvU) mßvn Ges cÖm‡ei w`b mn cieZ©x 
08 (AvU) mßvn (hvi g‡a¨ QywU Ges Kg©nxb w`bI AšÍf©~³) QywU ‡`Iqv nq Ges QywU c~e©eZx© 3 (wZb) 
gv‡mi Mo Avq wnmve K‡i 16 mßv‡ni gRyix Ges IfviUvBg (hw` _v‡K) cÖ`vb Kiv nq| 
 

gRyixmn evwl©K ev AwR©Z QzwU t 
 

KviLvbvq ‡Kvb kªwgK Awew”Qbœfv‡e PvKyixi †gqv` GK eQi c~Y© Ki‡j wZwb Zvnvi c~e©eZx© evi gv‡mi 
Kv‡Ri Rb¨ gRyixmn cªwZ 18 (AvVvi) Kg©w`e‡mi Rb¨ 1 (GK) w`b QywU AR©b Ki‡eb|  GB AwR©Z 
QywUi cwigvY 40 (Pwjøk) w`b ch©šÍ Rgv ivLv  hvq, Z‡e ‡g‡Æv wbwUs GÛ WvBs wgjm wjwg‡UW KZ…c¶ 
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eQi c~b© n‡jB AwR©Z QzwUi UvKv cwi‡kva K‡ib|  
 

❖ mvßvwnK QzwU t  
 

KZ…©cÿ wek¦vm K‡i cÖwZwU kÖwg‡KiB mßv‡n AšÍZ GKw`b wekÖvg †bIqv cÖ‡qvRb| wekÖvg 
kix‡ii K¬vwšÍ AembœZv ~̀i K‡i| d‡j K‡g© ¯ú„nv Rv‡M Ges Kv‡R †ewk Drmvn cvIqv 
hvq| GB j‡ÿ¨ mßv‡n Qq w`b KvR Kivi ci 7g w`‡b KZ…©cÿ ’̄vbxq AvBb I 
kÖwgK‡`i ivq †gvZv‡eK ïµevi mvßvwnK QzwU wn‡m‡e KviLvbvi Kvh©µg eÜ iv‡L|  
 

❖ ¶wZc~ibg~jK QywU t   
 

A‡bK mgq Riæix cÖ‡qvR‡b †hgb cÖvK…wZK ~̀‡h©vM, jKAvDU, ag©NU, ˆe ỳ¨wZK wech©q, 
†gwkbvwiR mgm¨v, ivR‰bwZK cÖwZKzjZv BZ¨vw`i Kvi‡b Drcv`b ÿwZMÖ ’̄ n‡j ev 
Riæix wkc‡g‡›Ui Kvi‡b QzwUi w`‡b KviLvbv †Lvjv ivL‡Z cvi‡e|  

▪ mvßvwnK QzwU : 
 

G‡ÿ‡Î KZ…©cÿ mvßvwnK QzwUi w`‡b KviLvbv †Lvjv ivL‡j evsjv‡`g kÖg AvBb, 2006 
Ges kÖg wewagvjv, 2015 Abyhvqx cieZ©x 3 (wZb) Kg©w`e‡mi g‡a¨ ÿwZc~iYg~jK  1 
(GK) w`b  e`jx QzwU cÖ`vb Kwi‡e Ges GZ`msµvšÍ GKwU †bvwUk, †bvwUk †ev‡W© cÖ`k©b 
Kivi gva¨‡g kÖwgK, Kg©Pvix Ges Kg©KZ©vMY‡`i †Lvjv ivLvi c~‡e© AeMZ Kiv n‡e| 

▪ Drme QzwU : 
 

G‡ÿ‡Î KZ…©cÿ mvßvwnK QzwUi w`‡b KviLvbv †Lvjv ivL‡j evsjv‡`k kÖg AvBb, 2006 
I ms‡kvawb-2013 Ges kÖg wewagvjv, 2015 Abyhvqx cieZ©x 3 (wZb) Kg©w`e‡mi g‡a¨ 
2 ( ỳB) w`‡bi gRyixmn ÿwZc~iYg~jK QzwU Ges GKwU weKí QzwU cÖ`vb Kwi‡e Ges 
GZ`msµvšÍ GKwU †bvwUk, †bvwUk †ev‡W© cÖ`k©b Kivi gva¨‡g kÖwgK, Kg©Pvix Ges 
Kg©KZ©vMY‡`i †Lvjv ivLvi c~‡e© AeMZ Kiv n‡e| 
we t `ª t- kÖwgK fvB‡evb‡`i KvM‡R wjwLZ I †gŠwLK gZvg‡Zi Dci wfwË K‡i-K) Mf©eZx 
kÖwgK‡`i‡K Zv‡`i B”Qv Abyhvqx  weKvj 05 NwUKvi mgq QzwU †`Iqv nq, hv‡Z Zviv kvixwiK fv‡e 
my¯’ _v‡K| L) C‡`i e‡Üi Av‡M †kl Kg©w`e‡m ỳcyi 02 NwUKvi g‡a¨ QzwU †`Iqv nq| M) byb¨Zg Pvi 
N›Uv wWDwU K‡i †Kvb Kvi‡b KZ©„c‡ÿi AbygwZ wb‡q P‡j †M‡j Zvi Hw`‡bi nvwRiv mn nvwRiv †evbvm 
envj ivLv nq| N) cÖwZ C‡` mgš^‡qi gva¨‡g QzwU evwo‡q †`Iqv nq| 
  

❖ Kg©mgq msiÿY t  
cÖwZw`‡bi Kg©mgq B‡jKUªwbK WvUvi gva¨‡g msiÿY Kiv nq| cÖwZw`b kÖwgK, Kg©Pvix 
Ges Kg©KZ©vMY Zv‡`i cvÂ Kv‡W©i gva¨‡g cÖ‡ek Ges evwni nIqvi mgq cvÂ K‡i 
Kv‡Ri mgq msiÿY K‡i _v‡Kb| mg¯Í IfviUvBg ‡iKW© msi¶b Ki‡Z n‡e|  
❖ AwZwi³ Kg©N›Uv wbqš¿Y t 
 

AwZwi³ Kg©N›Uv wbqš¿‡Yi Rb¨ wb‡¤œv³ e¨e¯’vmg~n MÖnY Ki‡Z n‡e : 
1. cÖwZôv‡bi Rbej I Drcv`b ÿgZv gv_vq †i‡L Drcv`b cwiKíbv Ki‡Z n‡e| 

cÖwZw`b 8 N›Uv Kv‡Ri cwiKíbv gvwdK Drcv`b cwiKíbv Ki‡Z n‡e| 
2. IE & Planning wefv‡Mi mv‡_ D³ bxwZgvjv wb‡q memgq K_v ej‡Z n‡e| 
3. †Kvb AW©vi †bIqvi c~‡e© Avgv‡`i Drcv`b ÿgZv I Ab¨vb¨ Avbylvw½K welq¸‡jv 

wewePbvq ivL‡Z n‡e| hv‡Z AwZwi³ Kg©N›Uv wbqš¿Y Kiv m¤¢e nq| 
4. wbqwgZ cieZ©x gv‡mi Rb¨ H gvm ïiæi c~‡e© mwVK Kg©cwiKíbv MÖnb Kivi Rb¨ 

mswkøó e¨w³e‡M©i mgš^‡q wgwUs Ki‡Z n‡e| 
5. cÖ‡Z¨K wgwUs G Kg©mgq wbqš¿‡Yi Rb¨ m¤¢ve¨ mgm¨v¸‡jv hv Kg©mg‡qi m¤úªmvib 
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Ki‡Z cv‡i Zv wPwýZ Ki‡Z n‡e| 
6. H mg Í̄ mgm¨vmg~‡ni root cause ‡ei Ki‡Z n‡e| 
7. Root cause ‡ei K‡i mgm¨vi mgvavb †ei Ki‡Z n‡e| 

 

❖ AwZwi³ Kg©N›Uv wbqš¿‡Yi c×wZ t 
 

1. mvcøvB †PBb wbqš¿Y 
2. wjWUvBg e¨e¯’vcbv  
3. Kg©x ’̄vbvšÍi I Abcyw¯’wZ n«vm  
4. Drcv`b I `ÿZv e„w× 
5. Kg©Pvix I kÖwgK‡`i `ÿZv Dbœqb 
6. A-Drcv`bkxj mgq (NPT) Kwg‡q Avbv 

7. AW©vi †bIqvi c~‡e© IE & Planning wefv‡Mi mv‡_ Drcv`b ÿgZv †PK K‡i 
AW©vi wbwðZ Kiv  

8. N›UvgvwdK I ˆ`wbK Drcv`b jÿ¨gvÎv I AvDUcyU gwbUwis Gi gva¨‡g Kg©N›Uv 
wbqš¿Y 

9. GQvovI mvßvwnK I lvb¥vwmK, gvwmK Kg©N›Uvi cÖwZ‡e`b ˆZixc~e©K mgvavK‡í 
c`‡ÿc MÖnb K‡i Kg©N›Uv wbqš¿Y| 

Dc‡iv³ welq¸‡jv wgwUs G Av‡jvPbvq gva¨‡g Bnvi mgm¨v mgvav‡bi Rb¨ cÖ‡qvRbxq 
c`‡ÿc MÖnbc~e©K Kg©N›Uv wbqš¿‡Y mswkøó KZ…©cÿ m‡Pó n‡eb| 

M) Kvh©m~Px ev¯Íevq‡bi mgqmxgv 
cwjwm wba©vi‡bi mv‡_ mv‡_ Kg©N›Uv bxwZgvjv Abyhvqx KviLvbvi Kv‡Ri mgq wba©viY 
Kiv n‡e| 

N) Kvh©m~Px ev¯Íevq‡bi 
c×wZ 

Routine 

Implementation 

Procedures 

 
 

Kvh©m~Px ev Í̄evq‡bi c×wZ mg~n wb¤œiæc t 

✓ mgMÖ cÖwZôv‡b mKj ch©v‡h Kg©N›Uv wbwðZ Kiv; 
✓ mKj kÖwgK Kg©Pvixi cvÂ wbwðZ Kiv; 
✓ Kg©N›Uv bxwZgvjv m¤ú‡K© m‡PZbZv e„w×; 
✓ Awf‡hvM/ Aby‡hv‡Mi mgvavb| 

3.2   ‡hvMv‡hvM Kvh©m~Px (Communication Routine) 

K) `vwqZ ¡ 
 

G¨vIqvi‡bm GÛ †Uªwbs - I‡qj‡dqvi Awdmvi/†UªBbvi 
wcG †NvlYv   - I‡qj‡dqvi Awdmvi/wiwmckwb÷ 
†gBj KwgDwb‡Kkb - e¨e ’̄vcK, g¨v‡bRvi GBP.Avi   
†bvwUk †evW©  - GBP.Avi Awdmvi 
wc.wm KwgwU  - I‡qj‡dqvi Awdmvi 

 

L) ‡hvMv‡hvM Kvh©µg 
 

▪ e¨e ’̄vcbv KZ©…c‡ÿi mv‡_ †hvMv‡hvM t  
 

‡Rbv‡ij wgwUsG Av‡jvPbvi gva¨‡g A_ev B-‡gB‡ji gva¨‡g AvewnZ Ki‡Z n‡e Ges mfvi 
Kvh© weeiYx ms‡hvRb K‡i Zv msiÿb Ki‡Z n‡e| Ges gvbe m¤ú` e¨e ’̄vcK D³ `vwqZ¡ 
cvjb Ki‡eb| 

▪ `vwqZ¡ cÖvß `‡ji mv‡_ †hvMv‡hvM t 
 

mvaviY wgwUs Ges †UªwbsGi gva¨‡g D³ cwjwm mevB‡K AeMZ Kiv n‡e Ges Gi WKz‡g›Um& 
bw_f…³ Kiv n‡e| 

▪ óvd‡`i m‡½ †hvMv‡hvM t 
 

KviLvbvi mKj Kg©KZ©v I Drcv`b Kg©KZ©v I Drcv`b ÷vd‡`i D³ bxwZgvjv m¤ú‡K© AewnZ 
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Kiv n‡e| ZvQvovI ev Í̄evqb c×wZ m¤ú‡K© aviYv cÖ`vb Kiv mvaviY wgwUs Gi AvqvR‡bi 
gva¨‡g mevB‡K AeMZ Kiv Ges cÖ‡Z¨‡K D³ cwjwm eyS‡Z †c‡i‡Q ev AeMZ n‡q‡Q GB g‡g© 
¯̂vÿi MÖnb Kiv Ges cÖkœ DËi ce© mn mfvi Kvh© weeiYx msiÿY| gvbe m¤ú` e¨e ’̄vcK D³ 
`vwqZ cvjb Ki‡eb| 

▪ kÖwgK Kg©Pvix‡`i m‡½ †hvMv‡hvM t  
 

wc.G. wm‡÷‡gi gva¨‡g kÖwgK-Kg©Pvix‡`i Kg©N›Uv msµvšÍ bxwZgvjvm¤ú‡K© AewnZ Kiv Ges 
†bvwUk †ev‡W© cÖ`k©‡bi gva¨‡g D³ cwjwm m¤ú‡K© AeMZ Kiv n‡e| gvbe m¤ú` 
e¨e ’̄vcK/wbe©vnx D³ `vwqZ¡ cvjb Ki‡eb| 
▪ bZzb Kg©x‡`i mv‡_ †hvMv‡hvM t 
Iwi‡q‡›Ukb, wi‡d«kvi †Uªwbs G D³ bxwZ m¤ú‡K© avibv cÖ`vb Kiv| 

M) ‡hvMv‡hv‡Mi gva¨g 

 

wb‡¤œv³ Dcv‡q D³ cwjwm m¤ú‡K© †hvMv‡hvM iÿv Kiv n‡e t 

• †Uªwbs Gi gva¨‡g †hvMv‡hvM t  
d¨v±ixi kÖwgK-Kg©Pvix Ges Kg©KZ©vM‡Yi wbqwgZ m‡PZbZv Kg©m~Px/c~Ytm‡PZbZv 
Kg©m~Pxi gva¨‡g GBPAvi wefvM †_‡K cwjwm m¤ú‡K© avibv cÖ`vb Kiv n‡e Ges bZzb 
kÖwgK‡`i‡K cwiwPwZg~jK cÖwkÿ‡Yi gva¨‡g D³ bxwZgvjv m¤ú‡K© aviYv cÖ`vb Kiv 
n‡e| 

• wc.G wm‡÷‡gi gva¨‡g †hvMv‡hvM t  
wc.G wm‡÷‡g †Nvlbvi gva¨‡g D³ bxwZgvjv m¤ú‡K© m‡PZbZv e„w× Kiv n‡e| 

• †bvwUm †ev‡W©i gva¨‡g †hvMv‡hvM t  
†bvwUk †ev‡W© cÖ`k©‡bi gva¨‡g Kg©N›Uv msµvšÍ bxwZgvjv m¤ú‡K© †hvMv‡hvM iÿv Kiv 
n‡e| 

• wc.wm KwgwUi gva¨‡g †hvMv‡hvM t  
wc.wm KwgwUi mvaviY mfvq Av‡jvPbvi gva¨‡g Kg©N›Uv msµvšÍ bxwZgvjv m¤ú‡K© 
†hvMv‡hvM iÿv Kiv n‡e| GQvovI D³ bxwZgvjv wiwfI Kivi mgq Zv‡`i mv‡_ mwµq 
†hvMv‡hvM iÿv Kiv n‡e& 

• B-‡gB‡ji gva¨‡g †hvMv‡hvM t  
B‡gB‡ji gva¨‡g ga¨g I D”P ch©v‡qi e¨e ’̄vcbv KZ…©c‡ÿi mv‡_ †hvMv‡hvM iÿv Kiv 
n‡e| 

3.3 wdWe¨vK Ges wbqš¿b Kvh©m~Px (Feedback & Control Routine) 

K) `vwqZ¡  
wmwbt e¨e ’̄vcK GBP.Avi GÛ Kgcøv‡qÝ  wdWe¨vK Ges wbqš¿b Kvh©µ‡gi g~j `vwqZ¡ 
cvjb Ki‡eb| GQvovI GBP Avi g¨v‡bRvi Ges wefvMxq cÖavbMY Dc-gnv e¨e ’̄vcK 
GBP.Avi GÛ Kgcøv‡qÝ‡K D³ cwjwm wbqš¿‡b mn‡hvMxZv Ki‡eb| 

L) wdWe¨vK c×wZ 

wb‡¤œv³ Dcv‡q wdWe¨vK Ges wbqš¿b Kvh©m~Px cwiPvjbv Kiv nq- 
▪ kÖwgK, Kg©Pvix‡`i Rb¨ wdWe¨vK t 

 

wjwLZfv‡e Kg©N›Uv m¤úwK©Z †h †Kvb civgk©, Awf‡hvM †iKW© Kiv n‡e| †Kvb Awf‡hvM 
cvIqv †M‡j Zvi Z`šÍ mv‡c‡ÿ cÖ‡qvRbxq e¨e ’̄v MÖnY Kiv n‡e| AskMÖnY KwgwUi wgwUs 
G Av‡jvPbvi gva¨‡g Kg©N›Uv bxwZgvjv m¤ú‡K© †Kvb ai‡bi civgk© wKsev Awf‡hvM 
wb®úwËi e¨e ’̄v i‡q‡Q| I‡qj‡dqvi Awdmvi‡K AewnZ Kivi gva¨‡g Kg©N›Uv msµvšÍ 
†Kvb civgk© wKsev AmsMwZ Rvbv‡bv n‡j I‡qj‡dqvi Awdmvi civgk© D×©Zb 
KZ…©cÿ‡K Rvbv‡eb Ges Z`šÍ mv‡c‡ÿ Awf‡hv‡Mi †cÖwÿ‡Z h_vh_ e¨e ’̄v MÖnY Ki‡eb| 
▪ KZ…©cÿxq wbqš¿Y t 

e¨e ’̄vcbv KZ…©cÿ cÖwZ Qq gvm cici Kg©N›Uv msµvšÍ g¨v‡bR‡g›U wiwfD wgwUs Av‡qvRb Ki‡eb| D³ 
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wgwUs‡q D×©Zb KZ…©cÿ weMZ Qq gv‡mi Kg©N›Uv msµvšÍ mKj wjwLZ Bmy¨¸‡jv wiwfD mv‡c‡ÿ 
cÖ‡qvRbxq civgk© cÖ`vb Ki‡eb| 

▪ Af¨šÍixb AwW‡Ui gva¨‡g wdWe¨vK I wbqš¿b t 
 ‡g‡Uªv wbwUs GÛ WvBs wgjm& wjt G Kg©N›Uv bxwZgvjvi Kvh©KvwiZv ch©‡eÿ‡Yi Rb¨ 
B›Uvibvj AwWU Uxg B›Uvibvj AwWU Ki‡e| AwW‡U cÖvß ch©‡eÿY m¤ú‡K© wjwLZ 
wi‡cvU© g¨v‡bRg¨v›U wiwfD Ki‡e Ges cÖ‡qvRbxq mycvwik Ki‡e| 
 

 wi‡cv©wUs t  
B›Uvibvj AwWU m¤úbœ Kivi ci AwWU n‡Z cÖvß welqvw` wb‡q GKwU wi‡c©vU ‰Zix Kiv 
n‡e Ges D³ wi‡cvU© DaŸ©Zb KZ…cÿ‡K AewnZ Kiv n‡e| 
 

 wbqš¿b t  
Kj¨vb Kg©KZ©v mn GBP Avi GÛ Kgcøv‡qÝ wefv‡Mi mKj m`m¨e„›` mve©ÿwbKfv‡e 
ch©‡eÿY Ki‡eb| 

M) ev Í̄evq‡bi mgqmxgv 
msMV‡bi e¨w³MY G cÖwµqvi mswkøó KvR¸‡jv m¤úv`b Ki‡e| wdWe¨vK Ges K‡›Uªvj 
wm‡÷‡gi Rb¨ wba©vwiZ mg‡q ev¯Íevqb wbwðZ Ki‡Z n‡e| 

4. ‡hvMv‡hvM Ges ev Í̄evqb (Communication & Implementation) 

• †hvMv‡hvM Ges ev¯Íevqb Kvh©m~Px Abyhvqx| 

5. wdWe¨vK Ges K‡›Uªvj (Feedback & Control) 

• wdWe¨vK Ges wbqš¿b Kg©©m~Px Abyhvqx| 

DcwiD³ Av‡jvPbv n‡Z GB wm×v‡šÍ DcbxZ nIqv hvq †h, mf¨Zvi µgweKv‡ki mv‡_ mv‡_ Mv‡g©›Um wk‡íi Pvwn`v w`b 

w`b †e‡oB Pj‡Q| evsjv‡`‡ki ˆZwi †cvlvK wk‡íi gvb BwZg‡a¨B ewnt we‡k¦ GKwU ¯^Zš¿ cwiPq Lyu‡R †c‡Z m¶g 

n‡q‡Q| ZvB GB wk‡íi gva¨‡g ˆe‡`wkK gy`ªv AR©‡bi GB MwZ‡K Z¡ivwš^Z Ki‡Z n‡j, GB wkí‡K evuwP‡q ivL‡Z n‡j 

cÖ_‡gB „̀wócvZ Ki‡Z n‡e Gi cªvY kw³i w`‡K| Avi Zv n‡jv GB wk‡í Kg©iZ kªwgK-Kg©Pvix‡`I Rb¨ Kvh©Ki 

Kg©N›Uv bxwZgvjv cÖwZwU kªwgK-Kg©Pvix‡K wbRK‡g© Av‡iv AbycÖvwYZ Ki‡e, evov‡Z mvnvh¨ Ki‡e Drcv`b | 
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Kg©N›Uv bxwZgvjv hvPvBKib 

Working Hour Policy Check List 
 
KviLvbvi bvg t †g‡Uªv wbwUs GÛ WvBs wgjm& wjt  
bxwZgvjvi bvgt Kg©N›Uv bxwZgvjv 
AwWUit------------------------------------- 
ZvwiLt-------------------------------------- 
 

µwgK hvPvBKib welq n&u¨v bv gšÍe¨ 

1 Kg© N›Uv bxwZgvjvwU †bvwUk †ev‡W© Uvwb‡q ‡`qv n‡q‡Q wKbv?    

2 bxwZgvjv m¤ú‡K© mswkøó mKj‡K cÖ‡qvRbxq cÖwk¶b cÖ`vb Kiv n‡q‡Q wKbv?    

3 †Kvb kªwgK‡K †Kvb cÖKvi fq-fxwZ cÖ`k©b K‡i KvR Av`vq Kiv nq wKbv?    

4 kvixwiK wbh©vZb K‡i KvR Kiv‡bv nq wKbv?    

5 Avw_©K ¶wZ mva‡bi gva¨‡g KvR Kiv‡bv nq wKbv?    

6 ej c~e©K KvR Kiv‡bv nq wKbv?    

7 KviLvbvi kªwgK Kg©Pvix ¯^-B”Qvq PvKzix‡Z †hvM`vb K‡i Ges ¯^-B”Qvq KvR K‡i wKbv?    

8 KvR PjvKvjxb mg‡q KviLvbvi cÖwZwU cÖ‡ek/evwni c_ ‡Lvjv †i‡L KvR Kiv nq wKbv?    

9 
Kg© N›Uv PjvKvjxb mgq kªwgKMY‡K cvwb cvb Kivi, Lvevi LvIqvq, Uq‡jU hvIqvi ‡¶‡Î 

†Kvb cÖKvi evav cÖ`vb Kiv nq wKbv? 

   

10 hw` †Kvb Ifvi UvBg Kiv‡bvi cÖ‡qvRb nq Z‡e Zv Ki‡Z kªwgK‡`i eva¨ Kiv nh wKbv?    

11 †Kvb kªwgK‡K wb‡qvM`vbKv‡j Zvi wbKU n‡Z ‡Kvb cÖKvi Aw½Kvibvgv †bqv nq wKbv?    

12 KviLvbvi kªwgK Kg©Pvix ¯^-B”Qvq PvKzix‡Z †hvM`vb K‡i Ges ¯^-B”Qvq KvR K‡i wKbv?    

13 
hw` †Kvb mgq Ryiæix wkc‡g‡›Ui Rb¨ Ifvi UvBg Kiv‡bvi cÖ‡qvRb nq Z‡e Zv Ki‡Z 

kªwgK‡`i eva¨ Kiv A_ev KviI B”Qvi wei‡× †Rvi K‡i Ifvi UvBg Kiv‡bv nh wKbv? 

   

14 †Kvb kªwgK‡K †Rvic~e©K PvKzix n‡Z Aemi wb‡Z eva¨ Kiv‡bv nq wKbv?    

15 AwZwi³ KvR Kiv‡bvi †¶‡Î kªwgK‡`i B”Qv‡K g~j¨vqb Kiv nq wKbv?    

16 
AwZwi³ KvR Kiv‡bvi cÖ‡qvRb n‡j GKUv wbw`©ó mg‡qi g‡a¨ kÖwgK‡`i AeMZ Kiv nq 

wKbv Ges Zv‡`i gZvgZ‡K g~j¨vqb Kiv nq wKbv? 
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1. bxwZgvjv (Policy) 
 

 

†Kv¤úvbx bxwZgvjv †Nvlbv  
(Company Policy Statement) 

‡g‡Uªv wbwUs GÛ WvBs wgjm wj: GKwU 100% ißvbxg~Lx †cvkvK cÖ¯‘ZKvix ¯^bvgab¨ cÖwZôvb| ‡g‡Uªv 
wbwUs GÛ WvBs wgjm wj: KZ…©cÿ †`‡ki we`¨gvb AvBb Abyhvqx  cÖwZôv‡b wb‡qvwRZ mKj Kg©KZ©v, 
Kg©Pvix Ges kÖwgK‡`i QzwU cÖ`vb K‡i _v‡K hv †`‡ki cÖPwjZ AvB‡bi mxgv j½b K‡i bv| hyw³hy³ I 
ev¯Íe m¤§Z Kvi‡Y †Kv¤úvbx‡Z wb‡qvwRZ mKj e¨w³eM© QzwUi AwaKvi ¸‡jv GB bxwZgvjv Abyhvqx †fvM 
Ki‡Z cvi‡i| 

jÿ¨ I D‡Ïk¨ 
(Objective & Target) 

‡g‡Uªv wbwUs GÛ WvBs wgjm wj: KZ…©cÿ wek¦vm K‡i kÖwgK‡`i h_vh_ gh©v`v Ges Zv‡`i QzwUi AwaKvi 

wbwðZ Kivi j‡ÿ¨ Ges ‡m Abyhvqx  QzwU cÖ`vb I myôz e¨e ’̄vcbvi D‡Ï‡k¨ GKwU QzwUi bxwZgvjv cÖbqb 

Ges Zv Kv‡h© ch©evwmZ Kivi †Kvb weKí †bB| cÖwZôv‡b Kg©iZ kÖwgK Kg©Pvixiv hv‡Z K‡i GKwU 

mywbw`©ô bxwZgvjv Abyhvqx Zv‡`i cÖ‡qvRbxq mg‡q QzwU †fvM Ki‡Z cv‡i Ges GKwU myôz e¨e¯’vcbvi 

gva¨‡g kÖwgK Kg©Pvix‡`i Av¯’v AR©b Ges kÖwgK Kg©Pvix‡`i K¬vwšÍ ~̀i K‡i Kg©¯ú„nv e„w× KivB GB 

bxwZgvjvi jÿ¨| 

bxwZgvjvi cwiwa 
(Scope of the Policy) 

‡g‡Uªv wbwUs GÛ WvBs wgjm wj: G wb‡qvwRZ/Kg©iZ mKj kªwgK, Kg©KZ©v I Kg©Pvixi Rb¨ G bxwZgvjv 

cÖ‡hvR¨ n‡e|  

m~Î 
(Law Reference) 

‡g‡Uªv wbwUs GÛ WvBs wgjm wj: Gi QzwU bxwZgvjv evsjv‡`k kÖg AvBb-2006 Ges Gi me©‡kl 
ms‡kvabx 2013 mv‡ji evsjv‡`k kÖg AvBb, wb¤œZg gRyix †M‡RU, evsjv‡`k kÖg wewagvjv -2015 I 
AvB Gj I Kb‡fbkb (ILO Convention) Gi wewaweavb Ges m¤§vwbZ MÖvnK/†µZve„‡›`i  
AvPiYwewa (Code of Conduct) we‡ePbvc~e©K h_vh_fv‡e M„nxZ n‡q‡Q|  

cÖwZkÖæwZ 
(Commitment) 

‡g‡Uªv wbwUs GÛ WvBs wgjm wj: KZ©„cÿ GKwU Kvh©Ki QzwUi bxwZgvjv cÖbq‡bi gva¨‡g GKwU myk„•Lj 
Kg© cwi‡ek ˆZix‡Z cÖwZkÖæwZe×| 

2. msMVb (Organization) 

2.1  
cwjwm ev Í̄evqbKivi 

`vwqZ¡cÖvß e¨w³ 
(Responsible person for 
implement the policy) 

 

 

mnKvix gnve¨e¯’vcK

(GBP.Avi GÛ Kgcøv‡qÝ)   

‡WcywU g¨v‡bRvi / mnt g¨v‡bRvi

(GBP.Avi GÛ Kgcøv‡qÝ)

wmwbqi Awdmvi/Awdmvi

 (GBP.Avi GÛ Kgcøv‡qÝ)

I‡qj‡dqvi 
Awdmvi

wefvMxq cÖavb (mswkøó wefvM)

BbPvR© (mswkøó wefvM)

mycvifvBRvi

QzwU bxwZgvjv 
Leave Policy 

bxwZgvjv ïiæi ZvwiL 01/01/2009 Bs 

ms‡kva‡bi ZvwiL 01/01/2023 Bs 

cieZ©x ms‡kva‡bi ZvwiL 01/01/2024 Bs 

ms‡kva‡bi bv¤^vi 05 
Ref No: S(S)P-09(05) 
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2.2 
`vwqZ¡cÖvß e¨w³e‡M©i KvR 

(Responsibilities of 

Assigned Persons) 

 

• mnKvix gnve¨e ’̄vcK (gvbe m¤ú` I cÖkvmb) t- 
 
 

cwjwm ev¯Íevq‡b g~j `vwh‡Z¡ _vK‡eb| D³ cwjwm ev QzwU msµvšÍ wel‡q †Kvb c‡ÿi 
g‡a¨ †Kvb Awf‡hvM, cÖ¯Íve ev civgk© _vK‡j Zvi h_vh_ mgvav‡bi R‡b¨ cÖ‡qvRbxq 
c`‡ÿc MÖnb Ki‡eb| cwjwm ev¯Íevq‡b mswkøó cÿmg~n‡K G e¨vcv‡i cÖ‡qvRbxq cÖwkÿY 
cÖ`vb Ki‡eb| GQvovI wZwb ¸iæZ¡c~Y© civgk© I D³ cwjwm ev¯Íevq‡b mivmwi Z`viwK 
Ki‡eb| 
 

• Dc e¨e ’̄vcK / mnKvix e¨e ’̄vcK (gvbe m¤ú` I cÖkvmb) t-  
 
 
 

DaŸ©Zb KZ…c‡ÿi Av‡`k I AbygwZ mv‡c‡ÿ QzwUi bxwZgvjv ev¯Íevq‡bi Rb¨ h_vh_ 
c`‡ÿc MÖnb Ki‡eb| wbqwgZ wgW-‡j‡fj †g‡bR‡g›U, mycvifvBRvi Ges mswkøó 
c‡ÿi mv‡_ gZwewbgq Ki‡eb| wewfbœ cÖwkÿY Ges Ab¨vb¨ Kvh©Kix c`‡ÿc MÖn‡bi 
gva¨‡g QzwUi bxwZgvjv mKj‡K AeMZ Kiv‡eb Ges D³ bxwZgvjv Abyhvqx QzwU cÖ`v‡bi 
e¨e ’̄v MÖnY Ki‡eb| 
 

• wefvMxq cÖavb t-  
 

AÎ bxwZgvjv Abymib K‡i kªwgK‡`i Kv‡Ri Z`viwK Ki‡eb Ges Dc-gnve¨e ’̄vcK (Drcv`b) 
†K AeMZ Ki‡eb|  

• gvbem¤ú` I cÖkvmwbK Kg©KZ©v t-  
‡d¬vi gwbUwis Kiv, QzwU msµvšÍ wel‡q ‡Kvb Awf‡hvM/Aby‡hvM _vK‡j Zv e¨e ’̄vcK GBP.Avi 
GÛ Kgcøv‡qÝ Gi `„wó‡MvQ‡i G‡b mgvav‡bi c`‡ÿc Kiv| 

• Kj¨vb Kg©KZ©v t-  
 
 

‡d¬vi gwbUwis Kiv| kÖwgK, AskMÖnbKvix KwgwU, wefvMxq cÖavb I mycvifvBRvi‡`i 
mv‡_ ‡hvMv‡hvM iÿv Kiv| AÎ bxwZgvjv Abymib K‡i KviLvbvi mKj‡K GB wel‡q m‡PZb 
Kivi Rb¨ ÒQzwUÓ m¤ú‡K© mKj‡K cÖ‡qvRbxq cÖwk¶b cÖ`vb Ki‡eb Ges †Kv_vI Gi e¨wZµg 
cwijw¶Z n‡j KZ…©c‡¶i mnvqZvq cÖ‡qvRbxq e¨e ’̄v wb‡eb| 

3. Kvh©m~Px I c×wZ (Routines & Procedure) 

3.1 ev¯Íevqb Kvh©m~Px (Implementation Routine) 

K) `vwqZ¡ t msMV‡bi ewY©Z Kvh©avivµg Ges `vwqZ¡cÖvß e¨w³MY cwjwm ev Í̄evq‡b f~wgKv cvjb Ki‡eb|  

L) Kvh©m~Pxt 

01. QzwUi cÖKvi‡f` t  
 

• mvßvwnK QzwUt  
 
KZ…©cÿ wek¦vm K‡i cÖwZwU kÖwg‡KiB mßv‡n AšÍZ GKw`b wekÖvg †bIqv cÖ‡qvRb| wekÖvg kix‡ii K¬vwšÍ 
AembœZv `~i K‡i| d‡j K‡g© ¯ú„nv Rv‡M Ges Kv‡R †ewk Drmvn cvIqv hvq| GB j‡ÿ¨ KZ…©cÿ 
ïµevi mvßvwnK QzwU wn‡m‡e KviLvbvi Kvh©µg eÜ iv‡L Ges Bnvi R‡b¨ †Kvb gRyix KZ©b Kiv nqbv| 
A‡bK mgq Riæix cÖ‡qvR‡b  †hgb cÖvK…wZK `~‡h©vM, jK AvDU, ag©NU, ˆe`y¨wZK wech©q, †gwkbvwiR 
mgm¨v, ivR‰bwZK cÖwZKzjZv BZ¨vw`i Kvi‡b Drcv`b ÿwZMÖ¯’ n‡j ev Riæix wkc‡g‡›Ui Kvi‡b 
mvßvwnK QzwUi w`‡b KviLvbv †Lvjv ivL‡Z cvi‡e| G‡ÿ‡Î KZ…©cÿ mvßvwnK QzwUi w`‡b KviLvbv †Lvjv 
ivL‡j evsjv‡`g kÖg AvBb, 2006 Ges kÖg wewagvjv, 2015 Abyhvqx cieZ©x 3 (wZb) Kg©w`e‡mi 
g‡a¨ ÿwZc~iYg~jK  1 (GK) w`b  e`jx QzwU cÖ`vb Kwi‡e Ges GZ`msµvšÍ GKwU †bvwUk †ev‡W© cÖ`k©b 
Kivi gva¨‡g kÖwgK, Kg©Pvix Ges Kg©KZ©vMY‡`i c~‡e© AeMZ Kiv n‡e| 
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• ‰bwgwËK QzwU:  
 

cÖ‡Z¨K Kg©x eQ‡i c~Y© ‡eZbmn wb¤œwjwLZ k‡Z© `kw`b ˆbwgwËK QzwU ‡fvM Ki‡Z cvi‡ebt 
✓ ‰bwgwËK QzwU †fvM bv Ki‡j cieZ©x eQ‡i GB QywU †hvM n‡e bv| 
✓ QzwUKvjxb mg‡qi gv‡S hw` Ab¨ †Kvb mvßvwnK ev ce©RwbZ QzwU c‡o Zvn‡j Zv H QzwUi 

mv‡_ †hvM n‡e| 
✓ wb‡qvM cÖvwßi ci †_‡KB Kgx©iv GB QzwU †fvM Ki‡Z cvi‡eb| 

 

• Amy¯’ZvRwbZ QzwUt  
 

cÖ‡Z¨K Kgx© eQ‡i 14 w`b wb¤œwjwLZ k‡Z©i wfwË‡Z Amy¯’ZvRwbZ QzwU †fvM Ki‡Z cvi‡eb| 
✓ cÖ‡Z¨K kÖwgK, ÷vd Ges AwdmviMb eQ‡i 14 w`b c~b©‡eZ‡b Amy¯’ZvRwbZ QzwU †fvM Ki‡Z 

cvi‡eb| 
✓ D³ QzwU †fvM bv Ki‡j cieZ©x eQ‡i Zv †hvM n‡e bv| 
✓ GB QzwUi Rb¨ h‡_vchy³ Wv³v‡ii mvwU©wd‡KU `vwLj Ki‡Z n‡e| 
✓ wb‡qvM cÖvwßi ci †_‡KB Kgx©iv GB QzwU †fvM Ki‡Z cvi‡eb| 

 

• ce©RwbZ QzwUt  
 

• cÖ‡Z¨K kÖwgK eQ‡i AšÍZt 11 w`b ce© Dcj‡ÿ¨ m‡eZb QzwU †fvM Ki‡Z cvi‡eb| ce©RwbZ 
QzwUi w`b I ZvwiL KZ©…cÿ KZ…K wba©vwiZ n‡e| ce©RwbZ QzwUi w`‡b hveZxq Kvh©µg eÜ 
_vK‡e| Riæix cÖ‡qvR‡b hw` †Kvb ce© Dcj‡ÿ QzwUi w`b KvR Kiv‡bv nq Zv IfviUvBg 
wnmv‡e MY¨ n‡e| GQvov Gi wewbg‡q 103 aviv Abymv‡i c~Y© gRyixmn ÿwZc~iYg~jK 2 w`‡bi 
AwZwi³ gRyixmn QzwU Ges GKwU weKí QzwUi e¨e¯’v Kiv n‡e| erm‡ii ïiæ‡ZB ce©Kvjxb 
QzwUi GKwU wj÷ ˆZwi K‡i †bvwUk †ev‡W© cÖ`k©‡bi gva¨‡g mevB‡K Rvwb‡q ‡`qv n‡e| 
 

• AwR©Z QzwUt  
 

†h †Kvb kÖwgK Gi PvKwii eqm GKUvbv 01(GK) eQi c~b© n‡j wb‡¤œv³ kZ©vbyhvqx GB QzwU †fvM Ki‡Z 
cvi‡e| 

✓ ‡g‡Uªv wbwUs GÛ WvBs wgjm wj: mKj Kgx© hv‡`i PvKwii eqm GKUvbv 01(GK) eQi c~b© 
n‡q‡Q Zviv AwR©Z QzwU ‡fvM Ki‡Z cvi‡eb| cÖ‡Z¨K cÖvßeq¯‹ kÖwgK cieZx© mg‡q Zvnvi 
c~e©eZx© ev‡iv gv‡mi Kv‡Ri Rb¨ cÖwZ 18 Kg©w`e‡mi Rb¨ GKw`b nv‡i AwR©Z QzwU †fvM 
Kivi AwaKvix n‡eb| 

✓ GB QzwU AvswkK ev m¤ú~Y© †fvM bv K‡i _vK‡j cieZ©x eQ‡i Zvi cvIbv QzwUi mv‡_ Zv †hvM 
Kiv n‡e| A_ev †KD Rgv QzwUi UvKv D‡Ëvj‡bi Rb¨ Av‡e`b Ki‡j Zv cÖ`vb Kiv n‡e| 

✓ GKRb cÖvß eq¯‹ kÖwg‡Ki AwR©Z QzwUi cwigvb 40 w`‡bi AwZwi³ Rgv ivLv hv‡e bv| 
 
 

QzwUiwnmve t  

365 w`b- (KZ©…c‡ÿi AbygwZ Qvov Abycw¯’Z w`b+ mKj QzwUi w`b) 
= AwR©Z QzwU 
 

18 w`b 

UvKvi wnmve t 

cÖvß gRyix × AwR©Z QzwUi w`b 
= ---------UvKv 

26 
 
‡h †Kvb AcÖvß eq¯‹ kÖwg‡Ki PvKwii eqm GKUvbv 01 (GK) eQi c~b© n‡j wb‡¤œv³ kZ©vbyhvqx GB QzwU 
†fvM Ki‡Z cvi‡e| 
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✓ ‡g‡Uªv wbwUs GÛ WvBs wgjm wj: cÖ‡Z¨K AcÖvßeq¯‹ kÖwgK cieZx© mg‡q Zvnvi c~e©eZx© ev‡iv 
gv‡mi Kv‡Ri Rb¨ cÖwZ 15 Kg©w`e‡mi Rb¨ GKw`b nv‡i AwR©Z QzwU †fvM Kivi AwaKvix 
n‡eb| 

✓ GB QzwU AvswkK ev m¤ú~Y© †fvM bv K‡i _vK‡j cieZ©x eQ‡i Zvi cvIbv QzwUi mv‡_ Zv †hvM Kiv 
n‡e| A_ev †KD Rgv QzwUi UvKv D‡Ëvj‡bi Rb¨ Av‡e`b Ki‡j Zv cÖ`vb Kiv n‡e| 

✓ GKRb AcÖvß eq¯‹ kÖwg‡Ki AwR©Z QzwUi cwigvb 60 w`‡bi AwZwi³ Rgv ivLv hv‡e bv| 
 

QzwUiwnmve t  

365 w`b- (KZ… ©c‡ÿi AbygwZ Qvov Abycw¯’Z w`b+ mKj QzwUi w`b)  

= AwR©Z QzwU 
15 w`b 

UvKvi wnmve t 

cÖvß gRyix × AwR©Z QzwUi w`b 
= ----------- UvKv 

      15 
 

• gvZ…Z¡Kvjxb QzwUt  
 

gvZ…Z¡Kvjxb myweav cÖ`vb bxwZ 
 

✓ ‡g‡Uªv wbwUs GÛ WvBs wgjm wj: 2006 m‡bi gvZ…Z¡Kj¨vY AvBb Abyhvqx gwnjv kÖwgK‡`i 
gvZ…Z¡Kvjxb my‡hvM myweav †`qvi e¨vcv‡i A½xKvie×| 

✓ ‡g‡Uªv wbwUs GÛ WvBs wgjm wj: Gi †h mKj gwnjv Kgx© Kgc‡ÿ 6 gvm hver KviLvbvq Kg©iZ 
Ges mšÍvb m¤¢ev Zv‡`i c~Y© †eZbmn 16 mßv‡ni gvZ…Z¡Kj¨vb QzwU msiwÿZ| 

 

‡bvwUk cÖ`v‡bi wbqgvejxt  

✓ AšÍ¯^Ë¡v †h †Kvb gwnjv GB AvB‡bi Aaxb cÖm~wZ Kj¨vb myweav cvBevi AwaKvix nB‡j wZwb †h 
†Kvb w`b gvwjK‡K wjwLZ ev †gŠwLKfv‡e GB g‡g© †bvwUk w`‡eb †h, †bvwU‡ki AvU mßv‡ni 
g‡a¨ Zvnvi mšÍvb cÖm‡ei m¤¢vebv Av‡Q| Ges D³ †bvwU‡k Zvnvi g„Zy¨i †ÿ‡Î GB myweav whwb 
MÖnY Ki‡eb Zvnvi bvgI D‡jøL _vK‡e| 

 

✓ cªm~wZ †Kvb gwnjv Kgx© hw` cÖm‡ei †bvwUk bv w`‡q _v‡Kb, Z‡e wZwb mšÍvb cÖm‡ei w`b ‡_‡K 
07(mvZ) w`‡bi g‡a¨ D³iæc †bvwUk cÖ`vb Kwiqv Zvnvi mšÍvb cÖme m¤ú‡K© KZ©…cÿ‡K 
Rvbv‡eb| 

 

• cÖm~wZfvZv cwi‡kv‡ai c×wZt   
 

✓ gvZ…Z¡Kj¨vY myweav cvIqvi AwaKvwiYx gwnjv‡K wb‡¤œ³ 03 (wZb) ai‡Yi cš’vmg~‡ni g‡a¨ 
gwnjv †hfv‡eB Pvb KZ…cÿ †mfv‡eB Zvi cÖvc¨ cwi‡kva Ki‡Z e× cwiKit 

✓ cieZ©x 08(AvU) mßv‡ni g‡a¨ mšÍvb cÖm‡ei m¤¢vebv i‡q‡Q GB g‡g© †bvwUk †`qvi 48 N›Uvi 
g‡a¨ 08(AvU) mßv‡ni Rb¨ Ges 47 avivi Dcaviv †gvZv‡eK Aewkó 08(AvU) mßv‡ni 
fvZv mšÍvb cÖm‡ei cÖZ¨qbcÎ ‡ck Kivi AvU mßv‡ni g‡a¨; A_ev 

✓ cÖm‡ei w`b(cÖm‡ei w`bmn) ch©šÍ D³ †gqv‡`i Rb¨ mšÍvb cÖm‡ei cÖZ¨qbcÎ †ck Kivi 48 
N›Uvi g‡a¨ Ges Aewkó †gqv‡`i (Aewkó 08 mßv‡ni) Rb¨ mšÍvb cÖm‡ei cÖgvbcÎ †ck 
Kivi 08 (AvU) mßv‡ni g‡a¨; A_ev 

✓ Dc‡iv³ c~Y© †gqv`‡i (16 mßvn) Rb¨, wZwb †h mšÍvb cÖme K‡i‡Qb GB g‡g© cÖgvb †ck 
Kivi 48 N›Uvi g‡a¨| 

✓ ‡g‡Uªv wbwUs GÛ WvBs wgjm wj: gvZ©Z¡KY¨vY myweav cÖ`v‡bi †ÿ‡Î wb‡¯œv³ c×wZ AbymiY K‡i 
: 
‡Kvb gwnjv kÖwgK hw` GB g‡g© †bvwUk cÖ`vb K‡i †h, AvMvgx 8 (AvU) mßv‡ni g‡a¨ mšÍvb 
cÖm‡ei m¤¢vebv i‡q‡Q Z‡e 72 (evnvËi) N›Uvi g‡a¨ Zvi cÖ_g 8 (AvU) mßv‡ni Avw_©K 
myweav cÖvc¨ n‡e| mšÍvb cÖme nIqvi cÖgvYcÎ †ck Kivi 72 (evnvËi) N›Uvi g‡a¨ cieZ©x 8 
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(AvU) mßv‡ni Avw_©K myweav cÖvc¨ n‡e| 
 

Z`ycwi †Kvb gwnjv kÖwgK hw` GB cš’v e¨vwZ‡i‡K Ab¨ AvBbvbyM cš’vq myweav MÖnY Ki‡Z Pvb Z‡e 
‡g‡Uªv wbwUs GÛ WvBs wgjm wj: †mB cš’v †gvZv‡eK myweav cÖ`vb K‡i _v‡K| 
 

• gvZ…Z¡Kj¨vb fvZv wnmve Kivi c×wZ t 
 
gvZ…Kj¨vY myweav cvIqvi AwaKvwibx gwnjv †bvwUk cÖ`v‡bi Zvwi‡Li Ae¨ewnZ c~e©eZx© 03(wZb) gvm 
†h gRyix DcvR©b K‡i‡Qb (hvi g‡a¨ QzwU, Kg©nxb w`em Ges AwZwi³ KvR AšÍ©fz³) Zvi wfwË‡Z Zvi 
ˆ`wbK Mo gRywi wnmve K‡i gvZ…Z¡Kj¨vb fvZv cÖ`vb Kiv n‡e| 

• gvZ…Z¡Kvjxb QzwUi ci c~bivq Kv‡R †hvM`v‡bi c×wZt 
 
gvZ…Z¡Kj¨vb QzwU †kl nevi ci cÖm~wZ eZ©gv‡b m¤ú~Y© my¯’ Ges Kv‡R †hvM`v‡bi Dchy³, G g‡g© 
Wv³v‡ii gZvgZmn I‡qj‡dqvi Awdmv‡ii gva¨‡g †Kv¤úvbxi wba©vwiZ dig c~i‡Yi gva¨‡g PvKzix‡Z 
†hvM`vb Ki‡Z cv‡ib| 

• we‡kl QzwU t  
 
‡g‡Uªv wbwUs GÛ WvBs wgjm wj: KZ…©cÿ kÖwgK‡`i Kj¨vY Ges Zv‡`i Dbœq‡Yi K_v wPšÍv K‡i 
gRyixmn/webv gRyix‡Z we‡kl QzwU cÖ`vb K‡i _v‡K| GQvovI Zv‡`i mv¯’¨ m‡PZbZv e„w×, `ÿZv 
DbœqYg~jK cÖwkÿY, cwievi cwiKíbv Ges GBP.AvB.wf GBWm m¤ú‡K© Awdm PjvKvjxb mg‡q cÖwkÿY 
cÖ`vb Kiv nq I cÖwkÿY Kvjxb mg‡q QzwU cÖ`vb Kiv nq Ges Gi Rb¨ Zv‡`i †eZb gRyix ‡_‡K †Kvb 
ai‡Yi KZ©b Kiv nqbv | 

• `y»`vqx gv‡qi Rb¨ QzwU t  
 
KviLvbvq Kg©iZ `y»`vqx gv‡q‡`i cÖwZ 02 ( ỳB N›Uv) AšÍi AšÍi Zv‡`i ev”Pv‡`i ỳa cvb Kiv‡bvi 
Rb¨ QzwU cÖ`vb Kiv n‡e Ges ev”Pv‡`i cÖ‡qvRbxq `y» cvb Kiv‡bvi ci Kg©¯’‡j wd‡i Avm‡e| Giæc 
QzwUi Rb¨ gR yix n‡Z †Kvb iæc KZ©b Kiv n‡ebv 

QywU ewa©ZKiYt 
 
QzwU‡Z hvevi ci kÖwgK hw` QzwUi †gqv` e„w× Ki‡Z Pvb, Zvn‡j ewa©Z †gqv‡`i Rb¨ QzwUi Av‡e`bcÎ 
cvVv‡Z n‡e| 

QzwU‡Z hvevi ciI hw` cieZx© 10 w`‡bi g‡a¨ Kgx© Kv‡R †hvM`vb bv K‡i Ges h_vmg‡q Kv‡R 
†hvM`vb bv Kivi Kvib m¤ú‡K© KZ©…cÿ‡K mš‘óg~jK Reve w`‡Z bv cv‡i, Zvn‡j D³ Kgx© PvKix Kivi 
†hvM¨Zv nviv‡eb| 

webv AbygwZ‡Z 10 w`b Abycw¯’Z _vKvi ci †Kvb Kgx© hw` KZ©…cÿ‡K m‡šÍvlRbK Reve w`‡Z cv‡i, 
Z‡e Zv‡K Aby‡gvw`Z QzwUi w`b e¨ZxZ AwZwi³ evKx w`b¸‡jv webv †eZ‡b QzwU gÄyi Kiv n‡e| 
 

02. QzwU †bIqvi c×wZ t 
• QzwUi Av‡e`bKvix e¨w³‡K †Kv¤úvbxi wba©vixZ di‡g QzwUi Rb¨ Av‡e`b Ki‡Z n‡e| 

• QzwUi Av‡e`bcÎ c~iY K‡i cÖ_‡g hvi hvi wefvMxq cÖavb‡`i Kv‡Q Rgv w`‡Z n‡e| 

• wefvMxq cÖavb QzwUi mycvwik K‡i P’ovšÍ Aby‡gv`‡bi Rb¨ cÖkvmb wefv‡M cvVv‡eb| 

• cÖkvmb wefvM `iLv¯Í cÖvwßi 7 (mvZ) w`‡bi g‡a¨ A_ev QzwU ïiæ nBevi 2(`yB) w`b c~‡e©  
hvnv Av‡M msMwVZ nq, Zvnvi Av‡`k cÖ`vb Kwi‡eb| Riæix KviYemZt hw` cÖvw_©Z QzwU 
`iLv‡¯Íi Zvwi‡L A_ev Dnvi wZb w`‡bi g‡a¨ ïiæ Kwi‡Z nq, Zvnv nB‡j Abyiæc Av‡`k 
`iLv¯Í cÖvwßi w`‡bB cÖ`vb Kwi‡eb| 

• hw` cÖvw_©Z QzwU gÄyi Kiv nq, Zvnv nB‡j mswkøó kÖwgK‡K GKwU QzwUi cvm †`Iqv nB‡e| 
hw` cÖvw_©Z QzwU bvgÄyi ev ¯’wMZ Kiv nq, Zvnv nB‡j bvgÄyi ev ¯’wMZv‡`‡ki KviY mn Bnv mswkøó 
kÖwgK‡K cÖvw_©Z QzwU Avi¤¢ nIqvi Zvwi‡Li c~‡e© AewnZ Kiv nB‡e| 
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03.  QzwUi Aby‡gv`bKvix t 
 

• cwiPvjK g‡nv`q mKj wefv‡Mi wefvMxq cÖavb‡`i QzwU Aby‡gv`b Ki‡eb| 

• cÖkvmb wefv‡Mi cÖavb wefvMxq cÖavb‡`i Qvov Ab¨vb¨ mK‡ji QzwU Aby‡gv`b Ki‡eb| 
 

M) Kvh©m~Px ev¯Íevq‡bi mgqmxgv cwjwm wba©vi‡bi mv‡_ mv‡_ QzwU msµvšÍ mKj Kvh©µg cwjwm Abyhvqx m¤úv`b Kiv n‡e| 

N) Kvh©m~Px ev¯Íevq‡bi 
c×wZ 

Routine 

Implementation 

Procedures 

 
 

Kvh©m~Px ev Í̄evq‡bi c×wZ mg~n wb¤œiæc t 
 

✓ mKj kÖwgK Kg©Pvixi cvwikÖwgK D³ bxwZgvjv Abyhvqx wbwðZ Kiv; 
✓ mwVK fv‡e Kv‡Ri mgq I Zvi gRyix wnmve Kiv; 
✓ QzwU I Ab¨vb¨ my‡hvM myweav wbwðZ Kiv; 
✓ ‡eZb gRyix msµvšÍ Awf‡hvM/Aby‡hvM _vK‡j mgvavb Kiv; 
✓ kÖwgK Kg©Pvix‡`i cwjwm m¤ú‡K© m‡PZbZv e„w× Kiv; 

✓ kÖwgK‡`i b~b¨Zg gRyix wbwðZ Kiv| 
 

3.2   ‡hvMv‡hvM Kvh©m~Px (Communication Routine) 

K) `vwqZ ¡ 
 

G¨vIqvi‡bm GÛ †Uªwbs - I‡qj‡dqvi Awdmvi/†UªBbvi 
wcG †NvlYv   - I‡qj‡dqvi Awdmvi/wiwmckwb÷ 
†gBj KwgDwb‡Kkb - wmwbqi g¨v‡bRvi, g¨v‡bRvi GBP.Avi   
†bvwUk †evW©  - GBP.Avi Awdmvi 
wc.wm KwgwU  - I‡qj‡dqvi Awdmvi 

 

L) ‡hvMv‡hvM Kvh©µg 
 

▪ e¨e ’̄vcbv KZ©…c‡ÿi mv‡_ †hvMv‡hvM t  
 

‡Rbv‡ij wgwUsG Av‡jvPbvi gva¨‡g A_ev B-‡gB‡ji gva¨‡g AvewnZ Ki‡Z n‡e Ges mfvi 
Kvh© weeiYx ms‡hvRb K‡i Zv msiÿb Ki‡Z n‡e| Ges gvbe m¤ú` e¨e ’̄vcK D³ `vwqZ¡ 
cvjb Ki‡eb| 

▪ `vwqZ¡ cÖvß `‡ji mv‡_ †hvMv‡hvM t 
 

mvaviY wgwUs Ges †UªwbsGi gva¨‡g D³ cwjwm mevB‡K AeMZ Kiv n‡e Ges Gi WKz‡g›Um& 
bw_f…³ Kiv n‡e| 

▪ óvd‡`i m‡½ †hvMv‡hvM t 
 

KviLvbvi mKj Kg©KZ©v I Drcv`b Kg©KZ©v I Drcv`b ÷vd‡`i D³ bxwZgvjv m¤ú‡K© AewnZ 
Kiv n‡e| ZvQvovI ev Í̄evqb c×wZ m¤ú‡K© aviYv cÖ`vb Kiv mvaviY wgwUs Gi AvqvR‡bi 
gva¨‡g mevB‡K AeMZ Kiv Ges cÖ‡Z¨‡K D³ cwjwm eyS‡Z †c‡i‡Q ev AeMZ n‡q‡Q GB g‡g© 
¯̂vÿi MÖnb Kiv Ges cÖkœ DËi ce© mn mfvi Kvh© weeiYx msiÿY| gvbe m¤ú` e¨e ’̄vcK D³ 
`vwqZ cvjb Ki‡eb| 

▪ kÖwgK Kg©Pvix‡`i m‡½ †hvMv‡hvM t  
 

wc.G. wm‡÷‡gi gva¨‡g kÖwgK-Kg©Pvix‡`i QzwU msµvšÍ bxwZgvjv m¤ú‡K© AewnZ Kiv Ges 
†bvwUk †ev‡W© cÖ`k©‡bi gva¨‡g D³ cwjwm m¤ú‡K© AeMZ Kiv n‡e| gvbe m¤ú` 
e¨e ’̄vcK/wbe©vnx D³ `vwqZ¡ cvjb Ki‡eb| 

▪ bZzb Kg©x‡`i mv‡_ †hvMv‡hvM t 
 

Iwi‡q‡›Ukb, wi‡d«kvi †Uªwbs G D³ bxwZ m¤ú‡K© avibv cÖ`vb Kiv| 

M) ‡hvMv‡hv‡Mi gva¨g 
wb‡¤œv³ Dcv‡q D³ cwjwm m¤ú‡K© †hvMv‡hvM iÿv Kiv n‡e t 

• †Uªwbs Gi gva¨‡g †hvMv‡hvM t  
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d¨v±ixi kÖwgK-Kg©Pvix Ges Kg©KZ©vM‡Yi wbqwgZ m‡PZbZv Kg©m~Px/c~Ytm‡PZbZv 
Kg©m~Pxi gva¨‡g GBPAvi wefvM †_‡K cwjwm m¤ú‡K© avibv cÖ`vb Kiv n‡e Ges bZzb 
kÖwgK‡`i‡K cwiwPwZg~jK cÖwkÿ‡Yi gva¨‡g D³ bxwZgvjv m¤ú‡K© aviYv cÖ`vb Kiv 
n‡e| 

• wc.G wm‡÷‡gi gva¨‡g †hvMv‡hvM t  
wc.G wm‡÷‡g †Nvlbvi gva¨‡g D³ bxwZgvjv m¤ú‡K© m‡PZbZv e„w× Kiv n‡e| 

• †bvwUm †ev‡W©i gva¨‡g †hvMv‡hvM t  
†bvwUk †ev‡W© cÖ`k©‡bi gva¨‡g QzwU msµvšÍ bxwZgvjv m¤ú‡K© †hvMv‡hvM iÿv Kiv n‡e| 

• wc.wm KwgwUi gva¨‡g †hvMv‡hvM t  
wc.wm KwgwUi mvaviY mfvq Av‡jvPbvi gva¨‡g QzwU msµvšÍ bxwZgvjv m¤ú‡K© †hvMv‡hvM 
iÿv Kiv n‡e| GQvovI D³ bxwZgvjv wiwfI Kivi mgq Zv‡`i mv‡_ mwµq †hvMv‡hvM 
iÿv Kiv n‡e| 
B-‡gB‡ji gva¨‡g †hvMv‡hvM t  
 

B-‡gB‡ji gva¨‡g ga¨g I D”P ch©v‡qi e¨e ’̄vcbv KZ…©c‡ÿi mv‡_ †hvMv‡hvM iÿv Kiv 
n‡e| 

3.3 wdWe¨vK Ges wbqš¿b Kvh©m~Px (Feedback & Control Routine) 

K) `vwqZ¡  

 

mnKvix gnve¨e ’̄vcK GBP.Avi GÛ Kgcøv‡qÝ wdWe¨vK Ges wbqš¿b Kvh©µ‡gi g~j 
`vwqZ¡ cvjb Ki‡eb| GQvovI mnKvix g¨v‡bRvi Ges wefvMxq cÖavbMY wmwbt e¨e ’̄vcK 
GBP.Avi GÛ Kgcøv‡qÝ‡K D³ cwjwm wbqš¿‡b mn‡hvMxZv Ki‡eb| 

L) wdWe¨vK c×wZ 

 

wb‡¤œv³ Dcv‡q wdWe¨vK Ges wbqš¿b Kvh©m~Px cwiPvjbv Kiv nq- 
▪ kÖwgK, Kg©Pvix‡`i Rb¨ wdWe¨vK t 

wjwLZfv‡e QzwU m¤úwK©Z †h †Kvb civgk©, Awf‡hvM †iKW© Kiv n‡e| †Kvb Awf‡hvM 
cvIqv †M‡j Zvi Z`šÍ mv‡c‡ÿ cÖ‡qvRbxq e¨e ’̄v MÖnY Kiv n‡e| AskMÖnY KwgwUi wgwUs 
G Av‡jvPbvi gva¨‡g QzwU bxwZgvjv m¤ú‡K© †Kvb ai‡bi civgk© wKsev Awf‡hvM wb®úwËi 
e¨e ’̄v i‡q‡Q| I‡qj‡dqvi Awdmvi‡K AewnZ Kivi gva¨‡g QzwU msµvšÍ †Kvb civgk© 
wKsev AmsMwZ Rvbv‡bv n‡j I‡qj‡dqvi Awdmvi civgk© D×©Zb KZ…©cÿ‡K Rvbv‡eb 
Ges Z`šÍ mv‡c‡ÿ Awf‡hv‡Mi †cÖwÿ‡Z h_vh_ e¨e ’̄v MÖnY Ki‡eb| 

▪ KZ…©cÿxq wbqš¿b t 
e¨e ’̄vcbv KZ…©cÿ cÖwZ Qq gvm cici QzwU msµvšÍ g¨v‡bR‡g›U wiwfD wgwUs Av‡qvRb 
Ki‡eb| D³ wgwUs‡q D×©Zb KZ…©cÿ weMZ Qq gv‡mi QzwU msµvšÍ mKj wjwLZ Bmy¨¸‡jv 
wiwfD mv‡c‡ÿ cÖ‡qvRbxq civgk© cÖ`vb Ki‡eb| 
 

▪ Af¨šÍixb AwW‡Ui gva¨‡g wdWe¨vK I wbqš¿b t 
‡g‡Uªv wbwUs GÛ WvBs wgjm& wjt G QzwU bxwZgvjvi Kvh©KvwiZv ch©‡eÿ‡Yi Rb¨ B›Uvibvj 
AwWU Uxg B›Uvibvj AwWU Ki‡e| AwW‡U cÖvß ch©‡eÿY m¤ú‡K© wjwLZ wi‡cvU© 
g¨v‡bRg¨v›U wiwfD Ki‡e Ges cÖ‡qvRbxq mycvwik Ki‡e| 
 

 wi‡cv©wUs t  
B›Uvibvj AwWU m¤úbœ Kivi ci AwWU n‡Z cÖvß welqvw` wb‡q GKwU wi‡c©vU ‰Zix Kiv 
n‡e Ges D³ wi‡cvU© DaŸ©Zb KZ…cÿ‡K AewnZ Kiv n‡e| 

 wbqš¿b t  
Kj¨vb Kg©KZ©v mn GBP Avi GÛ Kgcøv‡qÝ wefv‡Mi mKj m`m¨e„›` mve©ÿwbKfv‡e 
ch©‡eÿY Ki‡eb| 
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M) ev Í̄evq‡bi mgqmxgv 
msMV‡bi e¨w³MY G cÖwµqvi mswkøó KvR¸‡jv m¤úv`b Ki‡e| wdWe¨vK Ges K‡›Uªvj 
wm‡÷‡gi Rb¨ wba©vwiZ mg‡q ev¯Íevqb wbwðZ Ki‡Z n‡e| 

4. ‡hvMv‡hvM Ges ev¯Íevqb (Communication & Implementation) 

• †hvMv‡hvM Ges ev¯Íevqb Kvh©m~Px Abyhvqx| 

5. wdWe¨vK Ges K‡›Uªvj (Feedback & Control) 

• wdWe¨vK Ges wbqš¿b Kg©©m~Px Abyhvqx| 
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     [  

 
 

 

 

‡g‡Uªv wbwUs GÛ WvBs wgjm& wjt 
ivgvievM, KzZzecyi, dZzjøv, bvivqYMÄ| 
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1. bxwZgvjv (Policy) 
 

1) 
†Kv¤úvbx cwjwm †Nvlbv 
(Company Policy 

Statement) 

‡g‡Uªv wbwUs GÛ WvBs wgjm& wjt KZ…©cÿ mZZv I wbôvi mv‡_ cÖwZôvb cwiPvjbvi 
wbwg‡Ë cÖwZôv‡b mKj cÖKvi ~̀b©xwZ Nyl m¤ú~b©iæ‡c wbwl×| G e¨vcv‡i KZ©„cÿ jÿ¨ 
AR©‡bi Rb¨ ~̀Y©xwZ/Nyl we‡ivax bxwZgvjv c~Y©v½ Abymi‡b e×cwiKi| 

 
2) 

 
D‡Ïk¨ (Objective) 

‡g‡Uªv wbwUs GÛ WvBs wgjm& wjt cÖwZôv‡bi Kvh©µg cwiPvjbvi †ÿ‡Î mZZv, 
b¨vqcivqbZv Ges m‡e©v”P ˆbwZKZvi gvb`Û eRvq †i‡L e¨emv‡q Abykxjb c~e©K 
mKj A‰bwZKZv, ~̀bx©wZ, Nyl, mgc~Y©iæ‡c cwinvi Kiv| GQvovI m‡e©v”P m‡PZbZv 
e„w×i gva¨‡g mZZv I ˆbwZKZvi Abykxjb wbwðZ Kiv| 

 
3) 

 
cwiwa (Scope) 

‡g‡Uªv wbwUs GÛ WvBs wgjm& wjt KviLvbvq Kg©iZ kªwgK/ Kg©Pvix/ Kg©KZ©vi Rb¨ G 
bxwZgvjv cÖ‡hvR¨ n‡e Ges AÎ cÖwZôv‡bi mwnZ hviv e¨emvwqK wewfbœ Kv‡R RwoZ 
Zv‡`i †ÿ‡ÎI G bxwZgvjv cÖ‡hvR¨ n‡e|  

4) m~Î (Reference) 
AÎ bxwZgvjv evsjv‡`k kªg AvBb 2006, ~̀Y©xwZ `gb Kwgkb AvBb 2004 Ges 
‡g‡Uªv wbwUs GÛ WvBs wgjm& wjt Gi m¤§vwbZ MÖvnKe„‡›`i bxwZgvjv (Code of 
Conduct) we‡ePbvc~e©K M„nxZ n‡q‡Q|  

2. msMVb (Organization) 

a) cwjwm ev Í̄evqb Kivi 
`vwqZ¡cÖvß e¨vw³ 
(Responsible 

person for 

implement the 

policy)  
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

3. Kvh©m~Px I c×wZ (Routines & Procedures) 

`ybx©wZ/Nyl we‡ivax e¨e¯’vcbv bxwZgvjv 
(ANTI-CORRUPTION/BRIBERY 

POLICY & PROCEDURE) 

bxwZgvjv ïiæi ZvwiL   t 01/01/2016 Bs 

ms‡kva‡bi ZvwiL t 01/01/2023 Bs 

cieZx© ms‡kva‡bi ZvwiL t 01/01/2024 Bs 

ms‡kva‡bi bv¤^vi t 03 

Ref No:  S(S)P-17(03) 

Director 

AGM 
(Admin, HR & Compliance) 
 

Manager 
(Admin, HR & Compliance) 
 

G.M(Admin, HR & Compliance-Corporate) 

Sr. Manager 
(Admin, HR & Compliance -Corporate) 
 

Manager 
(Admin, HR & Compliance-Corporate) 

 

Managing Director 

Officer/Welfare Officer 
            (Admin, HR & 
Compliance) 
 

Officer 
(Admin, HR & Compliance-Corporate) 
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a) cwjwm ev Í̄evqb Kivi 
c×wZ (Procedures for 

implementation of 

the policy) 

e¨vwe   ‡g‡Uªv wbwUs GÛ WvBs wgjm wjt G  Kg©iZ kªwgK-Kg©Pvix‡`i mš‘wó weav‡b m‡Pó| d¨v±ix‡Z 
`~b©xwZ I Nyl  wbg©~‡ji j‡ÿ¨ GKwU Kvh©Ki Awf‡hvM †ck c×wZ we`¨gvb i‡q‡Q| hv‡Z K‡i 
GKRb kªwgK, Kg©Pvix/Kg©KZ©v `~b©xwZ I Nyl wel‡q Zvi †Kvb Awf‡hvM m‡e©v”P KZ…©c‡¶i 
wbKU Dc¯’vcb Ki‡Z cv‡i| Kvh©Kix Awf‡hvM †ck c×wZ †Kv¤úvbx‡Z Kg©iZ wewfbœ 
ch©v‡qi Kg©KZ©v I kªwgK-Kg©Pvix‡`i Øviv †h †Kvb cÖKvi `~b©xwZ I Nyl  wbim‡b mnvqK 
fywgKv cvjb K‡i _v‡K| d¨v±ix‡Z Kg©iZ kªwgK-Kg©PvixMY wb‡gœv³ c×wZ‡Z Zv‡`i `~b©xwZ 
I Nyl welqK Awf‡hvM †ck Ki‡Z cv‡ibt- 
 
K) `~b©xwZ I Nyl wel‡q †gŠwLK Awf‡hvM t (Verbal Complain against anti- 

Corruption and Bribery) 
 
1| kªwgKiv `~bx©wZ I Nyl wel‡q †Kvb Awf‡hvM mivmwi d¨v±ixi I‡qj‡dqvi 

Awdmvi A_ev GBPAvi Kg©KZ©v‡K AewnZ Ki‡e| 
2| mycvifvBRvi ev BbPvR© Gi weiæ‡× `~bx©wZ I Nyl welqK †Kvb kªwg‡Ki 

†Kvb ai‡Yi Awf‡hvM _vK‡j D³ Awf‡hvM GWwgb., GBP.Avi I 
KgcøvB‡qÝ Awdmvi ev I‡qj‡dqvi Awdmvi †K AewnZ Ki‡e|  

3| ‡h †Kvb `~bx©wZ I Nyl msµvšÍ Awf‡hvM _vK‡j Zv †Kv¤úvbx wba©vwiZ 
nUjvBb bv¤^v‡ii gva¨‡g Awf‡hvM Rvbv‡Z cv‡ib|  

 
4| AÎ cÖwZôv‡bi mwnZ hviv e¨emvwqK wewfbœ Kv‡R RwoZ mKj e¨emvwqK  
    Askx`viMb nUjvBb ev g¨v‡bRvi, †Rbv‡ij g¨v‡bRvi,   
    cwiPvjK/e¨e ’̄vcbv cwiPvjK eivei mivmwi Awf‡hvM Rvbv‡Z cv‡ib| 
5| DÌvwcZ Awf‡hv‡Mi †cÖw¶‡Z †Kvb cÖwZKvi cvIqv bv †M‡j D³ Awf‡hvM  
     gnve¨e ’̄vcK ev cwiPvj‡Ki wbKU †ck Ki‡e| 

 
L) wjwLZ Awf‡hvM t (Written Complain against anti-Corruption and Bribery) 

  
1|  Dc‡iv³ c×wZ AbymiY K‡i †h †Kvb kªwgK/Kg©Pvix/Kg©KZ©v Zv‡`i `~bx©wZ 

I Nyl welqK †h †Kvb Awf‡hvM wjwLZfv‡e DÌvcb Ki‡Z cv‡ib| 
2| †h ‡Kvb kªwgK/Kg©Pvix Zvi `~bx©wZ I Nyl welqK †Kvb wjwLZ Awf‡hvM 

KZ©„c‡¶i AeMwZi Rb¨ KviLvbvi Uq‡jU mgy‡n ’̄vwcZ Awf‡hvM ev‡· 
†dj‡Z cv‡ib| 

3| mßv‡ni GKwU wbw`©ó w`‡b KviLvbvi I‡qj†dqvi Awdmvi Ges kªwgK- 
c‡¶i GKRb cÖwZwbwai Dcw ’̄wZ‡Z Awf‡hvM ev· mgyn ‡Lvjv nq| 

4| Awf‡hvM ev‡· cÖvß `~bx©wZ I Nyl welqK Awf‡hvMmgyn wbw`©ó †iwRóv‡i 
wjwce× K‡i cÖ‡qvRbxq e¨e ’̄v MÖn‡bi Rb¨ hZ `ªæZ m¤¢e h_vh_ KZ©„c‡¶i 
wbKU †ck Kiv nq| 

5| `~bx©wZ I Nyl welqK Awf‡hvM cÖvwßi c‡i cwic~Y© Z`šÍ mv‡c‡¶ 
wbi‡c¶Zvi mv‡_ mgm¨v mgvavb Kiv nq Ges M„nxZ mgvavb mswkøó 
kªwgK‡K AewnZ Kiv nq| 

6| †Kvb kªwgK/Kg©Pvix Zvi bvg cwiPq †Mvcb †i‡L Awf‡hvM ev‡· `~bx©wZ I 
Nyl welqK Zvi wjwLZ Awf‡hvM w`‡Z cv‡ib| 

7|  I‡qj‡dqvi Awdmvi/GBP.Avi Awdmv‡ii gva¨‡gI `~bx©wZ I Nyl welqK 
wjwLZ A_ev †gŠwLK Awf‡hvM Dc¯’vcb Kiv hv‡e| 

8|  wb‡¤œi †h †Kvb cš’v Aej¤^bc~e©K `~bx©wZ I Nyl welqK wjwLZ A_ev †gŠwLK 
Awf‡hvM Dc ’̄vcb Kiv hv‡e| 

          9|       ‡h †Kvb mieivnKvix  †h †Kvb wel‡q GKgZ bv n‡j 30 w`‡bi g‡a¨     
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                   Awf‡hvM `vwLj Ki‡Z cvi‡e| GB cªwµqvwU wb‡¤œv³ †ÿ‡Î e¨eüZ    
                   n‡e| 

• ‡g‡Uªv wbwUs GÛ WvBs wgjm wjt mvcøvB †PBb Gi mv‡_ hy³ †h †Kvb mve-   
mvcøvqvi A_ev mve K›U&ªvKUi| 

• ‡h †Kvb Awf‡hvM †Rbv‡ij g¨v‡bRvi, cwiPvjK/e¨e ’̄vcbv cwiPvjK KZ…©K 
M„nxZ n‡e| G wel‡q Z_¨ cÖ`vbKvixi I Z‡_¨I †MvcbxqZv iÿv Kiv n‡e| 

• mve-mvcøvqvi Aek¨B wjwLZ Awf‡hv‡M `vwLj Ki‡eb| mve-mvcøvqvi D³ 
Awf‡hvM ‡g‡Uªv wbwUs GÛ WvBs wgjm wjt eivei A_ev  B-‡gBj Ki‡Z 
cvi‡eb|    

   B-‡gBj t-nitai.hr@metrokd.com  
   I‡qet- www.metrokd.com/contact-us 

  WvK‡hv‡Mt  ‡g‡Uªv wbwUs GÛ WvBs wgj&m wjt  
     ivgvievM, KzZzecyi, dZzjøv, bvivqYMÄ, evsjv‡`k|  

• Awf‡hvM cÖvwßi wZb w`‡bi g‡a¨ ‡gBj/B-†gBj G cÖvwß ¯^xKvi mn G wel‡q 
h_vh_ c`‡ÿc MÖnb Ki‡eb hv‡Z Awf‡hvM Kvixi mv‡_ Av‡jvPbv AšÍ©fz³ 
_vK‡e| 

• ‡g‡Uªv wbwUs GÛ WvBs wgj&m wjt  Gi `vwqZ¡kxj e¨w³‡K (e¨e ’̄vcbv 
cwiPvjK/cwiPvjK)  h_vh_ e¨e ’̄v MÖn‡bi Rb¨ wbhy³ Ki‡eb| ‡g‡Uªv wbwUs 
GÛ WvBs wgj&m wjt Gi `vwqZ¡kxj e¨w³ wb‡¤œv³ c`‡ÿc MÖnb Ki‡eb I 
Z_¨vw` cÖ`vb Ki‡eb| 

 
✓ Awf‡hv‡Mi GKwU c~b© weeibx 
✓ Awf‡hvM mgvav‡bi Rb¨ M„wnZ e¨e¯’vi weeibx Ges  
✓ G msµvšÍ cÖv_wgK Z_¨vw` cÖ`vb Ki‡eb| 

 

          AskMÖnYKvix KwgwUt (Participation Committee): 
 

         ‡g‡Uªv wbwUs GÛ WvBs wgj&m wjt me©`v ¯̂”QZv, Revew`wnZv Ges cvi¯úvwiK 
mg‡SvZvq wek¦vmx| ZvB kªwgK‡`i Avkv AvKv•Lv, Awf‡hvM, Aby‡hvM †Kvb cÖKvi 
fqfxwZ, wØavØ›Ø QvovB hv‡Z KZ…©c‡¶i wbKU Rvbv‡Z cv‡i G j‡¶¨ cÖ‡Z¨KwU 
KviLvbvq GKwU kw³kvjx AskMÖnYKvix KwgwU kªwgK‡`i gZvg‡Zi I h_vh_ 
wbe©vPbx c×wZ Aej¤^‡Yi wfwË‡Z MVb Kiv n‡q‡Q| GB AskMÖnYKvix KwgwU 
cÖ‡Z¨K `yBgvm AšÍi KviLvbvi gvwjK I kªwgK‡`i wewfbœ mgm¨v I Awf‡hvM wb‡q 
Av‡jvPbv K‡ib| mfvq Av‡jvPbvi gva¨‡g kªwgK I gvwjK m¤úK©‡K Av‡iv kw³kvjx 
K‡i †Zv‡jb| ZvB cÖ‡Z¨KwU KiLvbvi kªwgKMY wbwØ©avq AskMÖnbKvix KwgwUi 
m`m¨‡`i wbKU `~bx©wZ I Nyl welqK Awf‡hvM mn †h †Kvb Awf‡hvM wjwLZ I 
†gŠwLKfv‡e eY©bv Ki‡Z cv‡ib| KZ…©c¶ D³ Av‡jvPbv mfvq DÌvwcZ mgm¨vejxi 
mgvavb K‡ib Ges Zv Kvh©weeibxi gva¨‡g kªwgK‡`i‡K Rvwb‡q †`b| 

 
 

N) gZvgZ/civgk© ev· (Opinion/Suggestion Box): 
 

d¨v±ix‡Z wbivc`, †Mvcbxq Awf‡hvM ev· ’̄vcb Kiv n‡q‡Q| Uq‡jU GjvKv I cÖ‡ek c‡_ 
Awf‡hvM ev· mieivn Kiv n‡q‡Q| 

1. civgk© ev‡· GKRb kªwgK †Kvb cÖKvi fq-fxwZ, wØavØ›Ø Qvov mn‡RB 
`~bx©wZ I Nyl welqK Zv‡`i Awf‡hvM/civgk©/gZvgZ †ck Ki‡Z cv‡i| 

2. civgk© ev‡· GKRb kªwgK Zvi cwiPq †Mvcb †i‡L Awf‡hvM Rgv Ki‡Z 

http://www.metrokd.com/contact-us
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cvi‡e| 
3. civgk© ev· me©`v Zvjve× _v‡K Ges Gi Pvwe ïaygvÎ Kj¨vY 

Kg©KZ©v/KgcøvB‡qÝ Kg©KZ©v/g¨v‡bRvi (GWwgb, GBP.Avi GÛ 
KgcøvB‡qÝ) Gi wbKU _v‡K|  

4. cÖwZwU Awf‡hvM GKwU †iwRóv‡i wjwce× Kivi cvkvcvwk wjwLZ 
Awf‡hvM¸‡jv c„_K GKwU dvB‡j msi¶Y Kiv nq| g¨v‡bRvi (GWwgb, 
GBP.Avi GÛ KgcøvB‡qÝ) mswkøó‡`i mgš ^‡q cÖwZwU Awf‡hvM cix¶v-
wbix¶v KiZt h_vh_ e¨e ’̄v MÖnY K‡i _v‡Kb| 

5. `~bx©wZ I Nyl welqK DÌvwcZ Awf‡hvM c„_K fv‡e msi¶Y Kiv nq hv‡Z 
K‡i Awf‡hvMKvix †Kvb cÖKvi nqivwbi m¤§yLxb bv nq ev Zvi wbivcËv 
wewNœZ bv nq| 

6. GQvov KviLvbv‡K Av‡iv Kg©PvÂj¨ Kivi j‡¶¨ Ges `~b©xwZ I Nyl gy³ 
cwi‡ek eRvq ivLvi ¯̂v‡_© †h †Kvb gZvgZ civgk©  ‡g‡Uªv wbwUs GÛ WvBs 
wgj&m wjt mv`‡i MÖnb K‡ib| 

 

         ‡g‡Uªv wbwUs GÛ WvBs wgj&m wjt cÖwZôv‡b Kg©iZ kªwgK/Kg©PvixMY †h ‡Kvb 
mg‡q ~̀bx©wZ I Nyl welqK Awf‡hvM Dc ’̄vcb Ki‡Z cv‡ib Ges cÖ‡qvR‡b 
KgcøvB‡qÝ Awdmvi/I‡qj†dqvi Awdmvi Gi mv‡_ †`Lv Ki‡Z/K_v ej‡Z 
cvi‡eb| KZ©„c¶ Kg©x‡`i‡K †h ‡Kvb mgq Awf‡hvM/civg‡k©i e¨vcv‡i 
KgcøvB‡qÝ Awdmvi/I‡qj†dqvi Awdmv‡ii m‡½ gZ wewbgq Kivi Rb¨ 
Drmvn cÖ`vb K‡ib| 

7 Responsibility of  

Assigned  

persons  
(`vwqZ¡cÖvß e¨w³‡`i 

KvR)  

e¨e ’̄vcbv cwiPvjK g‡nv`‡qi `vwqZ¡t  
 

          KviLvbvi †h †Kvb mgm¨v mgvav‡b m‡e©v”P fywgKv iv‡Lb †Kv¤úvbxi gvbbxq e¨e¯’vcbv 
cwiPvjK| Z‡e e¨e ’̄vcbv cwiPvjK g‡nv`q †h †Kvb mgm¨v mgvav‡bi †¶‡Î mZ¨Zv, b¨vq 
wbôZv, evqv‡ii †KvW Ae KbWv±, evsjv‡`k kªg AvBb, AvšÍ©RvwZK kªg AvBb Ges †`‡ki 
cÖPwjZ AvBb e¨e¯’v h_vh_ cvj‡b I ev¯Íevq‡Yi A½xKvi Ki‡Q| 

 

cwiPvj‡Ki g‡nv`‡qi `vwqZ¡t 
 

          KviLvbvi kªwgK‡`i PvKzix, b¨vh¨ cvIbv, AmsMwZ, †eZb e„w×, c‡`vbœwZ, myweav Amyweav 
BZ¨vw` msµvšÍ †h‡Kvb ai‡bi `~bx©wZ I Nyl welqK Awf‡hvM †gŠwLK, wjwLZ A_ev †h †Kvb 
c×wZ‡Z cvIqv ‡M‡j gnv e¨ve¯’vcK, KviLvbvi BbPvR© A_ev wefvMxq cÖavbM‡Yi mv‡_ 
Av‡jvPbv mv‡c‡¶ mgvavb K‡i _v‡Kb| GQvov †hB mg¯Í Awf‡hvM mZ¨Zv hvPvB‡qi †¶‡Î 
Z`šÍ Kiv `iKvi †m‡¶‡Î wbi‡c¶ Z`šÍ mv‡c‡¶ cÖ‡qvRbxq e¨e ’̄v MÖnb K‡ib Ges 
Awf‡hvMKvix‡K Zv Rvbv‡bv nq| 

 
 

wmwbqi e¨e ’̄vcK (GWwgb, GBPAvi GÛ KgcøvB‡qÝ) Gi `vwqZ¡t 
 

          Awf‡hvM wbim‡bi †¶‡Î wmwbqi e¨e¯’vcK (GBPAvi GÛ KgcøvB‡qÝ) me©`v KviLvbv 
KZ©„c†ÿi mv‡_ mgš^q mvab K‡ib| KviLvbvq `~bx©wZ I Nyl welqK kªwgK‡`i †h †Kvb 
ai‡bi Awf‡hvM, Aby‡hvM, Amš‘wó cvIqv †M‡j mv‡_ mv‡_ wmwbqi e¨e¯’vcK (GBPAvi GÛ 
KgcøvB‡qÝ) h_vh_ e¨e¯’v MÖnY Kivi Rb¨ wb‡`©k cÖ`vb K‡ib Ges A‡bK †¶‡Î wbR 
`vwq‡Z¡ Z`šÍ mv‡c‡¶ mZ¨Zv hvPvB c~e©K h_vh_ e¨e¯’v MÖnY K‡ib| 

 

e¨e ’̄vcK (GWwgb, GBP. Avi GÛ Kgcøv‡qÝ) Gi `vwqZ¡t 
 

          KviLvbvi Avf¨šÍixb I ewn©MZ wbivcËv weavb Kiv, `~bx©wZ I Nyl welqK Awf‡hvM Aby‡hvM 
msMÖn Kiv Ges h_vh_ Dcv‡q Gi mgvavb KivB nj e¨e ’̄vc‡Ki `vwqZ¡| hw` Awf‡hvMwU 
mgvavb Kiv m¤¢eci bv nq, Zvn‡j D×©Zb KZ…©c¶‡K AeMZ Kwi‡q Gi mgvavb Kiv nq| 
GQvov kªwgKMY hv‡Z wbf©‡q `~bx©wZ I Nyl welqK Awf‡hvM Dc¯’vcb Ki‡Z cv‡ib, Zvi 
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Rb¨ Awf‡hvM ev‡·i e¨e¯’v Kiv, Awf‡hvM msMÖn Kiv, †¶ÎgZ Awf‡hvM Dc¯’vcb Kiv 
Ges h_vh_ mgvavb †`IqvB e¨e¯’vc‡Ki `vwqZ¡|  

 
 

I‡qj‡dqvi/wmwbt Awdmvi/Awdmvi (GBP.Avi) Gi `vwqZ¡t 
 

          I‡qj‡dqvi Awdmvi / GWwgb Awdmvi Ges KgcøvB‡qÝ AwdmviMY me©`v kªwgK‡`i mv‡_ 
fvj m¤úK© M‡o †Zvjvi wbwg‡Ë KvR K‡i _v‡Kb| `~bx©wZ I Nyl welqK kªwgK‡`i †Kvb 
mgm¨v, Awf‡hvM, Am½wZ cvIqv †M‡j mv‡_ mv‡_  D×©Zb KZ…©c‡¶i `„wó‡MvP‡i G‡b 
mgm¨vi mgvavb Kiv nq| 

 
8 Responsibility of  

Direct Monitoring  
(mivmwi gwbUi Kivi 
`vwqZ¡) 

           wmwbqi e¨e¯’vcK/e¨e¯’vcK - GWwgb,GBPAvi GÛ KgcøvB‡qÝ, wmwbqi Awdmvi/Awdmvi-
GBPAvi GÛ KgcøvB‡qÝ, wmwbqi Awdmvi/Awdmvi-I‡qj‡dqvi | 

9 Training & 

Documentation 
(cÖwkÿY Ges bw_KiY)  

          `~b©xwZ I Nyl welqK Awf‡hv‡Mi aiY, DÌvcb, MÖnb, mZ¨Zv hvPvB KiY, mgvavb 
Ki‡Yi †¶‡Î †KŠkj cÖwµqv Rvbv Awf‡hvMKvix I wm×všÍKvix Df‡qi Rb¨ GKvšÍ 
Avek¨K| ZvB  ‡g‡U ªv wbwUs GÛ WvBs wgj&m wjt `~b©xwZ I Nyl welqK kªwgK‡`i 
Awf‡hvM DÌvc‡bi wewfbœ c×wZ I †KŠkj cÖwk¶‡Yi gva¨‡g †kLv‡bvi e¨e ’̄v 
K‡i‡Qb| hviv Awf‡hv‡Mi wm×všÍ cÖ`vb Ki‡eb Zv‡`i Rb¨ mZ¨Zv hvPvB‡qi 
†KŠkj, AvB‡bi aviv, AvB‡bi wewfbœ eB‡qi e¨e ’̄v mn cÖwZôvwbK cÖwk¶‡Yi e¨e ’̄v 
K‡ib| ZvQvov KviLvbvi Af¨šÍ‡i wewfbœ Í̄‡i Awf‡hv‡Mi Kvib, aiY, Dc ’̄vcb 
Ges mgvavbKi‡bi wewfbœ †KŠkj wgwUs‡qi gva¨‡g †kLv‡bv nq| 

4. †hvMv‡hvM Ges ev¯Íevqb (Communication & Implementation) 

a) Awareness & 

Implementation of 

Procedures (bxwZgvjv 
m¤ú‡K© m‡PZbZv Ges 
ev Í̄evqb)   

d¨v±ix‡Z †hvM`vbK…Z bZzb kÖwgK, Kg©Pvix/Kg©KZ©vMY †K BÛvKkb †Uªwbs Ges wbqwgZ 
kÖwgK, Kg©Pvix/Kg©KZ©vMY‡K wcwiqwWK¨vj A¨vIqvi‡bm †Uªwbs/wi‡d«kvi †Uªwbs Gi gva¨‡g 
`~b©xwZ/Nyl we‡ivax  bxwZgvjv m¤ú‡K© Rvbv‡bv n‡e| 

5. wdWe¨vK Ges wbqš¿b (Feedback & Control) 

a) Feedback for 

workers & 

Employees (kÖwgK, 
Kg©Pvix‡`i Rb¨ wdWe¨vK)  

K) wjwLZfv‡et 
 

`~b©xwZ/Nyl welqK wjwLZ Awf‡hv‡Mi †¶‡Î KZ…©c‡¶i PzovšÍ wm×všÍ wjwLZfv‡e 
Awf‡hvMKvix‡K Rvbv‡bv nq Z‡e G‡¶‡Î †MvcbxqZv i¶v Kiv nq|  

 

L) †bvwUk †ev‡W©i gva¨‡gt  
 

†bvwUk †ev‡W© ~̀b©xwZ/Nyl we‡ivax bxZvgvjv Uvwb‡q †`qv nh Ges Gi gva¨‡g wm×všÍ mg~n 
kªwgK‡`i‡K Rvbv‡bv nq, Z‡e G‡¶‡Î e¨w³MZ †MvcbxqZv ¸iæ‡Z¡i mv‡_ i¶v 
Kiv nq| 

 

M) WvK gvidZt 
 
 

KZ…©c‡¶i M„nxZ wm×všÍ Awf‡hvMKvix‡K WvK gvidZ Rvwb‡q †`Iqv nq| 
 

N) kªwgK AskMÖnbKvix KwgwUi m`m¨‡`i gva¨‡gt  
 

KZ…©c‡¶i M„nxZ wm×všÍ AskMÖnYKvix KwgwUi m`m¨‡`i gva¨‡gI Rvbv‡bv nq| 
 
 

O) I‡qj‡dqvi Awdmv‡ii gva¨‡gt 
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†gŠwLK A_ev wjwLZfv‡e KZ…©c‡¶i wm×všÍ †MvcbxqZv i¶v K‡i (†¶Îg‡Z) kªwgK‡`i‡K 
Rvbv‡bv nq| 

 

b) Feedback & control 

through internal 

audit  (Af¨šÍixb AwW‡Ui 

gva¨‡g wdWe¨vK I wbqš¿b) 

        B›Uvibvj AwWU: d¨v±ix¸‡jvi `~b©xwZ/Nyl welqK Awf‡hvM c×wZ Ges Gi 
Kvh©KvwiZv ch©‡eÿY Ges ch©‡eÿY djvdj Abyhvqx cÖ‡qvRbxq e¨e ’̄v 
MÖn‡bi mycvwikmn B›Uvibvj AwWU Uxg wjwLZ civgk© cÖ`vb Ki‡e| AwWU 
Uxg Gi civgk© e¨e ’̄vcbv KZ…©cÿ KZ…©K wiwfD Ges mycvwikµ‡g 
d¨v±ixmg~‡n ev¯Íevq‡bi Rb¨ †cÖiY Kiv n‡e| B›Uvibvj AwWU Uxg GKwU 
wbw`©ó †PKwjó AbymiY K‡i AwWU Kvh©µg m¤úbœ Ki‡e| 

c) Feedback, control 

through management 

review  

(KZ…©cÿxq wbqš¿b) 

          d¨v±ixi I‡qj‡dqvi Awdmvi Awf‡hv‡Mi cwimsL¨vb KZ…©cÿ‡K wjwLZfv‡e 
AewnZ Ki‡eb| KZ…©cÿ Awf‡hvMmg~n wiwfD K‡i Zvi wbqš¿‡bi Rb¨ mycvwik 
Ges civgk© `vb Ki‡eb| 

 Conclusion (Dcmsnvi)           ‡g‡Uªv wbwUs GÛ WvBs wgj&m wjt d¨v±ix/¯’vcbvq Kg©iZ Kg©KZ©v I kªwgK-
Kg©Pvix‡`i Rb¨ wbivc` Kg© cwi‡ek wbwðZ Ki‡Z e×cwiKi| gvbevwaKvi, kªg 
AvBb Ges ixwZ-bxwZi mwVK cÖ‡qvM/ev¯Íevq‡b KZ…©c¶ m`v m‡Pó| G `ybx©wZ/Nyl 
we‡ivax e¨e¯’vcbv bxwZgvjv mKj Í̄‡ii kªwgK-Kg©Pvix‡`i Zv‡`i AwaKvi m¤^‡Ü 
m‡PZb K‡i †Zvjvi cvkvcvwk wewfbœ `vwqZ ¡cÖvß Kg©KZ©v I óvd‡`i cÖ‡qvRbxq 
w`K-wb‡`©kbvI c Ö`vb Ki‡e| hv kªwgK Ges gvwjK Df‡qi ¯̂v_© i¶vmn Drcv`b 
wbwðZ Kivi AvBbMZ iƒc‡iLv wn‡m‡e KvR Ki‡e| Kg©¯’‡j myôz I my›`i 
e¨e ’̄vcbv Ges Dnvi h_vh_ cÖ‡qv‡Mi gva¨‡g ‡g‡Uªv wbwUs GÛ WvBs wgj&m wjt 
†`k-we‡`‡k Ab¨‡`i Rb¨ AbyKiYxq GKwU g‡Wj wn‡m‡e c ÖwZwôZ Kivi Rb¨ 
mswkøó mKj‡K AvšÍwiKZv I mZZvi mv‡_ `vwqZ¡ cvjb Ki‡Z n‡e| 
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‡Kv¤úvbx bxwZgvjv t 
(Company Policy)   

‡g‡Uªv wbwUs GÛ WvBs wgjm wj: GKwU 100% ißvbxg~Lx bxU K‡¤úvwRU †cvkvK 

cÖ¯‘ZKvix ¯^bvgab¨ cÖwZôvb| GB cÖwZôv‡b wb‡qvwRZ mKj kªwgK Kg©Pvixi hveZxq 

AwaKvi I my‡hvM myweav ILO Kb‡fbkb, evsjv‡`k kÖgAvBb 2006, kÖg wewagvjv 

2015 I m¤§vwbZ †µZvM‡bi AvPib wewa (Buyer Code Of Conduct) Abyhvqx 

cwiPvwjZ nq| ‡g‡Uªv KZ…©c¶  ¯^v¯’¨ I wbivcËvi †¶‡Î GKwU mywbw`©ó bxZgvjv AbymiY 

K‡i _v‡Kb| 

 

 
 
cÖwZkÖæwZ t 
(Commitment) 

weMZ K‡qK eQ‡i GB wk‡í K‡qKwU ~̀N©Ubv N‡U‡Q hvi g‡a¨ ZvRixb d¨vkb I ivbv 

cøvRv ~̀N©Ubv GKwU eo ai‡bi av°v w`‡q‡Q| ‡`‡k we‡`‡k GB wkí cÖwZôv‡b Kg©iZ 

kªwgK Kg©Pvix†`i wbivcËv wel‡q fvwe‡q Zz‡j| ‡g‡Uªv KZ©…c¶ Kg©iZ kªwgK 

Kg©Pvix‡`i mvwe©K wbivcËvi wel‡q me©`v cÖwZkÖæwZe×| ‡g‡Uªv KZ©…c¶  cÖwZwU Kg©x‡K 

KviLvbvi GKwU m¤ú` e‡j g‡b K‡i Ges G gvbe m¤ú‡`i wbivcËv i¶vq cÖ‡qvRbxq 

me ai‡bi e¨e¯’v MÖnY Ges mvwe©K `vqfvi MÖn‡b e×cwiKi| 

 

 

D‡Ïk¨t 
(Objective) t 

AÎ KviLvbvq Kg©iZ mKj kªwgK/Kg©Pvix Ges AÎ KviLvbvi mv‡_ cÖZ¨¶ ev 
c‡iv¶fv‡e mswkøó mK‡ji mvwe©K wbivcËvB GB bxwZgvjvi D‡Ïk¨| 

 
 

bxwZgvjvi AvIZv 
(Scope)t 

‡g‡Uªv wbwUs GÛ WvBs wgjm wj: G wb‡qvwRZ mKj kªwgK I Kg©Pvixi Rb¨ G bxwZgvjv 
cÖ‡hvR¨ n‡e| GKB mv‡_ ‡g‡Uªv wbwUs GÛ WvBs wgjm wj: Gi mv‡_ hviv e¨emvqxKfv‡e 
wewfbœ Kg©K‡Û RwoZ Zv‡`i †¶‡ÎI G bxwZgvjv cÖ‡hvR¨ n‡e| 
 

 

m~Î t 
(Reference)  

GB bxwZgvjv evsjv‡`k kªg AvBb 2006, kÖgwewagvjv 2015, m¤§vbxZ ‡µZvM‡Yi 
AvPib wewa (Buyer Code Of Conduct), ILO Kb‡fbkb, evsjv‡`‡k cÖPwjZ 

FSCD ( dvqvi mvwf©m Ges wmwfj wW‡dÝ) AvBb I wewamg~n,  BNBC (evsjv‡`k b¨vkbvj wewìs 

†KvW)  BgviZ wbg©vb AvBb I wewamg~n, ‰e`y¨wZK AvBb I  wewamg~n m‡e©vcwi ACCORD we‡ePbv 
c~e©K M„nxZ n‡q‡Q|  
 

Organogram t  
 
 
 

AwMœ wbivcËv bxwZgvjv 
(Fire Safety Policy) 

bxwZgvjvi bvg t AwMœ wbivcËv bxwZgvjv | 

bxwZgvjvi ïiæi ZvwiL   t 01/01/2009 Bs 

ms‡kva‡bi ZvwiL t 01/01/2023Bs 

cieZx ms‡kva‡bi ZvwiL t 01/01/2024Bs 

ms‡kva‡bi bv¤^vi t 05 

Ref No:  S(S)P-10(05) 

M.D/Director 

Advisor (Admin & HR) 
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bxwZgvjv ev¯Íevqb c×wZt 
(Policy 
Implementation 
Procedure) 

bxwZgvjv ev Í̄evq‡bi iƒc†iLv wb‡gœ †`Iqv nj t 
  K) †Kvb fv‡e/µ‡gB AwMœ `~N©Ubvi my‡hvM bv †`Iqv| 
  L) ch©vß AwMœ wbe©vcK hš¿ gRy` ivLv| 
  M) AwMœ `yN©Ubv AvZ¡wek¦vmx n‡q AwMœ wbe©vcK hš¿ e¨envi Kiv| 
  N) a~gcvb m¤ú~Y© fv‡e wbwl×| 
  O) wbqwgZ M¨vm jvBb ˆe`y¨wZK jvBb Z_v wewfbœ wdwUs cwi`k©b Ges i¶bv‡e¶Y Ki‡Z 
n‡e| 
  P) †KwgK¨vj msi¶b Ges e¨env‡i mZK©Zvg~jK e¨e ’̄v Mªnb Kiv| 
  Q) AwMœ wbe©vc‡bi Dci wbqwgZ Abykxjb /gnov e¨e ’̄v K‡i mKj‡K m‡PZb Kiv| 
  R) †d¬vi/†mKkb Abyhvqx AwMœ wbe©vcb Kg©x, D×vi Kg©x I cÖv_wgK wPwKrmvKvix `j c~e©v‡ý 
MVb Kiv| 
  S) ewn©Mgb/Riæix ewn©Mgb c_ mg~n KviLvbv PjvKvjxb me©`v †Lvjv _vK‡e| 
 T) cÖwZgv‡m iæwUb gvwdK dvqvi BKzBc‡g›U wbqwgZ †PK Kiv| 
  U) cÖ‡Z¨K wmwou, †d¬vi G AvB,wc,Gm mv‡cvU© mn Riæix evwZ Ges  PvR©vi jvB‡Ui e¨e ’̄v 
Kiv| 
  V) KviLvbv Ae ’̄vbiZ Mvox ¸wj me mgq ewng ~©Lx K‡i cvK© Ki‡Z n‡e| 
  `) cÖ‡Z¨K †d¬vi/†mKkb Gi mwnZ †hvMv‡hvM wbq‡š¿i myweav‡_© PA System/n¨vÛ gvBK 
Gi e¨e ’̄v Ki‡Z n‡e| 

a) dvqvi K‡›Uªvj c¨v‡bj †ev‡W©i gva¨‡g AwMœ `~N©Ubvi ’̄vb wPwýZ Kib| 
b) nvB‡Wªb wm‡óg, w¯cÖsKjvi wm‡óg Kvh©¶g Av‡Q wKbv Zvnv wbwðZ Kiæb| 

`vwqZ¡cÖvß e¨w³e‡M©i KvRt 
(Responsibilities 
of Assigned 
Persons) 

 
µ.
bs 

wK Ki‡e ‡K Ki‡e 
KLb 
Ki‡e 

wKfv‡e Ki‡e ‡Kb Ki‡e gšÍe¨ 

1 

AwMœ wbivcËv 
m¤ú©wKZ wec` 
I SzuwK wbimb 
Kivi Rb¨ 
mvwe©K avibv 
cÖ`vb Ki‡e| 

‡mBdwU 
Awdmvi 

cÖwZwbqZ 

wewfbœ 
m‡PZbZvg~jK 
Kg©KvÛi 
gva¨‡g 

hvnv‡Z `~N©Ubv 
Kvjxb mg‡q mK‡j 
wec`gy³ _vK‡Z 
cv‡i| 

  

Officer 
(Fire Safety) 

Manager 
(Fire Safety) 

Security Department 

G.M (Admin, HR & Compliance) GM 
(Maintenance) 

AGM 
(Admin, HR & Com.) 

Fire Fighting Team 

HR, Compliance & 
Welfare Officer 

Manager 
(Maintenance) 
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2 

‡ckvMZ ¯^v¯’¨I 
wbivcËv welqK 
GKwU KwgwU 
MVb Ki‡e| 

wmIwm 
Kg©KZv© 

‡d¬v‡i 
b~b¨Zg 50 
Rb kªwgK 
_vK‡jB 

KwgwV MVb 
Ki‡e| 

cÖwZ †d¬vi 
†_‡K kªwgK 
Kg©Pvix I 
Kg©KZv©‡`i 
mgš^‡q| 

AwMœKvjxb `~N©Ubvi 
mgq Zviv †hb AwMœ 
wbivcËvi `vwqZ¡ 
cvjb Ki‡Z cv‡i| 

  

3 

AwMœ wbev©cK 
`j‡K cÖwk¶b 
c`vb K‡i 
_v‡Kb| 

‡mdwU 
Kg©KZv© 

AwMœ 
wbev©cK 
KwgwU 

MVb Kivi 
ci| 

cÖwZ †d¬vi 
†_‡K AwMœ 
wbev©cK 
m`m¨‡`i 
mgš^‡q| 

AwMœKvjxb `~N©Ubvi 
mgq AwMœ wbev©c‡b 
†hb mwµq f~wgKv 
cvjb K‡i I †KD 
†hb ~̀N©Ubvi ¯^xKvi 
bv nq| 

  

4 

AwMœ wbivcËvi 
†¶‡Î 
kªwgKMb‡K 
m‡PZbZv cÖ`vb 
Kiv| 

Kj¨vY 
Kg©KZ©v 

cÖwZwbqZ 

cÖwZ †d¬vi 
†_‡K kªwgK 
Kg©Pvix I 
Kg©KZv©‡`i 
mgš^‡q| 

AwMœ Kvjxb `~N©Ubvq 
†h †Kvb ai‡bi 
wec` †_‡K i¶v 
†c‡Z| 

  

5 

cÖwZ †d¬v‡ii 
dvqvi dvBwUs 
wUg‡K gwbUwis 
Ki‡e| 

wmIwm 
Awdmvi 

cÖwZwbqZ 

cÖwZ †d¬v‡i 
mve©¶wbK 
wfwRU Kivi 
gva¨‡g| 

mve©¶wbK AwMœ 
wbivcËvi Rb¨ 
cÖ‡qvRbxq mKj wKQz 
Avc‡WU ivLvi 
Rb¨| 

  

6 

AwMœ wbivcËv 
welqK GKwU 
†PKwj÷ wfwRU 
Gi gva¨‡g Zv 
†PK Ki‡e| 

‡mdwU I 
wmIwm 
Awdmvi 

cÖwZwbqZ 

AwMœ wbivcËvi 
mv‡_ RwoZ 
mKj wKQz 
wfwRU Gi 
gva¨‡g| 

mve©¶wbK AwMœ 
wbivcËvi Rb¨ 
cÖ‡qvRbxq mKj wKQz 
Avc‡WU ivLvi 
Rb¨| 

  

7 

AwMœ wbivcËvi 
Rb¨ ‡Kv¤úbvxi 
mKj kªwgK, 
Kg©Pvix, 
Kg©KZv©‡`i 
mvwe©K 
mn‡hvwMZvq 
AwMœ gnovi 
e¨e ’̄v K‡i 
_v‡Kb| 

‡mdwU 
Kg©KZv© I 
cÖkvmwbK
b Kg©KZv© 

cÖwZ 
gv‡mi 
†kl 

mßv‡n 

wc G wm‡÷g 
Gi gva¨‡g 
mKj‡K 
welqwU 
Rvbv‡bvi ci| 

AwMœ Kvjxb `~N©Ubv 
Gov‡bvi Rb¨| 

  

8 
wewfbœ AwMœ KvÛ 
g~jK wb‡`©kbv 
Uvbv‡bv| 

‡mdwU 
Kg©KZv© 

cÖwZwbqZ 

wjd‡jU ev 
wb‡`©kvb 
Uvbv‡bvi 
gva¨‡g 

AwMœ KvÛg~jK mKj 
welq mK‡ji 
AeMwZi Rb¨| 

  

9 

AwMœ †hv×v‡`i 
AwMœ wbev©cK 
g~jK cÖwk¶b 
cÖ`v‡bi 
gva¨‡g| 

‡mdwU I 
wmIwm 
Awdmvi 

cÖwk¶b 
cÖ`v‡bi 
Rb¨ 
GKwU 
iæwUb 
ˆZwi 
K‡i| 

AwMœ Kvjxb 
mg‡q †Kvb 
miÄvgv`x 
wKfv‡e e¨envi 
Ki‡eb Zv 
ev¯Íefv‡e 
cÖwk¶‡bi 
gva¨‡g| 

AwMœ Kvjxb `~N©Ubvi 
mgq `~N©Ubv †_‡K 
i¶v cvIqvi Rb¨| 
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10 

AwMœ Kvjxb 
mg‡q dvqvi 
Gjvg© myBP 
evRv‡eb| 

AwMœ †hv×v 
ev dvqvi 
Gjvg© 
myBP 
evRv‡bvi 
`vwqZ¡ 
cÖvß e¨w³ 

AwMœ KvÛ 
ev AwMœ 
`~N©Ubv 
n‡j| 

AwMœ `~N©Ubv 
nIqvi mv‡_ 
mv‡_ 
`vwqZ¡cÖvß 
e¨w³ wbKU¯’ 
dvqvi Gjvg© 
myBP evRv‡eb| 

AwMœ `~N©Ubv NUvi 
mv‡_ mv‡_ mevB‡K 
Rvbv‡bvi Rb¨ Ges 
mevB hv‡Z wbivc` 
Ae¯’v‡b P‡j ‡h‡Z 

cv‡i| 

  

11 
AwMœ wbe©vcK 
miÄvgv`xi 
e¨e ’̄v Ki‡eb 

‡mBdwU 
Awdmvi  

AwMœ 
wbe©vcK 

miÄvgv`x 
†kl n‡q 
†M‡j Ges 
†Kvb AwMœ 
wbe©vcK 

miÄvgv`x 
bó n‡q 
†M‡j 

AwMœ wbe©vcK 
miÄvgv`xi 
GKwU ZvwjKv 
ˆZix K‡i 
GKwU 
Pvwn`vcÎ 
†Rbv‡ij †óv‡i 
Rgv w`‡e Ges 
Pvwn`vcÎ 
Abyhvqx 
†m¸‡jv msMÖn 
Ki‡e| 

AwMœ `~N©Ubvi mgq 
†hb cÖ‡qvRbxq AwMœ 
wbe©vcK miÄvgv`x 
cvIqv hvq| 

  

12 

wiRvf© U¨vs‡Ki 
g‡a¨ mve©¶wbK 
cvwb msiw¶Z 
Av‡Q wKbv Zv 
d‡jvAvc 
Ki‡e| 

‡mBdwU 
Awdmvi 

cÖwZw`b 

cÖwZw`b wiRvf© 
U¨vsK 
m‡iRwg‡b 
cwi`k©b Kivi 
gva¨‡g wiRvf© 
U¨vs‡Ki cvwb 
wbwðZ Ki‡e| 

AwMœ `~N©Ubvi mgq 
†hb cÖ‡qvRbxq cvwb 
cvIqv hvq|  

  

 

mivmwi ch©e¶bt¡ (Directly 

Monitoring)  
Kj¨vb Kg©KZ©v, gvbem¤ú` Kg©KZ©v, wmwbt e¨e¯’vcK (gvbem¤ú`, cÖkvmb I 
Kgcøv‡qÝ), gnve¨e ’̄vcK (gvbem¤ú`, cÖkvmb I Kgcøv‡qÝ) I GWfvBRvi (GWwgb 
GÛ GBP.Avi)| 

cÖwk¶Y I bw_e×KiYt 
(Training & Documentation 

`vwqZ¡cÖvß e¨w³ Kg©‡¶‡Î cÖwk¶‡Yi gva¨‡g kªwgK Kg©PvixMY‡K AwMœ wbivcËv m¤ú‡K© 
cÖ‡qvRbxq cÖwk¶‡bi gva¨‡g m‡PZb Ki‡eb Ges kªwgK‡`i Kg©‡¶‡Î wbivcËv wbwðZ Kivi 
Rb¨ cÖ‡qvRbxq c`‡¶c wb‡eb, Kg©‡¶‡Î Gi cÖ‡qv‡Mi w`K wb‡`©kbv w`‡eb Ges G msµvšÍ 
mKj `wjjvw` (Documents) mgy`q bw_cÎ gvbe m¤ú` wefv‡M msi¶Y Kiv n‡e Ges 
cieZ©x †h ‡Kvb mg‡q Zv hvPvB Kivi Rb¨ msiw¶Z _vK‡e| 

`wjjv`x msiÿb c×wZt 
(Documents Keeping 
Procedure)  

kÖwgK Kg©Pvix‡`i‡K ÓAwMœ wbivcËv bxwZgvjvÓ m¤ú‡K© cÖ‡qvRbxq cÖwkÿb cÖ`v‡bi ci 
cÖwkÿ‡bi hveZxq `wjjv`x ‡hgb cÖwkÿ‡bi welqe Í̄, cÖwkÿ‡bi Qwe, cÖwkÿ‡b Dcw¯’wZi ¯̂vÿi 
cÖf…wZ gvbem¤ú` wefvM dvBj AvKv‡i msiÿb Ki‡e| 

 

bxwZgvjv ev¯Íevqb I m‡PZbZv 
e„w×t  
(Policy 
Implementation & 
Awareness Create) 

K) Kj¨vb Kg©KZ©v GB bxwZgvjv m¤ú‡K© mK‡ji g‡a¨ m‡PZb Kvivi Rb¨ Bnv †bvwUk‡ev‡W© 
Uvwb‡q w`‡eb| 
L) KviLvbvi mnt e¨e ’̄vcK (dvqvi GÛ †mdwU), AwMœ wbivcËv Kg©KZ©v Ges Kj¨vb Kg©KZ©v 
GB bxwZgvjv m¤ú‡K© mswkøó mKj‡K cÖ‡qvRbxq c ªwk¶Y cÖ`vb Ki‡eb| 
M) wc,G wm‡ó‡gi gva¨‡g wbqwgZ mKj‡K AwMœ wbivcËv m¤ú‡K© m‡PZb Ki‡eb| 
N) GB bxwZgvjv h_vhZfv‡e cvjb Kiv n‡”Q wKbv Zv wbwðZ Ki‡Z cÖwZgv‡mB wmwbt e¨e ’̄vcK 
(gvbem¤ú`, cÖkvmb I Kgcøv‡qÝ) KZ…©K g‡bvbxZ cÖwZwbwa KviLvbv cwi`k©b Ki‡eb I 
wi‡cvU© †ck Ki‡eb| 
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djveZ©b I wbqš¿b t 
(Feed Back & Control)  

K) GB bxwZgvjv h_vhZfv‡e ev Í̄evwqZ n‡”Q wKbv Zv wbwðZ Ki‡Z GKwU †PKwj÷ ‰Zix Kiv 
n‡q‡Q| KviLvbvi gvbem¤ú` cÖwZwbwa, AwMœ wbivcËv Kg©KZ©v Ges I Kj¨vb Kg©KZ©v GB 
†PKwj÷ Abymib K‡i bxwZgvjvi h_vhZ ev Í̄evqb n‡”Q wKbv Zvi wdWe¨vK MÖnY Ki‡eb| 
L) GB bxwZgvjv h_vhZfv‡e cvjb Kiv n‡”Q wKbv Zv wbwðZ Ki‡Z cÖwZgv‡mB gnv e¨e ’̄vcK 
(gvbem¤ú`, cÖkvmb I Kgcøv‡qÝ) KZ…©K g‡bvbxZ cÖwZwbwa KviLvbv cwi`k©b Ki‡eb I D³ 
†PKwj÷ †_‡K wdWe¨vK wb‡eb Ges wi‡cvU© †ck Ki‡eb| 
M) AÎ bxwZgvjvi cÖ‡qvM I ev Í̄evq‡bi gva¨‡g Kvw•LZ j¶gvÎvi KZUzKz AwR©Z nj †m e¨cv‡i  
g~j¨vq‡bi gva¨‡g hvPvB K‡i †`L‡Z n‡e j¶¨ KZUv ev Í̄evwqZ n‡q‡Q| 

DcwiD³ Av‡jvPbv n‡Z GB wm×v‡šÍ DcwbZ nIqv hvq †h, ißvbxgyLx Mv‡g©›Um wk‡í Drmvwn I wb‡ew`ZcÖvb kªwgK 
I Kg©Pvixe„›` mvd‡j¨i wbqvgK kw³ wn‡m‡e KvR K‡ib| AÎ KviLvbvq wb‡qvwRZ mKj kªwgK Kg©Pvix‡`i GB 
bxwZgvjv m¤ú‡K© m‡PZb K‡i AwMœ cÖwZ‡iva I AwMœ wbe©vcK m`m¨ wnmv‡e M‡o ‡ZvjvB n‡”Q  g~j mv_©KZv| 
e¨e ’̄vcK‡`i `vwqZ¡  Ggb GKwU Drcv`b mnvqK Kg©cwi‡ek m„wó Kiv †hLv‡b kªwgK/Kg©PvixMb wbwð‡šÍ KvR Kivi 
wbðqZv cvq| G j‡¶¨B ‡g‡Uªv wbwUs GÛ WvBs wgjm& wjt Ggb GKwU Drcv`b mnvqK Kg© cwi‡ek m„wó Ges eRvq 
ivL‡Z e×cwiKi †h cwi‡ek mK‡jiB AwMœ `~NUbv m¤ú‡K© m‡PZbZv, cÖwZ‡iva Ges wbivcËvi wbðqZv cvq| G j‡¶¨B 

‡g‡Uªv wbwUs GÛ WvBs wgjm& wjt ÒAwMœ wbivcËv bxwZgvjvÓ cÖbqb K‡ib|                                      
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AwMœ wbivcËv bxwZgvjv hvPvBKiY  

Fire Safety Policy Check List 
 
KviLvbvi bvg t †g‡Uªv wbwUs GÛ WvBs wgjm& wjt 
bxwZgvjv bvg t AwMœ wbivcËv bxwZgvjv 
wbixÿK t----------------------- 
ZvwiL t------------------------- 
 

µwgK 
bs 

hvPvBKib welq n&u¨v bv gšÍe¨ 

1 AwMœ wbivcËv bxwZgvjvwU †bvwUk †ev‡W© Uvwb‡q ‡`qv n‡q‡Q wKbv?    
2 cÖ‡qvRbxq msL¨K Kvh©c‡hvMx dvqvi G·wUs¸mvi Av‡Q wK bv ?    
3 KviLvbvi wfZ‡i Óa~gcvb wbwl×ÓcÖPvibv g~jK evbx „̀kgvb ’̄v‡b cÖ`wk©Z Av‡Q wK bv ?    
4 AwMœ ~̀N©Ubv mgq wjd&U e¨envi Kiv hv‡e bv G g‡g© †Kvb mZK©xKiY mvBb/†cvóvi Av‡Q wK bv ?    
5 AwMœ wbe©vcb hš¿ ¸wj cix¶v Kiv Ges ‡iwRóv‡i G wjwce× Kiv nq wKbv?    
6 fe‡bi Qv` Db¥y³ wK bv Ges hvZvqv‡Zi iv¯Ív evav g~³ wK bv ?    
7 A‡Uv dvqvi Gjvg© wm‡óg Av‡Q wK bv ?    
8 nvB‡Wª›U wm‡óg Av‡Q wK bv ?    
9 A‡Uv †auvqv/wnU mbv³KiY hš¿ Av‡Q wK bv ?    
10 w¯cÖsjvi wm‡óg Av‡Q wK bv ?    
11 dvqvi Gjvg© Riæix evwZ I Exit Sign Light Box IPS mv‡cv‡U©W wK bv ?    
12 hvZvqv‡Zi iv¯Ív (Aisles Mark) Ges wmuwo mg~n hvZvqv‡Zi Rb¨ evav gy³ wK bv ?    
13 dvqvi Gjvg©/dvqvi Gjvg© m~BP Gi Ae ’̄vb m¤ú‡K© kªwgK‡`i avibv Av‡Q wK bv ?    
14 dvqvi KgvÛ / K‡›Uªvj iæg Av‡Q wK bv ?    
15 KviLvbviv me©‡gvU Rbe‡ji Dci Kgc‡ÿ 18% dvqvi dvBwUs wU‡gi m`m¨ Av‡Q wK bv ?    
16 cÖwkw¶Z Rbe‡ji Rb¨ Avjv`v Avjv`v cwiwPwZ g~jK †Wªm Av‡Q wK bv ?    
17 cÖ‡Z¨K `‡ji m`m¨‡`i AwMœ wbe©vcb, Abym×vb I D×vi Ges cÖv_wgK wPwKrmv welq dvqvi mvwf©m I 

wmwfj wW‡dÝ KZ©„K cÖwk¶Y MÖnY Kiv Av‡Q wK bv ? 
   

18 cÖwZ gv‡m AwMœ gnovi Av‡qvRb Kiv nq wK bv ?    
19 cÖwZwU AwMœ gnovi eb©bv †iwRóv‡i wjwce× Kiv nq wK bv ?    
20 ‰e ỳ¨wZK jvBb mg~n wbivc` fv‡e Kbwmj Kiv Av‡Q wK bv ?    
21 †Kvb †MvWvDb/†óv‡ii wfZi ˆe ỳ¨wZK ms‡hvM Kiv Av‡Q wK bv ?    
22 PA System / n¨vÛ gvBK Gi e¨e ’̄v Av‡Q wK bv ?    
23 dvqvi ivDÛ †PK wjó Av‡Q wK bv ?    
24 dvqvi cÖæd / wnU cÖæd / †¯§vK cÖæd †Wvi Av‡Q wK bv ?    
25 1wU †gBb dvqvi cv¤ú 1wU ó¨vb evB cv¤ú (wW‡Rj PvwjZ) I 1wU RwK cv¤ú Av‡Q wK bv ?    
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‡g‡Uªv wbwUs GÛ WvBs wgjm& wjt 

ivgvievM, KzZzecyi, dZzjøv, bvivqYMÄ 
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1. bxwZgvjv (Policy) 
 

 

†Kv¤úvbx bxwZgvjv †Nvlbv  
(Company Policy Statement) 

 

AwZ Avek¨Kxq kªwgK Kj¨vYgyLx e¨e ’̄vbvax‡b GKwU nqivwb I MvjMvwj gy³ my›`i cwi‡ek 
Drcv`b e„w× I c‡b¨i myôz gvb i¶vi mnvqK e‡j ‡g‡Uªv wbwUs GÛ WvBs wgjm& wjt wek¦vm K‡i| 
GKwU myôz bxwZgvjvi Aax‡b nqivwb I MvjMvwj gy³ cwi‡ek m„wó ‡g‡Uªv wbwUs GÛ WvBs wgjm& 
wjt Avï Kibxq KvR¸‡jvi g‡a¨ AMÖvwaKvi `vex K‡i| G j¶¨‡K mvg‡b †i‡LB GB nqivwb I 
MvjvMvwj wb‡iva bxwZgvjv cÖYqY Kiv nj| 

jÿ¨ I D‡Ïk¨ 
(Objective & Target) 

 

‡g‡Uªv wbwUs GÛ WvBs wgjm wj: G wb‡qvwRZ mKj kªwgK I Kg©Pvix †hb †h †Kvb ai‡bi 
nqivbx I MvjMvwj (†hgb- ˆ`wnK, †gŠwLK, gvbwmK, †hŠb BZ¨vw`) gy³ Kg© cwi‡e‡k 
¯^v”Q‡›` KvR Ki‡Z cv‡i G j‡ÿ¨ †g‡Uªv KZ…©cÿ nqivwb I MvjvMvwj wb‡iva bxwZgvjv 
cÖbqb Kiv nj|  
 

bxwZgvjvi cwiwa 
(Scope of the Policy) 

‡g‡Uªv wbwUs GÛ WvBs wgjm wj: G wb‡qvwRZ mKj kªwgK I Kg©Pvixi Rb¨ G bxwZgvjv 

cÖ‡hvR¨ n‡e| GKB mv‡_ ‡g‡Uªv wbwUs GÛ WvBs wgjm wj: Gi mv‡_ hviv e¨emvwqK wewfbœ 

Kg©K‡Û RwoZ Zv‡`i †¶‡ÎI G bxwZgvjv cÖ‡hvR¨ n‡e| 

m~Î 
(Law Reference) 

 

‡g‡Uªv wbwUs GÛ WvBs wgjm wj: Gi wb‡qvM bxwZgvjv evsjv‡`k kÖg AvBb-2006 Ges 
Gi me©‡kl ms‡kvabx 2013 mv‡ji evsjv‡`k kÖg AvBb, evsjv‡`k kÖg wewagvjv -2015 
I AvB Gj I Kb‡fbkb (ILO Convention) Gi wewaweavb Ges m¤§vwbZ 
MÖvnK/†µZve„‡›`i AvPiYwewa (Code of Conduct) we‡ePbvc~e©K h_vh_fv‡e M„nxZ 
n‡q‡Q|  

 

cÖwZkÖæwZ 
(Commitment) 

 

†g‡Uªv KZ…©cÿ KviLvbvi Drcv`b e„w×i j‡¶¨ GKwU my›`i I wbivc` Kv‡Ri cwi‡ek 
m„wó Ki‡Z GKwU myôz I MÖnb‡hvM¨ nqivwb I MvjvMvwj wb‡iva bxwZgvjv cÖbqb I 
ev¯Íevq‡bi gva¨‡g KviLvbvq nqivwb I MvjvMvwj m¤ú~b©iƒ‡c eÜ Ki‡Z „̀X cÖwZÁ | 

2. msMVb (Organization) 

2.1  
cwjwm ev Í̄evqbKivi 

`vwqZ¡cÖvß e¨w³ 
(Responsible person for 
implement the policy) 

 

 

 

 

 
 
 

2.2 
`vwqZ¡cÖvß e¨w³e‡M©i KvR 

(Responsibilities of 

• e¨e ’̄vcbv cwiPvjK / cwiPvjK t-  
 
 

nqivwb I MvjvMvwj wb‡iva msµvšÍ †h †Kvb wewai cwieZ©b, cwiea©‡b wb‡`©kbv cÖ`vb I 
m‡e©vcwi bxwZgvjv Aby‡gv`bKvix|  
 

nqivwb I Drcxob wb‡iva bxwZgvjv 
Anti Harassment & Abuse Policy 

bxwZgvjv ïiæi ZvwiL 01/01/2009 Bs 

ms‡kva‡bi ZvwiL 01/01/2023 Bs 

cieZ©x ms‡kva‡bi ZvwiL 01/01/2024 Bs 

ms‡kva‡bi bv¤^vi 05 

Ref No: S(S)P-11(05) 

MD 

GM (Pro. & Plan) GM (Admin, HR & Com.) 

AGM (Adm, HR, Comp) 

Ass Manager (Admin, HR & Comp.) 

Welfare officer  

Section Manager 

Section Incharge 

Section Supervisor 

Director 



Metro Knitting & Dyeing Mills Limited     

Ramarbagh, Kutubpur, Fatullah, Narayangonj 
100% Export Oriented Knit Unit 

 

Prepared by Gaur Nitai Datta AGM (HR, Admin & Compliance) 
 

Approved by Amal Podder Managing Director 
 

         
Anti Harassment & Abuse Policy 

3 

Assigned Persons) • gnv-e¨e ’̄vcK (Drcv`b I cø¨vwbs)t-  
 

AÎ bxwZgvjv Abymib Ki‡eb Ges bxwZgvjv ev¯Íevqb Kivi Rb¨ cÖ‡qvRbxq e¨e ’̄v 
wb‡eb| 
 

• gnve¨e ’̄vcK (gvbe m¤ú` I cÖkvmb) t- 
 
 

✓ nqivwb I MvjvMvwj wb‡iva bxwZgvjv ev Í̄evq‡bi cÖavb `vwq‡Z¡ _vK‡eb| 
✓ G msµvšÍ mKj cÖKvi Awf‡hvM, Aby‡hvM I civgk© ch©‡eÿb Ki‡eb Ges †Kvb ai‡bi 

nqivwb I MvjvMvwjg~jK AvPiY Kv‡iv weiæ‡× cÖgvwbZ n‡j kÖg AvBb †gvZv‡eK 
cÖ‡qvRbxq e¨e ’̄v MÖnb Kivi Rb¨ wb‡`©k cÖ`vb Kwi‡eb| 

✓ cÖ‡qvR‡b AskMÖnbKvix KwgwUi mv‡_ mivmwi Av‡jvPbv ev civg‡k©i gva¨‡g wm×všÍ 
MÖnb Kwi‡eb| 

 

gnve¨e ’̄vcK (gvbem¤ú` I cÖkvmb) wb‡¤§v³ e¨vw³M‡Yi gva¨‡g GB bxwZgvjv ev¯Íevqb 
Ki‡eb|  
 
 

• mnKvix gnve¨e ’̄vcK (gvbe m¤ú` I cÖkvmb) t-  
 
 

✓ nqivwb I MvjvMvwj wb‡iva bxwZgvjv cÖbqb I Zvi ev¯Íevq‡b c`‡ÿc MÖnb| 
✓ kÖwgK, Kg©Pvix I Kg©KZ©v‡`i g‡a¨ nqivwb I MvjvMvwj wb‡iva bxwZgvjvi 

wfwË‡Z m‡PZbZv e„w× I cÖwkÿ‡Y cÖ‡qvRbxq f~wgKv cvjb K‡i| 
✓ Kvnv‡iv weiæ‡× †Kvb cÖKvi nqivwb I MvjvMvwj wb‡iva cwicš’x Awf‡hvM 

DÌvwcZ n‡j Zv wb®úwËi Rb¨ cÖ‡qvRbxq e¨e ’̄v MÖnb Ges DaŸ©Zb 
KZ©…c‡ÿi mv‡_ †hvMv‡hvM Kiv| 

✓ myk„•Lj Kg© cwi‡ek Mo‡Z ~̀e©j w`K¸‡jv ch©v‡jvPbv K‡i wefvMxq 
cÖavbM‡bi mv‡_ civgk©µ‡g nqivwb I MvjvMvwj wb‡iva bxwZi ev Í̄evqb 
wbwðZ Ki‡eb| 

 
 

• gvbe m¤ú` I cÖkvmwbK Kg©KZ©v/ t- 
 
 
 

AÎ bxwZgvjv Abymib K‡i KviLvbvi mKj‡K GB wel‡q m‡PZb Kivi Rb¨ Ònqivwb I 
MvjvMvwj wb‡iva bxwZgvjvÓ †bvwUk‡ev‡W© Uvwb‡q w`‡eb Ges Ònqivwb I MvjvMvwj wb‡iva 
bxwZgvjvÓ Abymib Kiv n‡”Q wK bv Zv wbwðZ Kivi Rb¨ gvbem¤ú`, cÖkvmb Ges 
Kj¨vbKg©KZv©Mb m`v mRvM _vK‡eb|  

• Kj¨vb Kg©KZ©v t 

 

AÎ bxwZgvjv Abymib K‡i KviLvbvi mKj‡K GB wel‡q m‡PZb Kivi Rb¨ Ònqivwb I 
MvjvMvwj wb‡iva bxwZgvjvÓ m¤ú‡K© mKj‡K cÖ‡qvRbxq cÖwk¶b cÖ`vb Ki‡eb Ges 
†Kv_vI GB bxwZgvjv cwicš’x wKQz cwijw¶Z n‡j KZ…©c‡¶i mnvqZvq cÖ‡qvRbxq e¨ve ’̄v 
wb‡eb| 
 

• gnve¨e ’̄vcK (Drcv`b) t-  
 

gnve¨e ’̄vcK (Drcv`b) AÎ bxwZgvjv Abymib K‡i wefvMxq cÖav‡bi gva¨‡g GB 
bxwZgvjv ev¯Íevqb Ki‡eb|  

• e¨e ’̄vcK (Drcv`b) t-  
 

mswkøó mKj wefvMxq cÖavbMY I Kg©KZ©viv †Kv¤úvbxi nqivwb I MvjvMvwj wb‡iva 
bxwZgvjv ev¯’evq‡bi Rb¨ e¨e ’̄vcK GBP.Avi GÛ Kgcøv‡qÝ †K mn‡hvMxZv Ki‡eb Ges 
mswkøó mK‡j wbwðZ Ki‡eb †h, †Kvb kÖwgK Kg©Pvix hv‡Z K‡i †Kvb cÖKvi nqivbxi 
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¯^xKvi bv nq| G msµvšÍ mKj ai‡bi Awf‡hvM, Aby‡hvM I e ‘̄ wbó civgk© ¸iæZ¡ 
mnKv‡i we‡ePbv Kiv I Gi cÖwZKv‡ii Rb¨ `ªæZ e¨e ’̄v MÖnY Kiv| 
 

AÎ bxwZgvjv Abymib K‡i kªwgK‡`i Kv‡Ri Z`viwK Ki‡eb Ges gnve¨e ’̄vcK (Drcv`b) †K 
AeMZ Ki‡eb| 
 

• BbPvR© (Drcv`b) t-  
 

AÎ bxwZgvjv Abymib K‡i Zvi Awab ’̄‡`i Kv‡Ri Z`viwK Ki‡eb Ges e¨e ’̄vcK (Drcv`b) 
†K AeMZ Ki‡eb| 

• mycvifvBRvi (Drcv`b) t-  
 

AÎ bxwZgvjv Abymib K‡i Zvi Awab ’̄‡`i Kv‡Ri Z`viwK Ki‡eb Ges BbPvR© (Drcv`b) †K 
AeMZ Ki‡eb| 

3. Kvh©m~Px I c×wZ (Routines & Procedure) 

3.1 ev¯Íevqb Kvh©m~Px (Implementation Routine) 

K) `vwqZ¡ t 
msMV‡bi ewY©Z Kvh©avivµg Ges `vwqZ¡cÖvß e¨w³MY cwjwm ev Í̄evq‡b f~wgKv cvjb Ki‡eb| 
wKš‘ gnv e¨e ’̄vcK GBP.Avi GÛ Kgcøv‡qÝ  nqivwb I MvjvMvwj wb‡iva Kvh©µ‡gi g~j 
`vwqZ¡ cvjb Ki‡eb| 

L) Kvh©m~Pxt 

nqivwb I MvjvMvwj wb‡iva bxwZgvjv wb‡¤œv³ Dcv‡q wba©viY Kiv n‡e t- 
 

❖ nqivwb ev Ace¨envi Gi AšÍf©y³ welq mg~n t- 
 

1. †gŠwLK nqivwb t  
 

Zxeª wPrKv‡i frm©bv Kiv, wPrKv‡i/ kãvejx cÖ‡qv‡M fxwZ cÖ`k©b Kiv ev m¤§vbnvbxi 
cÖ‡Póvq AkÖve¨ fvlv/kãvejx cÖ‡qvM Kiv| 

2. ‰`wnK/kvixwiK Acgvb t  
 

†mB mKj kvixwiK ms¯úk© hvi Øviv †KD AvNvZ †c‡Z cv‡i Ges †mB mKj kvw Í̄ hv kvwiwiK 
Amy ’̄Zvi m„wó Ki‡Z cv‡i| 

3. gvbwmK nqivwb t  
 

Kg©Pvixi AvZ¥-m¤§vb nvbx NUv‡bvi D‡Ï‡k¨ kãvejx, A½fw½, Bw½Z e¨envi A_ev Kv‡h©i 
e¨envi| 

4. †hŠb nqivwb t  
 

we‡kl wj‡½i cÖwZ AbvKvw•LZ my‡hvM cÖ`vb/MÖnb| Ggb †Kvb kvixwiK ev †gŠwLK AvPib hv 
†hŠbZvi msÁvq c‡o| 
 

5. Ab¨vb¨ t 
†hŠw³K weiwZ, cvwb, †kŠPvMvi, ¯̂v ’̄¨‡mev A_ev Aci Ab¨vb¨ †gŠwjK gvbweK cÖ‡qvRbxqZv 
mg~n evavMÖ ’̄ Kivi gva¨‡g nqivwb| 
 

❖ Kg©‡¶‡Î wbgœwjwLZ cÖKv‡ii nqivwb ev Am`vPiY m¤ú~Y© fv‡e wbwl× t 
 

1. †gŠwLKfv‡e MvwjMvjvR K‡i †Kvb kªwgK‡K nqivwb Kiv hv‡e bv| 

2. †Kvb kªwgK‡K kvixwiK wbh©vZb wKsev gviai Kiv m¤ú~Y© wbwl×| 

3. GKwU †hŠb m¤ú‡K©i wewbg‡q cÖKv‡k¨ A_ev †Mvc‡b myweavRbK Kv‡h © wb‡qvM 

Kivi A_ev DËg ev c¶cvwZZ¡g~jK AvPi‡bi cÖwZkÖæwZ cÖ`vb Kiv| 
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4. ‡hŠb m¤ú‡K©i cÖ¯Íve cÖZ¨vLvb Kivi cÖwZ‡kva ¯̂iƒc Kg©Pvix‡K †h †Kvb ai‡bi 

Ab¨vq e¨env‡ii m¤§yLxb Kiv| 

5.  AevwÃZ ‡hŠb Dw³, ch©‡e¶Y I gšÍe¨, †hŠb Bw½Zc~b© A½-f½x Kiv| 

6. bvix-cyiæ‡li †f`v‡f‡`i cÖwZ j¶¨nxb Ams‡e`bkxj wbivcËv e¨e¯’v| 

7. gvwbmK cxov`vqK †Kvb AvPiY Kiv hv‡e bv| 

8. A½ f½xi mvnv‡h¨ †Kvb kªwg‡Ki mv‡_ D×Z¨ AvPiY Kiv hv‡e bv| 

9. †Kvb kªwg‡Ki cÖwZ †Kvb cÖKvi e ‘̄ wb‡¶c ev fqfxwZ cÖ`k©b Kiv‡bvi Rb¨ 

†Kvb e ‘̄ cÖ`k©b Kiv hv‡e bv| 

10. †Kvb kªwgK‡K †Kvb Ab¨vq Kv‡Ri Rb¨ kvw Í̄¯^iæc KviLvbvi evB‡i Ae¯’vb 

Ki‡Z hv‡e bv| 

11. †Kvb kªwgK‡K †Kvb cÖKv‡iB Lvevi cvwb MÖnY Ki‡Z evav †`qv hv‡e bv| 

12. †Kvb kªwgK‡K †Kvb Ae ’̄v‡ZB Uq‡jU e¨envi Kivi †¶‡Î evav †`qv hv‡e bv| 

13. †Kvb kªwgK‡K †Kvb A¯’v‡ZB kvw Í̄¯^iƒc AwZwi³ KvR Ki‡Z eva¨ Kiv hv‡e bv| 

14. †Kvb kªwgK‡K †h †Kvb ai‡Yi Ab¨vq AvPi‡Yi Rb¨ gRyix KZ©b ev gRyix    .           

KZ©‡bi e¨vcv‡i fqfxwZ cÖ`k©b Kiv hv‡e bv| 

15. RvwZ, ag©, eY©, †MvÎ, wj½, AvÂwjKZv, kvwiwiK AÿgZv BZ¨vw`‡K       

D‡Ïk¨ K‡i †Kvb iKg nqivbx, Mvjg›` ev Acgvc/Am¤§vb Kiv hv‡e bv| 

16. Kg©‡ÿ‡Î mwnsmZv m¤ú~Y© fv‡e wbwl×| 
 

❖ Awf‡hvM c×wZ t 
 

d¨v±ix‡Z Kg©iZ kªwgK-Kg©PvixMY Ab¨vq AvPiY I nqivwbg~jK e¨envi m¤ú‡K© wb‡gœv³ 
c×wZ‡Z Zv‡`i Awf‡hvM †ck Ki‡Z cv‡ib :- 
 

K) mivmwi †gŠwLK Awf‡hvM t (Verbal Complain) 
 

✓ †h ‡Kvb kªwgK Zvi Awf‡hvM cÖ_‡g Zvi wi‡cvwU©s KZ…©cÿ Ges µgvš̂‡q 
Dea©Zb KZ©„c‡¶i (m‡e©v”P Dea©Zb KZ©„cÿ ch©šÍ) eive‡i mivmwi DÌvcb 
Ki‡Z cv‡ib| 

✓  kªwgKiv mivmwi AskMÖnbKvix KwgwU, Kj¨vb Kg©KZ©v, gvbem¤ú` I cÖkvmb 
wefvM eive‡i mivmwi DÌvcb Ki‡Z cv‡ib| 

✓ mivmwi cwiPvjK g‡nv`q eive‡i mivmwi Awf‡hvM DÌvcb Ki‡Z cv‡ib| 

✓ kÖwgK nU jvB‡bi gva¨‡g kÖwg‡Kiv Zv‡`i Awf‡hvM Rvbv‡Z cv‡ib| 
 

L) wjwLZ Awf‡hvM t (Written Complain) 
 

✓ Dc‡iv³ c×wZ AbymiY K‡i †h †Kvb kªwgK/Kg©Pvix/Kg©KZ©v Zv‡`i †h †Kvb 
Awf‡hvM wjwLZfv‡e wi‡cvwU©s KZ…©cÿ Ges µgvš̂‡q Dea©Zb KZ©„c‡¶i 
(m‡e©v”P Dea©Zb KZ©„cÿ ch©šÍ) eive‡i mivmwi DÌvcb Ki‡Z cv‡ib| 
 

✓ GQvov cwiPvjK g‡nv`q Ges gvbem¤ú` I cÖkvmb wefv‡Mi cÖav‡bi wVKvbv 
(†hgb- WvK wVKvbv, †gvevBj bv¤^vi, B-‡gBj wVKvbv BZ¨vw`) kªwgK‡`i 
Rvbv‡bv nq hv‡Z †h †Kvb kªwgK Zvi Awf‡hvM ‡h †Kvb gva¨‡g Rvbv‡Z cv‡ib| 
 

✓ GQvovI †Kvb wjwLZ Awf‡hvM KZ…©c‡ÿi AeMwZi Rb¨ KviLvbvi Uq‡jUmg~‡n 
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kªwg‡Ki mn‡R Mgb‡hvM¨ ’̄v‡b Zvjve× Ae¯’vq ¯’vwcZ Awf‡hvM ev‡· †dj‡Z 
cv‡ib| Awf‡hvM ev‡·i Pvwe gvbem¤ú` I cÖkvmb cÖavb Ges Kj¨vb Kg©KZ©vi 
wbKU iw¶Z _v‡K| kªwgK‡`i †KD B‡”Q Ki‡j Zvi/Zv‡`i cwiPq †Mvcb †i‡L 
Awf‡hvM †ck Ki‡Z cv‡i| G‡ÿ‡Î kªwgK‡`i Giƒc wbðqZv Ges Drmvn †`qv 
n‡q _v‡K †h, †KD Awf‡hvM ev‡· Awf‡hvM Rvbv‡j Zvi ev Zv‡`i weiæ‡× 
†Kvb ‡bwZevPK e¨e ’̄v †bqv n‡e bv| 

 

✓ mßv‡ni GKwU wbw ©̀ó w`‡b KviLvbvi KvD‡Ýwjs Awdmvi/I‡qj†dqvi Awdmvi 
Ges kªwgK c‡¶i GKRb cÖwZwbwai Dcw¯’wZ‡Z Awf‡hvM ev·mgyn Lyj‡Z n‡e| 

 

✓ Awf‡hvM ev‡· cÖvß Awf‡hvMmgyn wbw`©ó †iwRóv‡i wjwce× K‡i cÖ‡qvRbxq 
e¨e ’̄v MÖn‡bi Rb¨ hZ ª̀æZ m¤¢e h_vh_ KZ©„c‡¶i wbKU †ck Ki‡Z n‡e| 

 

✓ Awf‡hvM cÖvwßi mvZ w`‡bi g‡a¨ cwic~Y© Z`šÍ mv‡c‡ÿ wbi‡c¶Zvi mv‡_ 
mgm¨v mgvavb Ki‡Z n‡e Ges M„nxZ mgvavb mswkó mKj‡K AewnZ Ki‡Z 
n‡e| 

 

❑ GQvovI nqivbx, MvjvMvwj A_ev Ab¨ †h †Kvb wel‡q Kv‡iv †Kvb m‡›`n _vK‡j  
A_ev †KD hw` m‡›`n †cvlY K‡i †h ‡KD Zv‡K nqivwb ev Drcxob Ki‡Z 
cv‡i ev Ki‡Q Zv wZwb mivmwi, †gŠwLK, wjwLZ, e‡· Awf‡hvM †d‡j, 
nUjvB‡bi gva¨‡g h_vh_ KZ…©cÿ‡K Rvbv‡Z cvi‡eb| 

 

Dc‡iv³ welq A_©vr nqivbx, Drcxob ev MvjvMvwj A_ev Ab¨ †h †Kvb wel‡q mgvavK‡í 
†h †Kvb kªwgK B”Qv Ki‡j †h †Kvb †emiKvix ms¯’v, gwnjv mwgwZ, ¯̂v¯’¨†K›`ª A_ev 
¯’vbxq `vwqZ¡kxj †h †Kvb cÖwZwbwai kibvcbœ n‡Z cvi‡eb| 
 

G‡ÿ‡Î ‡Kvb kÖwgK hw` g‡b K‡ib †h, wZwb Zvi Awf‡hv‡Mi myôz mgvav‡bi Rb¨ 
ewn©ivMZ †Kvb †÷K †nvìv‡ii mvnvh¨ cÖ‡qvRb Z‡e wZwb KwgDwbwU ‡g¤̂vi ev †jvKvj 
eªvÛ cÖwZwbwai mn‡hvMxZv wb‡Z cvi‡eb| 
 

❑ Awf‡hvMKvix Zvi/Zv‡`i cwiPq †Mvcb †i‡L Awf‡hvM †ck Ki‡Z cvi‡eb| 
G‡ÿ‡Î kªwgK‡`i Giƒc wbðqZv Ges Drmvn †`qv n‡q _v‡K †h, †KD Awf‡hvM 
Rvbv‡j Zvi ev Zv‡`i weiæ‡× †Kvb ai‡bi ‡bwZevPK e¨e¯’v †bqv n‡e bv| 

m‡e©vcwi Awfhy³ e¨w³i weiæ‡× Aciva/Awf‡hvM cÖgvwYZ n‡j Zvi weiæ‡× h_vh_ 
AvBbvbyM e¨e¯’v MÖnY Kiv n‡e| 

M) Kvh©m~Px ev¯Íevq‡bi mgqmxgv 
cwjwm wba©vi‡bi mv‡_ mv‡_ nqivwb I MvjvMvwj wb‡iva bxwZgvjv Abyhvqx nqivwbi 
weiæ‡× kvw Í̄g~jK e¨e¯’v MÖnY Kiv n‡e| 

N) Kvh©m~Px ev¯Íevq‡bi 
c×wZ 

Routine 

Implementation 

Procedures 

 
 

Kvh©m~Px ev Í̄evq‡bi c×wZ mg~n wb¤œiæc t 
 

 cÖwZôv‡b k„•Ljvg~jK e¨e ’̄v wbwðZ Kiv t  
cÖwZôv‡b nqivwb I MvjvMvwj wb‡iva bxwZgvjvv mwVK cÖ‡qvM I Zvi ev¯Íevq‡bi gva¨‡g 
k„•Ljv wbwðZ Kiv n‡e Ges e¨e ’̄vcK GBP.Avi. GÛ Kgcøv‡qÝ Gi `vwqZ¡ cvjb 
Ki‡eb| 

 AvPvi-e¨envi msµvšÍ k„•Ljvg~jK e¨e ’̄v t  
ga¨ e¨e ’̄vcbv KZ©…cÿ‡K h_vh_ cÖwkÿb I m‡PZbZv e„w×i gva¨‡g Zv‡`i AvPvi-e¨envi 
Dbœq‡b KvR Kiv n‡e| e¨e ’̄vcK GBP.Avi. GÛ Kgcøv‡qÝ G msµvšÍ cÖwkÿ‡bi e¨e ’̄v 
MÖnb Ki‡eb| 

 Awf‡hvM ev Aby‡hv‡Mi mgvavb t  
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Awf‡hvM, Aby‡hv‡Mi ¸iæZ¡vbymv‡i mgvavb Kiv n‡e Ges GB msµvšÍ cÖwZ‡e`b msiÿb 
Kiv n‡e| e¨e ’̄vcK, GBP Avi GÛ Kgcøv‡qÝ GB `vwqZ¡ cvjb Ki‡eb| 

3.2   ‡hvMv‡hvM Kvh©m~Px (Communication Routine) 

K) `vwqZ ¡ 
 

G¨vIqvi‡bm GÛ †Uªwbs - I‡qj‡dqvi Awdmvi/†UªBbvi 
wcG †NvlYv   - I‡qj‡dqvi Awdmvi/wiwmckwb÷ 
†gBj KwgDwb‡Kkb - e¨e ’̄vcK, g¨v‡bRvi GBP.Avi   
†bvwUk †evW©  - GBP.Avi Awdmvi 
wc.wm KwgwU  - I‡qj‡dqvi Awdmvi 

 

L) ‡hvMv‡hvM Kvh©µg 
 

▪ e¨e ’̄vcbv KZ©…c‡ÿi mv‡_ †hvMv‡hvM t  
 

‡Rbv‡ij wgwUsG Av‡jvPbvi gva¨‡g A_ev B-‡gB‡ji gva¨‡g AvewnZ Ki‡Z n‡e Ges mfvi 
Kvh© weeiYx ms‡hvRb K‡i Zv msiÿb Ki‡Z n‡e| Ges gvbe m¤ú` e¨e ’̄vcK D³ `vwqZ¡ 
cvjb Ki‡eb| 

▪ `vwqZ¡ cÖvß `‡ji mv‡_ †hvMv‡hvM t 
 

mvaviY wgwUs Ges †UªwbsGi gva¨‡g D³ cwjwm mevB‡K AeMZ Kiv n‡e Ges Gi WKz‡g›Um& 
bw_f~³ Kiv n‡e| 

▪ óvd‡`i m‡½ †hvMv‡hvM t 
 

KviLvbvi mKj Kg©KZ©v I Drcv`b Kg©KZ©v I Drcv`b ÷vd‡`i D³ bxwZgvjv m¤ú‡K© AewnZ 
Kiv n‡e| ZvQvovI ev Í̄evqb c×wZ m¤ú‡K© aviYv cÖ`vb Kiv mvaviY wgwUs Gi AvqvR‡bi 
gva¨‡g mevB‡K AeMZ Kiv Ges cÖ‡Z¨‡K D³ cwjwm eyS‡Z †c‡i‡Q ev AeMZ n‡q‡Q GB g‡g© 
¯̂vÿi MÖnb Kiv Ges cÖkœ DËi ce© mn mfvi Kvh© weeiYx msiÿY| gvbe m¤ú` e¨e ’̄vcK D³ 
`vwqZ cvjb Ki‡eb| 

▪ kÖwgK Kg©Pvix‡`i m‡½ †hvMv‡hvM t  
 

wc.G. wm‡÷‡gi gva¨‡g kÖwgK-Kg©Pvix‡`i nqivwb I MvjvMvwj wb‡iva msµvšÍ bxwZgvjv 
m¤ú‡K© AewnZ Kiv Ges †bvwUk †ev‡W© cÖ`k©‡bi gva¨‡g D³ cwjwm m¤ú‡K© AeMZ Kiv n‡e| 
gvbe m¤ú` e¨e ’̄vcK/wbe©vnx D³ `vwqZ¡ cvjb Ki‡eb| 
 

▪ bZzb Kg©x‡`i mv‡_ †hvMv‡hvM t 
 

Iwi‡q‡›Ukb, wi‡d«kvi †Uªwbs G D³ bxwZ m¤ú‡K© avibv cÖ`vb Kiv| 
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M) ‡hvMv‡hv‡Mi gva¨g 

wb‡¤œv³ Dcv‡q D³ cwjwm m¤ú‡K© †hvMv‡hvM iÿv Kiv n‡e t 
• †Uªwbs Gi gva¨‡g †hvMv‡hvM t  

 

d¨v±ixi kÖwgK-Kg©Pvix Ges Kg©KZ©vM‡Yi wbqwgZ m‡PZbZv Kg©m~Px/c~Ytm‡PZbZv 
Kg©m~Pxi gva¨‡g GBPAvi wefvM †_‡K cwjwm m¤ú‡K© avibv cÖ`vb Kiv n‡e Ges bZzb 
kÖwgK‡`i‡K cwiwPwZg~jK cÖwkÿ‡Yi gva¨‡g D³ bxwZgvjv m¤ú‡K© aviYv cÖ`vb Kiv 
n‡e| 

• wc.G wm‡÷‡gi gva¨‡g †hvMv‡hvM t  
 

wc.G wm‡÷‡g †Nvlbvi gva¨‡g D³ bxwZgvjv m¤ú‡K© m‡PZbZv e„w× Kiv n‡e| 
 

• †bvwUm †ev‡W©i gva¨‡g †hvMv‡hvM t  
 

†bvwUk †ev‡W© cÖ`k©‡bi gva¨‡g nqivwb I MvjvMvwj wb‡iva msµvšÍ bxwZgvjv m¤ú‡K© 
†hvMv‡hvM iÿv Kiv n‡e| 

• wc.wm KwgwUi gva¨‡g †hvMv‡hvM t  
 

wc.wm KwgwUi mvaviY mfvq Av‡jvPbvi gva¨‡g nqivwb I MvjvMvwj wb‡iva msµvšÍ 
bxwZgvjv m¤ú‡K© †hvMv‡hvM iÿv Kiv n‡e| GQvovI D³ bxwZgvjv wiwfI Kivi mgq 
Zv‡`i mv‡_ mwµq †hvMv‡hvM iÿv Kiv n‡e| 

• B-‡gB‡ji gva¨‡g †hvMv‡hvM t  
 

B-‡gB‡ji gva¨‡g ga¨g I D”P ch©v‡qi e¨e¯’vcbv KZ…©c‡ÿi mv‡_ †hvMv‡hvM iÿv Kiv n‡e| 

3.3 wdWe¨vK Ges wbqš¿b Kvh©m~Px (Feedback & Control Routine) 

K) `vwqZ¡  

 

-gnv e¨e ’̄vcK GBP.Avi GÛ Kgcøv‡qÝ wdWe¨vK Ges wbqš¿b Kvh©µ‡gi g~j `vwqZ¡ 
cvjb Ki‡eb| GQvovI GBP Avi g¨v‡bRvi Ges wefvMxq cÖavbMY Dc-gnv e¨e ’̄vcK 
GBP.Avi GÛ Kgcøv‡qÝ‡K D³ cwjwm wbqš¿‡b mn‡hvMxZv Ki‡eb| 
 

L) wdWe¨vK c×wZ 

wb‡¤œv³ Dcv‡q wdWe¨vK Ges wbqš¿b Kvh©m~Px cwiPvjbv Kiv nq- 
 

▪ kÖwgK, Kg©Pvix‡`i Rb¨ wdWe¨vK t 
 

wjwLZfv‡e nqivwb I MvjvMvwj wb‡iva m¤úwK©Z †h †Kvb civgk©, Awf‡hvM †iKW© Kiv 
n‡e| †Kvb Awf‡hvM cvIqv †M‡j Zvi Z`šÍ mv‡c‡ÿ cÖ‡qvRbxq e¨e ’̄v MÖnY Kiv n‡e| 
AskMÖnY KwgwUi wgwUs G Av‡jvPbvi gva¨‡g nqivwb I MvjvMvwj wb‡iva bxwZgvjv 
m¤ú‡K© †Kvb ai‡bi civgk© wKsev Awf‡hvM wb®úwËi e¨e ’̄v i‡q‡Q| I‡qj‡dqvi 
Awdmvi‡K AewnZ Kivi gva¨‡g nqivwb I MvjvMvwj wb‡iva msµvšÍ †Kvb civgk© wKsev 
AmsMwZ Rvbv‡bv n‡j I‡qj‡dqvi Awdmvi civgk© D×©Zb KZ…©cÿ‡K Rvbv‡eb Ges 
Z`šÍ mv‡c‡ÿ Awf‡hv‡Mi †cÖwÿ‡Z h_vh_ e¨e ’̄v MÖnY Ki‡eb| 
 

▪ KZ…©cÿxq wbqš¿b t 
 

e¨e ’̄vcbv KZ…©cÿ cÖwZ Qq gvm cici nqivwb I MvjvMvwj wb‡iva msµvšÍ g¨v‡bR‡g›U 
wiwfD wgwUs Av‡qvRb Ki‡eb| D³ wgwUs‡q D×©Zb KZ…©cÿ weMZ Qq gv‡mi nqivwb I 
MvjvMvwj wb‡iva msµvšÍ mKj wjwLZ Bmy¨¸‡jv wiwfD mv‡c‡ÿ cÖ‡qvRbxq civgk© cÖ`vb 
Ki‡eb| 
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▪ Af¨šÍixb AwW‡Ui gva¨‡g wdWe¨vK I wbqš¿b t 
  

‡g‡Uªv wbwUs GÛ WvBs wgjm& wjt G nqivwb I MvjvMvwj wb‡iva bxwZgvjvi Kvh©KvwiZv 
ch©‡eÿ‡Yi Rb¨ B›Uvibvj AwWU Uxg B›Uvibvj AwWU Ki‡e| AwW‡U cÖvß ch©‡eÿY 
m¤ú‡K© wjwLZ wi‡cvU© g¨v‡bRg¨v›U wiwfD Ki‡e Ges cÖ‡qvRbxq mycvwik Ki‡e| 
 

 wi‡cv©wUs t  
B›Uvibvj AwWU m¤úbœ Kivi ci AwWU n‡Z cÖvß welqvw` wb‡q GKwU wi‡c©vU ‰Zix Kiv 
n‡e Ges D³ wi‡cvU© DaŸ©Zb KZ…cÿ‡K AewnZ Kiv n‡e| 
 

 wbqš¿b t  
Kj¨vb Kg©KZ©vmn GBP Avi GÛ Kgcøv‡qÝ wefv‡Mi mKj m`m¨e„›` mve©ÿwbKfv‡e 
ch©‡eÿY Ki‡eb| 

M) ev Í̄evq‡bi mgqmxgv 

 

msMV‡bi e¨w³MY G cÖwµqvi mswkøó KvR¸‡jv m¤úv`b Ki‡e| wdWe¨vK Ges K‡›Uªvj 
wm‡÷‡gi Rb¨ wba©vwiZ mg‡q ev¯Íevqb wbwðZ Ki‡Z n‡e| 
 

4. ‡hvMv‡hvM Ges ev Í̄evqb (Communication & Implementation) 

• †hvMv‡hvM Ges ev¯Íevqb Kvh©m~Px Abyhvqx| 

5. wdWe¨vK Ges K‡›Uªvj (Feedback & Control) 

• wdWe¨vK Ges wbqš¿b Kg©©m~Px Abyhvqx| 

DcwiD³ Av‡jvPbv n‡Z GB wm×v‡šÍ DcbxZ nIqv hvq †h, ißvbxgyLx Mv‡g©›Um wk‡í Drmvnx I wb‡ew`ZcÖvb kªwgK I 
Kg©Pvixe„›` mvd‡j¨i wbqvgK kw³ wn‡m‡e KvR K‡ib| ¯^vfvweKfv‡eB GB wk‡í wb‡qvwRZ mevi Rb¨ h_vh_ m¤§vb wb‡q 
KvR Kivi e¨e ’̄v Ki‡j Zv wk‡íi weKv‡k cÖf~Z mnvqK n‡e| e¨e ’̄vcK‡`i `vwqZ¡ Ggb GKwU Drcv`b mnvqK 
Kg©cwi‡ek m„wó Kiv †hLv‡b mevB my¯’ I my›`ifv‡e KvR Ki‡Z cv‡i| G j‡¶¨B ‡g‡Uªv wbwUs GÛ WvBs wgjm& wjt Ggb 
GKwU Drcv`b mnvqK Kg© cwi‡ek m„wó Ges eRvq ivL‡Z e×cwiKi †h cwi‡ek mKj cÖKvi nqivbx I MvjvMvwj gy³ 
n‡e| ‡g‡Uªv wbwUs GÛ WvBs wgjm& wjt G Ònqivwb I MvjvMvwj m¤ú~b©iƒ‡c wbwl×Ó| 
 
 

 
 
 

nqivwb I MvjvMvwj wb‡iva bxwZgvjv hvPvBKib  
Anti-Harassment & Abuse Policy Check List 

 
KviLvbvi bvg t †g‡Uªv wbwUs GÛ WvBs wgjm& wjt   
bxwZgvjvi bvgt nqivwb I MvjvMvwj wb‡iva bxwZgvjv hvPvBKib  
wbixÿKt------------------------------------- 
ZvwiLt-------------------------------------- 
 

µwgK hvPvBKib welq nu¨v bv gšÍe¨ 
1 nqivbx I MvjvMvwj wb‡iva bxwZgvjvwU †bvwUk †ev‡W© Uvwb‡q ‡`qv n‡q‡Q wKbv?    
2 bxwZgvjv m¤ú‡K© mswkøó mKj‡K cÖ‡qvRbxq cÖwk¶b cÖ`vb Kiv n‡q‡Q wKbv?    
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3 †Kvb kªwgK‡K †Kvb nqivbx I MvjvMvwj K‡i KvR Av`vq Kiv nq wKbv?    
4 kvixwiK wbh©vZb K‡i KvR Kiv‡bv nq wKbv?    
5 Avw_©K ¶wZ mva‡bi gva¨‡g KvR Kiv‡bv nq wKbv?    
6 KviLvbvi kªwgK Kg©Pvix ¯^-B”Qvq PvKzix‡Z †hvM`vb K‡i Ges ¯^-B”Qvq KvR K‡i wKbv?    
7 KvR PjvKvjxb mg‡q KviLvbvi cÖwZwU cÖ‡ek/evwni c_ ‡Lvjv †i‡L KvR Kiv nq wKbv?    
8 Kg© N›Uv PjvKvjxb mgq kªwgKMY‡K cvwb cvb Kivi, Lvevi LvIqvq, Uq‡jU hvIqvi ‡¶‡Î 

†Kvb cÖKvi evav cÖ`vb Kiv nq wKbv? 
   

9 hw` †Kvb mgq Ryiæix wkc‡g‡›Ui Rb¨ Ifvi UvBg Kiv‡bvi cÖ‡qvRb nq Z‡e Zv Ki‡Z 
kªwgK‡`i eva¨ Kiv A_ev KviI B”Qvi weiæ‡× †Rvi K‡i Ifvi UvBg Kiv‡bv nh wKbv? 

   

10 †Kvb kªwgK‡K †Rvic~e©K PvKzix n‡Z Aemi wb‡Z eva¨ Kiv‡bv nq wKbv?    
11 †Kvb cªKvi g~j mb`cÎ (cvm‡cvU©, mvwU©wd‡KU, jvB‡mÝ) PvKzixi c~e©kZ© wnmv‡e msi¶Y 

Kiv nq wKbv? 
   

12 PvKzixi c~e©kZ© wn‡m‡e gwnjv kªwgK‡`i †Kvb cÖKvi Mf©avib cix¶v Kiv‡bv nq wKbv?    
13 Mf©eZx gwnjv wb‡qvM `v‡b †Kvb cÖKvi evav Av‡Q wKbv?    
14 KviLvbvi Af¨šÍ‡i Mf©eZx gwnjv k ªwgK‡`i mv‡_ ˆelg¨ gyjK AvPib Kiv nq wKbv?    
15 wb‡qvM`vbKv‡j kªwg‡Ki wbKU n‡Z †Kvb cÖKvi Aw½Kvi bvgv †bqv nq wKbv?    
16 bxwZgvjv ev¯Íevq‡bi e¨cv‡i †Kvb mvÿvZKvi †bqv nq wKbv?     

 
 



      
 

 
 

 

 

 

 

 

 

 

Riæix Ae¯’v †gvKv‡ejv cwiKíbv msµvšÍ bxwZgvjv 
EMERGENCY ACTION PLAN POLICY 

 

 
 
 
 
  



      
 

Riæix Ae¯’v †gvKv‡ejv cwiKíbv bxwZgvjv 
Emergency Action Plan Policy 

 
 

 bxwZgvjvi Drm (Sources of the Policy) t  

‡g‡Uªv wbwUs GÛ WvBs wgjm wjt Gi Af¨šÍixY bxwZgvjv| 

 

 

 

 bxwZgvjvi D‡Ïk¨ (Objective of the Policy) t   

Riæix Ae ’̄v †gvKv‡ejv cwiKíbv bxwZgvjvwUi D‡Ïk¨ n‡”Q ‡g‡Uªv wbwUs GÛ WvBs wgjm wjt Gi mKj 

Kg©KZ©v I Kg©Pvix‡`i g‡a¨ ûgwK wn‡m‡e †`Lv w`‡Z cv‡i Ggb m¤¢ve¨ me `~‡h©v‡Mi ¯^fve-cÖK…wZ wPwýZ 

KiY Ges †h †Kvb ~̀‡h©vM cwiw¯’wZ †gvKv‡ejvq m¤¢ve¨ KiYxq m¤ú‡K© Kg© cwiKíbv ˆZwi Kiv|  

 

 

 

 bxwZgvjvi cwiwa (Scope of the Policy) t  

Riæix Ae ’̄v †gvKv‡ejv cwiKíbv msµvšÍ bxwZgvjv ïaygvÎ ‡g‡Uªv wbwUs GÛ WvBs wgjm wjt Gi g‡a¨ 

mxgve× _vK‡e |               
 

`~‡h©vM mbv³KiYt  
 
aiY Ges cÖfve we¯Ív‡ii we‡ePbvq wewfbœ `~‡h©vM †K wewfbœfv‡e msÁvwqZ Kiv hvq| f~wgK¤ú, wkjve„wó, f~wga‡mi 

gZ ~̀‡h©vM¸‡jv nVvr K‡i Av‡m wKš‘ mgq Ges ¯’vb †f‡` ‡m¸‡jvi cÖfve mxgve×| GKBfv‡e eb¨v, mvB‡K¬v‡bi gZ 

~̀‡h©vM¸‡jv GKwU wbwÏ©ó mg‡qi e¨vcKZv wb‡q Av‡m Z‡e G¸‡jvi mZK© nIqvi gZ h‡_ô c~e© j¶Y cvIqv hvq| 

Ab¨ w`‡K Liv ~̀‡hv©M `xN©w`b a‡i  msMwVZ nq Ges Zv A_©bxwZ I gvbe Rxe‡b my`~i cÖmvwi cÖwZK~j cÖfve †d‡j|  

GRb¨ wewfbœ `~‡h©v‡Mi ûgwKi aiY we‡ePbvq c~e© cÖ¯‘wZ Ggbfv‡e wba©viY Ki‡Z n‡e hv ¶wZMÖ Í̄ †jvK‡`i A_©‰bwZK 

I mvgvwRK Rxe‡bi DbœwZKi‡b h_vh_ f~wgKv iv‡L| hviv G ai‡Yi cÖ¯‘wZ iv‡L Zv‡`i wU‡K _vKvi m¤¢vebv †ewk 

_v‡K| cÖ¯‘wZ gvbyl‡`i †h †Kvb `~‡h©v‡M ª̀æZ mvov w`‡Z Ges wbivc‡` Ae¯’vb Ki‡Z wbðqZv †`q| cÖ¯‘wZ ej‡Z 

eySvq GKRb †jvK `~‡h©v‡Mi mgq Kx Ki‡e? †m mgq D™¢e mgm¨vq Kx cwiKíbv wb‡e? Zvi h_vh_ aviYv _vKv Ges 

G KiYxqi e¨envwiK Abykxjb|  

 

 

 



      
 

cÖvK…wZK `~‡h©v‡Mi d‡j Kx Kx N‡U?  
 

µg cÖfve cÖvK…wZK ~̀‡h©vM 
  f~wgK¤ú mvB‡K¬vb eb¨v AwMœKvÛ Lov/ msKU 
1 nZvnZ X x x x  
2 AvnZ X x x x x 
3 gnvgvixi m¤¢ve¨Zv   x x   
4 dm‡ji bvk  x x   
5 M„nnxbZv X x x X  
6 AeKvVv‡gvi aŸsm X x x x  
7 ‡hvMv‡hvM e¨e ’̄vi 

wew”QbœZv 
X x x x  

8 cwienY e¨e ’̄vi wew”QbœZv x x x x  
9 AvZ¼ X x x x  
10 jyUZivR X x x x  
11 mvgvwRK e¨e¯’vi Ae`gb X x x   
12 mvgwqK Awfevmb msKU   x  x 
13 ¯’vqx Awfevmb msKU     x 
14 wkí c‡Y¨i ¶wZ X x x x x 
15 e¨emvwqK ¶wZ X x x x x 
16 evRvi e¨e¯’vcbvq ¶wZ X x x x x 

 

‡Kv¤úvwb KZ…©K mbv³K…Z m¤¢ve¨ `y‡h©vMt 
1.  AwMœKvÛ 
2.  ỳN©Ubv 
3.  U‡b©‡Wv 
4.  f~wgK¤ú 
5.  nvwi‡Kb 
6.  eb¨v 
7.  ‰e ỳ¨wZK wech©q 
8.  cvwb cÖevn bvjvi fv½b 
9.  M¨v‡mi wj‡KR  
10.  †evgmn we‡ùviK ª̀‡e¨i ûgwK  
11.  †emvgwiK Am‡šÍvl I `v½vnv½vgv| 
12.  eqjvi  we‡ùvib 
13.  †Rbv‡iUi we‡ùvib 
14. ‡KwgK¨vj wj‡KR 

 
 
 



      
 

  AwMœKvÛt 
 
Av¸b LyeB wec`RbK Ges aŸsmvZ¥K| Z‡e cÖ‡qvRbxq AwMœ wbivcËv e¨e ’̄v M‡o Zz‡j nZvn‡Zi nvZ †_‡K ‡invB 
cvIqv hvq| cÖ_gZ AwMœwbe©vcY hš¿¸‡jv nv‡Zi bvMv‡ji g‡a¨ ’̄vcb, wbivc` ewnM©gb c_ cÖwZôv Ges AwMœ ỳN©Ubvq 
KiYxq m¤ú‡K© me Kg©x, Kg©Pvix I Kg©KZ©v‡K cÖwkw¶Z Kiv | 

1. cÖ‡Z¨K‡K AwMœKv‡Ûi mgq ª̀æZ Ges kvšÍfv‡e cÖwZwµqvkxj n‡Z n‡e hv †Kv¤úvwb cÖ`Ë kªwgK mnvwqKv 
MÖ‡š’ D‡jøL Kiv|  

2. AwMœ mZK©xKiY NÈv evRvi m‡½ m‡½ †Kv¤úvwb fe‡bi me e¨w³‡K `ªæZ Z‡e kvšÍfv‡e †ei Kiv|      
(AwMœ mZK©xKiY NÈv Ggbfv‡e ¯’vcb Kiv Av‡Q hvi AvIqvR mevi Kv‡Q kÖæwZai|)  

3. dvqvi mvwf©m‡K ‡dvb  K‡i Rvbv‡bv- Rviæwi cÖ‡qvR‡b †mj †dvb e¨envi  K‡i Riæwi mvwf©‡mi b¤^‡i 
(b¤^i¸‡jv cÖwZ †d¬v‡ii cÖ‡ek c‡_ †`qv Av‡Q) Kj Kiv| †d¬v‡i ¯’vwcZ †Kv¤úvwb †dvb e¨envi K‡iI 
Riæwi mvwf©m¸‡jv‡Z †dvb †`qv hv‡e| 

4. AwMœwbe©vcY h‡š¿i h_vh_ e¨envi wbwðZ Kiv| we‡klZ cÖwkw¶Z dvqvi dvBUvi cÖwZwU †d¬vi Ges †mKk‡b 
i‡q‡Qb Ges Zv‡`i `vwqZ¡-KZ©e¨ wba©viY Kiv n‡q‡Q|  

 

• ewnM©gb cÖwµqvt 
1. Zvr¶wbK ỳN©wUZ feb Lvwj Kiv| G‡¶‡Î Zxi wPý AbymiY K‡i K‡Qi ewnM©gb c_ w`‡q mevB †ei n‡q 

feb Lvwj Kiv|  
2. fe‡bi evwn‡i wba©vwiZ mgv‡ek ’̄v‡b wM‡q Ae ’̄vb Kiv|  
3. wbwÏ©ó D×viKvix‡`i cvkvcvwk mycvifvBRviiv fe‡bi me RvqMv cix¶v K‡i me e¨w³ †ei n‡q‡Qb e‡j 

wbwðZ n‡eb| 
4. mycvifvBRviiv Kv‡Ri m~wP Abyhvqx me e¨w³ `yN©Ubv KewjZ fe‡bi evwn‡i Avm‡Qb wKbv-Zv hvPvB 

Ki‡eb|  
5. G‡¶‡Î mycvifvBRviiv H w`‡bi Dcw¯’wZ †iwR÷vi wb‡q me Kg©xMb wbivc‡` †ei n‡q Avm‡Qb wKbv-Zv 

hvPvB Ki‡eb| 
6. cÖkvm‡bi e¨e ’̄vcK/ †gBb‡UbvÝ e¨e ’̄vcK dvqvi dvBUvi‡`i Kv‡Q hv‡eb Ges AwMœ ỳN©Ubv¯’‡j hvIqv Ges 

KiYxq m¤ú‡K© wb‡`©kbv w`‡eb| 
 

• AwMœ ỳN©Ubv †k‡l KiYxqt 
1. †auvqv `~ixKiYt 
   » Gwm BDwbU eÜ Kiv| 
   »  me `iRv Rvbvjv Ly‡j †`qv Ges cÖ‡qvRbxq msL¨K wmwKDwiwU m`m¨ †gvZvqb Kiv| 
   » ‡gBb‡UbvÝ A_ev dvqvi wefvM †_‡K mieivnK…Z mnR enb‡hvM¨ d¨vb e¨envi Kiv| 
2. cvwb cwi®‹vi KiYt (ˆe ỳ¨wZK SzuwK n‡Z mveavb) 
    » cvwbi W¨v‡g‡Ri nvZ †_‡K i¶v Kivi Rb¨ ‡d¬v‡ii mKj e¯‘, cY¨ Ges miÄvgvw` mwi‡q †dj‡Z n‡e|  
    » fe‡bi evwn‡i cvwb Acmvi‡Y cvwb †PvlK, Svo– e¨envi Ges myBcvi‡`i wb‡qvwRZ Ki‡Z n‡e| cvwb 
cwi®‹vi Ki‡Y m¤¢ve¨ ˆe`y¨wZK SzuwK †bB e‡j wbwðZ n‡Z n‡e|  

• mKj ¶wZi †iKW© msi¶Yt 
Riæwi cwiw¯’wZi Kvi‡Y msNwUZ mKj Avw_©K Ges e ‘̄MZ ¶wZi wn‡me msi¶Y Kiv| WKz‡g‡›U I Qwe msi¶Y 
Kiv| 



      
 

ỳN©Ubvt 
 
 
 

‡Kvb e¨w³ AvnZ n‡j- 
1. cÖ‡qvRb gZ Zvr¶wbK mKj mnvqZv cÖ`vb Kiv| G‡¶‡Î AvnZ e¨w³‡K m¤¢ve¨ Avivg cÖ`v‡bi e¨e ’̄v Kiv 

Ges bZzb K‡i hv‡Z Ab¨ BbRywi‡Z AvµvšÍ bv nq -‡m Rb¨ cÖ‡qvRbxq e¨e ’̄v MÖnY|  
2. cÖ‡qvRb g‡b Ki‡j ev AvnZ e¨w³ PvB‡j Zv‡K wPwKrmv ‡mev †c‡Z mnvqZv Kiv|  
3.   ỳN©Ubvi †iKW© msi¶Yt 
    » ỳN©Ubvi KviY Lyu‡R †ei Kiv| 
    » mKj mv¶xi (NUbv ’̄‡j Dcw ’̄Z e¨w³eM©) bvg Ges wVKvbv msMÖn| 
    » ỳN©Ubv „̀‡k¨i Qwe msi¶Y| 
4.  ª̀yZ ỳN©Ubvi cÖwZ‡e`b †kl Ki‡Z n‡e| 
5. ỳN©Ubvi cÖwZ‡e`bwU 24 NÈvi g‡a¨ cwi‡ek, wbivcËv I ¯^v¯’¨ we‡kl‡Ái wbKU Rgv w`‡Z n‡e| BbRywii 
gvÎv †ewk n‡j cÖkvmwbK e¨e¯’vcK‡K AewnZ Ki‡Z n‡e Ges Zvi wb‡`©kbv Abyhvqx e¨e ’̄v MÖnY Ki‡Z n‡e|  
     

  U‡b©‡Wvt 
 
 
 
 

• U‡b©‡Wvi ûgwK _vKv mv‡c‡¶ 
1. AvenvIqv msµvšÍ Leiv Le‡ii cÖwZ †Lqvj ivLv| 
2. ¯’vbxq f~-‡jv‡Kkb Gi cÖwZ `¶ Ggb GKRb‡K U‡b©‡Wvi j¶Y Ae‡jvK‡bi Rb¨ wb‡qvwRZ Kiv| Z‡e 

fe‡bi evwn‡i Ae‡jvK‡bi Rb¨ wb‡qvwRZ Kiv hv‡e bv|  
3. U‡b©‡Wvi Rb¨ wbivc` Gwiqv wbe©vP‡bi mgq RvqMvwU †`qvj ev Kjv‡gi mv‡cv‡U© _vK‡Z n‡e Ges Aek¨B 

Kuv‡Pi ‡`qvj ev Rvbvjvi KuvP †_‡K `~‡i  _vK‡Z n‡e|  
4. d¬vkjvBU Ges cÖv_wgK wPwKrmv miÄvgvw`i RvqMv cix¶v K‡i wb‡Z n‡e|  

 

• U‡b©‡Wv ev G ai‡Yi Zxeª AvenvIqv hw` feb mswkøó GjvKvq †`Lv †`q Z‡e, 
1. fe‡b †NvlYv w`‡Z n‡e ÔÔRvZxq AvenvIqv Awa`ßiÕÕ AÎ GjvKvq U‡b©‡Wvi mZK© m‡¼Z w`‡q‡Q| Kg©x‡`i 

Rvbvjvi KvQ †_‡K m‡i G‡m fe‡bi gvSvgvwS Ges †cQ‡bi w`‡K Ae¯’vb Kivi Rb¨ wb‡`©k w`‡Z n‡e|  
cieZ©x wb‡`©k bv ‡`qv ch©š— wba©vwiZ RvqMvq Ae ’̄vb  Kivi Rb¨ mevB‡K ej‡Z n‡e|  

2. mycvifvBRviiv †d¬v‡ii cÖwZwU RvqMv †PK w`‡e hv‡Z mevi ÔÔSo wbivcËv mgv‡ek ¯’v‡bÕÕ Avmv wbwðZ nq| 
 

• hLb AvenvIqv Awa`ßi †_‡K Avk¼vgyw³i †NvlYv Avm‡et 
ZLb †NvlYvq ej‡Z n‡e, ÔÔmK‡j „̀wó AvKl©‡Y ejwQ- RvZxq AvenvIqv Awa`ßi U‡b©‡Wvi †h wec` m‡¼Z †NvlYv 
w`‡qwQj Zv †_‡K GLb Avgv‡`i‡K gy³ ejv n‡q‡Q| myZivs GLb Avgiv wbR wbR Kg©¯’‡j wd‡i hve| mn‡hvwMZvi 
Rb¨ mKj‡K ab¨ev`|  
 
 

• U‡b©‡Wvi Kvi‡Y m¤ú‡`i †Kvb webvk NU‡j- 
1. fe‡b ch©vß wmwKDwiwU e¨w³ wb‡qvwRZ Ki‡Z n‡e Ges wbicËv ejq M‡o Zzj‡Z n‡e|  
2. wec` NU‡Z cv‡i  Ggb RvqMv¸‡jv‡Z †Kvb Kg©x‡K ivLv hv‡e bv|  
3. cy‡iv fe‡bi cwi`k©b †kl Ki‡Z n‡e Ges ¶q¶wZ wbiæcb Ki‡Z n‡e| cwi`k©‡bi AvIZvq- 

- fe‡bi Qv`  - KvVv‡gv 
              - ª̀e¨vw`  - miÄvgvw` 
     4. cÖkvmwbK e¨e¯’vcK, KviLvbv e¨e¯’vcK Ges cwi‡ek, wbivcËv Ges ¯̂v¯’¨ we‡klÁ‡KI ‡W‡K wb‡Z n‡e|  
 
 



      
 
 
 

• hw` Qv‡` †Kvb wj‡KR cvIqv hvqt 
» mKj avZe e ‘̄, cY¨, Ges miÄvgvw` cøvw÷K w`‡q †X‡K w`‡Z n‡e|  
» wj‡KR eÜ Kivi Rb¨ _ªvk K¨vb e¨envi Ki‡Z n‡e| 
» †d¬v‡ii e¯‘, cY¨ Ges miÄvgvw` c¨v‡j‡Ui Dci ivL‡Z n‡e| 
» Qv‡`i ¶wZMÖ¯’ RvqMv iwk w`‡q eÜbx ˆZwi K‡i ivL‡Z n‡e| 
» mZK©Zv m‡¼Z wPý D³ Gwiqvq †cv÷ K‡i w`‡Z n‡e|  
 
 
 

fe‡b cvwb cÖ‡ek Ki‡jt 
fe‡bi cvwb Acmvi‡Yi Rb¨ cvwb †PvlK, S uvo– e¨envi Ges myBcvi‡`i Kv‡R jvMv‡Z n‡e| ˆe ỳ¨wZK †Kvb SzuwK 
†bB- Zv wbwðZ n‡Z n‡e|  

• ¶q¶wZi WKy‡g›U ˆZwi t 
mKj Avw_©K Ges e ‘̄MZ ¶wZi wn‡me wb‡Kk ˆZwi Kiv| m‡½ †iKW© msi¶‡Y Qwe msMÖn Kiv|  
 

  f~wgK¤út 
 
 
 
 
 

• K¤úb †`Lv w`‡jt 
1. wbivc` RvqMv LuyR‡Z n‡e| 
2. ‡W¯‹, †Uwej A_ev †Kvb k³ e¯‘i wb‡P Ae ’̄vb wb‡Z n‡e| 
3. Dci †_‡K †Kvb e¯‘ co‡Z cv‡i GiKg RvqMv Ges Rvbvjv †_‡K wb‡Ri Ae ’̄vb `~‡i ivL‡Z n‡e| 
4. ‡Kvb cÖ‡ekc_ ev `iRvq Ae ’̄vb †bqv †h‡Z cv‡i| 
5. hZ¶Y bv K¤úb ev SvKzwb bv _v‡g ZZ¶Y msiw¶Z RvqMv‡ZB Ae ’̄vb Ki‡Z n‡e| 

• hLb K¤úb †_‡g hv‡e ZLb wb‡gœv³ welq¸‡jvi cÖwZ †Lqvj ivLvt 
1. †KD AvnZ n‡q‡Q wKbv A_ev fe‡bi †Kvb ¶wZ n‡q‡Q wKbv?  
2. feb †_‡K mKj‡K †ei K‡i †`qvi cÖ‡qvRbxqZv Av‡Q wKbv? 
3. cvwbi Ges M¨v‡mi jvB‡b †Kvb wj‡KR n‡q‡Q wKbv?  

 
Kg©x‡`i wbivcËvq †Kvb ûgwK †`Lv w`‡j fe‡bi mKj‡K †ei K‡i †`qvt 

» feb‡K Rbk~Y¨ Kiv| 
» c~e© wba©vwiZ mgv‡ek ¯’v‡b mK‡ji Ae ’̄vb †bqv| 
» mycvifvBRviiv fe‡bi mKj Gwiqv †PK Ki‡e hv‡Z mevB †ei n‡q Av‡m| 

      » mycvifvBRviiv nvwRiv ewn a‡i mevB‡K †PK K‡i wbwðZ n‡e †h mevB fe‡bi evwn‡i G‡m‡Q| 

• f~wgK‡¤úi d‡j hw` †Kvb ¶q¶wZ n‡q _v‡K Z‡et 
1. m‡½ m‡½ fe‡bi wbqš¿Y Ges wbivcËv cÖwZôv Ki‡Z n‡e| cÖ‡qvR‡b Pzw³ wfwËK wbivcËv cÖwZôvb‡K 

wb‡qvwRZ Ki‡Z n‡e| fe‡bi ¶q¶wZ wbiæc‡b †`qv‡ji wfZi Ges evwn‡ii w`‡Ki cwi`k©b wbwðZ 
Ki‡Z n‡e|  

2. hw` wbivcËvi †Kvb cÖkœ †`Lv †`q Z‡e †Kvb we‡klÁ (Davt cywjk, dvqvi mvwf©m) Gi Rb¨ A‡c¶v Ki‡Z 
n‡e| †h ev hviv wbivcËvi welqwU wbwðZ Ki‡eb Ges fe‡b cÖ‡e‡ki Aby‡gv`b w`‡e|  

3. wb‡gœv³ welq¸‡jv cix¶v Kivt 
» M¨vm Ges cvwbi jvB‡b †Kvb wj‡KR n‡q‡Q wKbv. 
» Qv` Ges w¯cÖsKjvi jvB‡b †Kvb mgm¨v n‡q‡Q wKbv|  

» AwMœKvÛ 



      
 

» ‡KwgK¨vj Qj‡K c‡o‡Q wKbv-Zvi wbix¶v Kiv| †KwgK¨vj ivLv Gwiqv‡Z AcÖ‡ek¨ eÜbx ˆZwi Kiv| 
4. cÖkvmwbK e¨e¯’vcK Ges KviLvbv e¨e¯’vcK‡K †W‡K wb‡Z n‡e| 

  

• ¶q¶wZi WKy‡g›U ˆZwi t 
mKj Avw_©K Ges e ‘̄MZ ¶wZi wn‡me wb‡Kk ˆZwi Kiv| m‡½ †iKW© msi¶‡Y Qwe msMÖn Kiv|  
 

  nvwi‡Kb ev N~wb©Sot 
 

• hLb nvwi‡Kb ev N~wb©S‡oi AvksKv †`Lv †`qt 
1. cÖkvmwbK e¨e¯’vc‡Ki mnvqZvi Rb¨ †hvMv‡hvM Kiv| m‡½ KviLvbv e¨e¯’vc‡Ki `„wó AvKl©Y Kiv|  
2. AvenvIqv msµvšÍ Z_¨ †bqvi Rb¨ h_vh_ c` ’̄ Kg©Pvix ev Kg©KZ©vi wgwWqv d‡jv-Av‡c _vKv| 
3. ¯’vbxq f~-‡jv‡Kkb Gi cÖwZ `¶ GKRb‡K nvwi‡Kb ev N~wb©S‡oi j¶Y Ae‡jvK‡bi Rb¨ wb‡qvwRZ Kiv| 
4. cÖ‡qvRb gvwdK Riæwi †Rbv‡iUi Gi Kvh©¶gZv Ges dz‡qj †j‡ej cix¶v Kiv|  
5. cvwb, M¨vm Ges we ỳ¨r mieivn mvgwqK eÜ ivLvi cÖ‡qvRbxqZv Av‡Q wKbv-Zv wbwðZ nIqv| 
6. cÖv_wgK wPwKrmvi miÄvgvw` wVK Av‡Q wKbv wbix¶v Kiv Ges cÖ‡qvR‡b cybivq mieivn wbwðZ Kiv|  
7. Qv‡`i mKj cvwb wb®‹vkb e¨e¯’v Aeva Ges eR©¨gy³ wKbv-Zv wbwðZ nIqv| 
8. h_vh_ wb‡`©kbv cvIqvi Rb¨ cÖkvmwbK Ges KviLvbv e¨e ’̄vc‡Ki m‡½ †hvMv‡hvM i¶v| 
9. Kg©x‡`i ewnM©gb cÖwµqv Gi ch©v‡jvPbv Kiv| 

 
 
 

• KviLvbv fe‡bi Avkcv‡ki GjvKvq nvwi‡Kb ev N~wb©So Gi Avfvm cvIqv †M‡jt 
1. cÖkvmwbK e¨e¯’vc‡Ki wb‡`©kbv Abyhvqx Kg©x‡`i Ae ’̄vb Gwiqvq cÖ‡qvRbxq miÄvgvw`i e¨e ’̄v Kiv|  
2. ‡d¬v‡ii g¨v‡Uwiqvj, cY¨ Ges hš¿-miÄvgvw` b~¨bZg c¨v‡jU D”PZvq ivLv|  
3. mKj Kg©x‡`i wbivc` RvqMvq Ae ’̄vb †bqv wbwðZ Kiv| 

 
 
 

• Kg©x‡`i wbivcËvq †Kvb ûgwK †`Lv w`‡j fe‡bi mKj‡K †ei K‡i †`qvt 
- feb‡K Rbk~Y¨ Kiv| 
- c~e© wba©vwiZ mgv‡ek ’̄v‡b mK‡ji Ae ’̄vb †bqv| 
- mycvifvBRviiv nvwRiv ewn a‡i mevB‡K †PK K‡i wbwðZ n‡e †h, mevB fe‡bi evwn‡i G‡m‡Q| 

 

• nvwi‡Kb ev N~wb©So Gi Kvi‡Y m¤ú‡`i †Kvb webvk NU‡j- 
1. fe‡b ch©vß wmwKDwiwU e¨w³ wb‡qvwRZ Ki‡Z n‡e Ges wbicËv ejq M‡o Zzj‡Z n‡e|  
2. wec` NU‡Z cv‡i  Ggb RvqMv¸‡jv‡Z †Kvb Kg©x‡K ivLv hv‡e bv|  
3. cy‡iv fe‡bi cwi`k©b †kl Ki‡Z n‡e Ges ¶q¶wZ wbiæcb Ki‡Z n‡e| cwi`k©‡bi AvIZvq- 

-fe‡bi Qv` - KvVv‡gv -cY¨ - ª̀e¨vw` -miÄvgvw` 
    4. cÖkvmwbK e¨e¯’vcK, KviLvbv e¨e¯’vcK Ges cwi‡ek, wbivcËv Ges ¯̂v¯’¨ we‡klÁ‡KI ‡W‡K wb‡Z n‡e|  
 
hw` Qv‡` †Kvb wj‡KR cvIqv hvqt 
» mKj avZe e ‘̄, cY¨, Ges miÄvgvw` cøvw÷K w`‡q †X‡K †h‡Z n‡e|  
» wj‡KR eÜ Kivi Rb¨ _ªvk K¨vb e¨envi Ki‡Z n‡e| 
» †d¬v‡ii e ‘̄, cY¨ Ges miÄvgvw` c¨v‡j‡Ui Dci ivL‡Z n‡e| 
» Qv‡`i ¶wZMÖ¯’ RvqMv iuwk w`‡q eÜbx ˆZwi K‡i ivL‡Z n‡e| 

» mZK©Zv m‡¼Z wPý D³ Gwiqvq †cv÷ K‡i w`‡Z n‡e|  



      
 

fe‡bi cvwb cÖ‡ek Ki‡jt 
fe‡bi cvwb Acmvi‡Yi Rb¨ cvwb †PvlK, Svo–  e¨envi Ges myBcvi‡`i Kv‡R jvMv‡Z n‡e| ˆe ỳ¨wZK †Kvb SzuwK 
†bB- Zv wbwðZ n‡Z n‡e|  
¶q¶wZi WKy‡g›U ˆZwi t 
mKj Avw_©K Ges e ‘̄MZ ¶wZi wn‡me wb‡Kk ˆZwi Kiv| m‡½ †iKW© msi¶‡Y Qwe msMÖn Kiv|  
 

  eb¨v t     
 
 
 

eb¨vi m‡¼Z ev ûgwK Avm‡jt 
1. ¯’vbxq f~-‡jv‡Kkb Gi cÖwZ `¶ Ggb GKRb‡K eb¨vi j¶Y Ae‡jvK‡bi Rb¨ wb‡qvwRZ Kiv| 
2. evjyi e Í̄v e¨envi cÖwµqv †bqvi Rb¨ cÖkvmwbK e¨e ’̄vc‡Ki m‡½ †hvMv‡hvM Kiv| 
3. ‡d¬v‡ii g¨v‡Uwiqvj, cY¨ Ges hš¿-miÄvgvw` b~¨bZg 12 BwÂ D”PZvq ivLv (c¨v‡jU e¨envi Kvh©Ki n‡Z 

cv‡i)| 
feb mswkøó GjvKvq eb¨vi c~e©vfvm cvIqv †M‡jt 
1. evjyi e Í̄v e¨envi cÖwZ‡iva cÖwµqv ïiæ Kiv| 
2. ‡d¬v‡ii g¨v‡Uwiqvj, cY¨ Ges hš¿-miÄvgvw` b~¨bZg  D”PZvq ivLv wbwðZ Kiv|  
3. fe‡bi mK‡ji ewnM©gb cÖwµqv †k‡l ˆe ỳ¨wZK ms‡hv‡Mi cÖavb myBP eÜ K‡i †`qv| 

 Kg©x‡`i wbivcËvq †Kvb ûgwK †`Lv w`‡j fe‡bi mKj‡K †ei K‡i †`qv A_ev †emvgwiK KZ…©c¶ KZ…©K feb Gi 
†jvKRb †ei K‡i †`qvi wb‡ ©̀kbv Avm‡j t 

» feb‡K Rbk~Y¨ Kiv| 
» c~e© wba©vwiZ mgv‡ek ¯’v‡b mK‡ji Ae ’̄vb †bqv| 
» mycvifvBRviiv fe‡bi mKj Gwiqv †PK Ki‡e hv‡Z mevB †ei n‡q Av‡m| 
» mycvifvBRviiv Kg©NÈvi m~wP Ges nvwRiv ewn a‡i mevB‡K †PK K‡i wbwðZ n‡e †h, mevB fe‡bi evwn‡i 
G‡m‡Q| 

 
 

• eb¨v Gi Kvi‡Y m¤ú‡`i †Kvb webvk NU‡j- 
1. fe‡b ch©vß wmwKDwiwU e¨w³ wb‡qvwRZ Ki‡Z n‡e Ges wbicËv ejq M‡o Zzj‡Z n‡e|  
2.¶q¶wZi wi‡cvU© ˆZwii Rb¨ KviLvb I cÖkvmwbK e¨e ’̄vcK†K †W‡K wb‡Z n‡e| cwi`k©‡bi AvIZvq--
fe‡bi Qv` - KvVv‡gv -cY¨- ª̀e¨vw` -miÄvgvw` 
3. mZK©Zvi m‡½ fe‡b cÖ‡ek Ki‡Z n‡e| mvc Ges Ab¨vb¨ ¶wZKviK cÖvbx fe‡b cÖ‡ek K‡i _vK‡Z cv‡i| 
e¨w³MZ myi¶v miÄvgvw` mieivn wbwðZ Ki‡Z n‡e Ges Zv cwiavb Kiv|  
4. ˆe ỳ¨wZK ms‡hvM †`qvi c~‡e© KviLvbv Ges cÖkvmwbK e¨e¯’vcK ˆe ỳ¨wZK mvwf©m cy‡ivUv †PK K‡i wb‡eb|  
5. fe‡bi ¶q¶wZ cwi`k©‡bi AvIZvq - KvVv‡gv-cY¨- ª̀e¨vw` -miÄvgvw` 

 

• ¶q¶wZi WKy‡g›U ˆZwi t 
mKj Avw_©K Ges e ‘̄MZ ¶wZi wn‡me wb‡Kk ˆZwi Kiv| m‡½ †iKW© msi¶‡Y Qwe msMÖn Kiv|  

 
  ‰e`y¨wZK wech©q t 

 
KLbI ˆe ỳ¨wZK wech©q †`Lv w`‡jt 

1. fe‡b mK‡ji ewnM©gb cÖwµqv m¤úbœ Ki‡Z n‡e wKbv- Zv wbwðZ n‡Z n‡e| 



      
 

2. fe‡bi cb¨, ª̀e¨vw` Ges hš¿-miÄvgvw` myi¶v Kiv| 
3. ¯’vbxq cvIqvi mvcøvB †Kv¤úvwbi Gi m‡½ †hvMv‡hvM i¶v| 

 
 
 

feb Ges Zvi Av‡kcv‡ki GjvKvq hw` ˆe ỳ¨wZK wech©q N‡U Z‡et 
-mswkøó cvIqvi †Kv¤úvwbi Kv‡Q Rvb‡Z n‡e m¤¢ve¨ KLb ˆe ỳ¨wZK mvwf©m Pvjy n‡e|  
-cybivq we`y¨r mieivn ïiæ n‡j †h me hš¿-miÄvgvw`i ¶wZi m¤¢vebv i‡q‡Q †m¸‡jv eÜ K‡i ivL‡Z n‡e|  

 
 
 
 

ïaygvÎ hw` †Kv¤úvwb fe‡b ˆe ỳ¨wZK wech©q N‡Ut 
 
» ‰e ỳ¨wZK ms‡hvM jvBb BÝ‡cKkb K‡i †`L‡Z n‡e, †Kvb `„k¨Z Kvi‡Y meeivn Gi weNœ NU‡Q wKbv| 
» KviLvbv, cÖkvmwbK e¨e ’̄vcK Ges ’̄vbxq cvIqvi mieivnKvix †Kv¤úvwbi ¯§iYvcbœ n‡Z n‡e, bZzb K‡i mieivn 
wbwðZ Ki‡Z|  
Kg©x‡`i wbivcËvq †Kvb ûgwK †`Lv w`‡j fe‡bi mKj‡K †ei K‡i †`qvt 

» feb‡K Rbk~Y¨ Kiv| 
» c~e© wba©vwiZ mgv‡ek ¯’v‡b mK‡ji Ae ’̄vb †bqv| 
» mycvifvBRviiv fe‡bi mKj Gwiqv †PK Ki‡e hv‡Z mevB †ei n‡q Av‡m| 
» mycvifvBRviiv Kg©NÈvi m~wP Ges nvwRiv ewn a‡i mevB‡K †PK K‡i wbwðZ n‡e †h, mevB fe‡bi evwn‡i 
G‡m‡Q| 

 
cvwb mieivn jvB‡b fv½bt 
 

1. wbwðZ n‡Z n‡e- cvwbi cÖevn wbR¯^ mieivn jvBb A_ev dvqvi w¯cÖsKjvi †_‡K DrcwË n‡q‡Q wKbv| 
2. GwU n‡j- cvwb mieivn jvB‡bi fvj¦ K‡›Uªvjvi Lyu‡R †ei Ki‡Z n‡e Ges myBP Ad K‡i cvwbi cÖevn eÜ 

Ki‡Z n‡e|  
3. cÖ‡qvR‡b cvwb mieivn miÄvgvw` mvcøvB cÖwZôv‡bi mn‡hvwMZv wb‡Z n‡e|  
4. cÖkvmwbK Ges †gBb‡UbvÝ e¨e ’̄vc‡Ki ¯§iYvcbœ n‡Z n‡e|  
5. †Kvb ai‡Yi cvwb mieivn jvB‡b mgm¨v n‡q‡Q Zv cÖkvmwbK e¨e¯’vcK‡K   we Í̄vwiZ Rvbv‡Z n‡e|  
6.  dvqvi w¯cÖsKjvi †_‡K mgm¨vi D™¢e wbwðZ n‡j cÖkvmwbK e¨e ’̄vcK Zvi dvqvi BÝy‡iÝ †Kv¤úvwb‡K 

dvqvi wm‡÷‡gi †givg‡Zi Kv‡Ri welqwU Rvbv‡eb| 
 
cvwbi cÖevn ~̀i n‡jt 
» ‰e ỳ¨wZK SzuwKi e¨vcv‡i mveavb _vKv|  
» cvwbi ¶wZi nvZ †_‡K i¶v Kivi Rb¨ †d¬v‡ii cY¨, ª̀e¨vw` Ges miÄvgvw`mg~n cÖ‡qvRbxq D”PZvq ivLv| 
» cvwb †PvlK, SvU-Svo– Ges IqvUvi e¨vM e¨envi K‡i fe‡bi evwn‡i cvwb wb®‹vk‡bi e¨e¯’v Kiv|  

 
¶q¶wZi WKy‡g›U ˆZwi t 
mKj Avw_©K Ges e ‘̄MZ ¶wZi wn‡me wb‡Kk ˆZwi Kiv| m‡½ †iKW© msi¶‡Y Qwe msMÖn Kiv|  
 

  M¨vm wj‡KR t 
 

• KLbI M¨vm wj‡KR n‡jt 
1. M¨vm mieivnKvix cÖwZôv‡bi mn‡hvwMZv PvIqv| 

2. mshy³ M¨vm fv‡j¦i myBP Ad K‡i †`qv|  



      
 

3. mKj `iRv- Rvbvjv Ly‡j w`‡Z n‡e hv‡Z †fw›U‡jkb cÖwµqv mym¤úbœ nq| 

4. cÖkvmwbK Ges KviLvbv e¨e¯’vcK‡K welqwU Rvwb‡q mswkøó Ki‡Z n‡e|  
 
 
 
 

Kg©x‡`i wbivcËvq †Kvb ûgwK †`Lv w`‡j fe‡bi mKj‡K †ei K‡i †`qvt 
» feb‡K Rbk~Y¨ Kiv| 

» c~e© wba©vwiZ mgv‡ek ¯’v‡b mK‡ji Ae ’̄vb †bqv| 

     » mycvifvBRviiv fe‡bi mKj Gwiqv †PK Ki‡e hv‡Z mevB †ei n‡q   

     Av‡m| 

     » mycvifvBRviiv Kg©NÈvi m~wP Ges nvwRiv ewn a‡i mevB‡K †PK K‡i wbwðZ n‡e †h, mevB fe‡bi evwn‡i 

G‡m‡Q| 

 
 
 

  ‡evgv ûgwK t 
 
KLbI †evgv ûgwK cvIqv †M‡jt 

1. kvšÍ _vK‡Z n‡e| AvZw¼Z nIqv hv‡e bv| ‰n ûjy¯’j Kiv hv‡e bv|  

2. Kjvi‡K evuav bv w`‡q Zvi ev Zv‡`i K_v g‡bv‡hvMmnKv‡i †kvbv Ges hv ej‡Z Pvq Zv ej‡Z †`qv|  

3. hw` m¤¢e nq Kjv‡ii KvQ †_‡K wb‡gœv³ welq¸‡jv Rvbvi †Póv Kivt 

 KLb †evg †mU Kiv n‡q‡Q? 

 GUv †Kv_vq Av‡Q? 

 GUv †`L‡Z †Kgb/ 
 ‡Kb †m / Zviv GUv Ki‡Q? 

 ‡m/ Zviv †Kv_v †_‡K ej‡Q? 

 ‡K GB e¨w³? 

4. wb‡R wb‡R †hme welq †bvU K‡i ivLvt 

- Mjvi ¯^i †Kgb, cyiæl bv gwnjv, hyeK bvwK eq¯‹, Mjvi ¯^‡ii DVvbvgv, KÉ¯^‡ii m‡½ Ab¨ †Kvb AvIqvR 

Avm‡Q wKbv Ges Kj Kivi mgq cÖf„wZ| 

- hZ ~̀i m¤¢e Kjv‡ii K_vi ¸iæZ¡c~Y© Ask †bvU K‡i ivLv| 

5. mKj wel‡q cÖkvmwbK e¨e ’̄vcK‡K mswkøó K‡i ivL‡Z n‡e| cywjk‡K Rvbv‡bv Ges wi‡cvU© Kivi GKKfv‡e 

Revew`wn _vK‡eb cÖkvmwbK e¨e¯’vcK|  
 

‡evgv ûgwKi cÖwZ ª̀æZ Z‡e kvš—fv‡e cÖwZwµqvt 
1. †evgv ûgwK GKwU Aciva Ges Zv Aek¨B cywjk‡K wi‡cvU© Ki‡Z n‡e|  

2. wb‡gœv³ B‡jKUªwbK miÄvgvw` eÜ ivLvt 

- wecvi/ †cBRvi wm‡÷g 

- K…wÎg B‡jKUªwbK mvwf©‡jÝ wm‡÷g 

- IqvwK-UwKm 



      
 

- ‡mjyjvi †dvb 

KviLvbv e¨e¯’vcbv KZ…©c¶ feb Ges Zvi cÖv½b mvP© Kivi e¨e¯’v MÖnY Ki‡ebt 
1) KviLvbv KZ…©c¶ †Kv¤úvwbi †evgv ûgwK cwjwm Ges cÖwmwWDi Abyhvqx †evgv mvP© Kivi e¨e¯’v wb‡eb|  
2) ‡Kvb m‡›`nRbK c¨v‡KU, e Í̄v, weªd‡Km A_ev G ai‡Yi †Kvb e¯‘ cvIqv †M‡j Zv ¯úk© Kiv hv‡e bv|  
 

Riæix ewnM©gb cÖwµqvt 
1) feb‡K Rbk~Y¨ Kiv| 

2) c~e© wba©vwiZ mgv‡ek ¯’v‡b mK‡ji Ae ’̄vb †bqv| 

3) mycvifvBRviiv fe‡bi mKj Gwiqv †PK Ki‡e hv‡Z mevB †ei n‡q Av‡m| 

4) mycvifvBRviiv Kg©NÈvi m~wP Ges nvwRiv ewn a‡i mevB‡K †PK K‡i wbwðZ n‡e †h, mevB    

    fe‡bi evwn‡i G‡m‡Q| 

  ‡emvgwiK  wek„•Ljv t 
 

KZ…©c‡¶i wbR¯^ g~j¨vqb Ges ch©‡e¶‡Y hw` KLbI Kg©x‡`i `v½v nv½vgv ev wek„•Ljvi welq Avmbœ e‡j g‡b nqt 
1. ¯’vbxq cywj‡ki m‡½ †hvMv‡hvM Ges wi‡cvU© Ki‡Z n‡e| 
2. cÖkvmwbK e¨e¯’vcK‡K †÷c evB †÷c Z_¨ w`‡Z n‡e| 

 

cÖkvmwbK e¨e¯’vc‡Ki wb‡`©k ‡c‡j †Kv¤úvwb eÜ K‡i w`‡Z n‡et 
1. mKj Kg©x‡K ‡ei K‡i w`‡Z n‡e| †Kv¤úvwb e‡Üi mgq ch©‡e¶‡Yi †Zgb cÖ‡qvRb †bB|  
2. ‡Kv¤úvwbi cY¨, ª̀e¨vw` Ges miÄvgvw` i¶vi e¨e¯’v wb‡Z n‡e| 
3. fe‡bi wbivcËv wbwðZ Ki‡Z n‡e|  

Riæix ewnM©gb cÖwµqvt 
1) feb‡K Rbk~Y¨ Kiv| 
2) c~e© wba©vwiZ mgv‡ek ¯’v‡b mK‡ji Ae ’̄vb †bqv| 
3) mycvifvBRviiv fe‡bi mKj Gwiqv †PK Ki‡e hv‡Z mevB †ei n‡q Av‡m| 
4) mycvifvBRviiv Kg©NÈvi m~wP Ges nvwRiv ewn a‡i mevB‡K †PK K‡i wbwðZ n‡e †h, mevB  
   fe‡bi evwn‡i G‡m‡Q| 

 
cY¨, ª̀e¨vw` Ges miÄvgvw` i¶vKiYt 

1) ‡h †Kvb mieivn cÖwµqv eÜ ivLv| Ges †Kvb cY¨, ª̀e¨vw` Ab¨ RvqMvq mwi‡q ivL‡Z bv †`qv|  
‡emvgwiK  nvgjv  †_‡K fe‡bi wbivcËv wbwðZ Kivt 
1) cÖkvmwbK e¨e¯’vc‡Ki wb‡`©k Abyhvqx †evW©-Avc cÖwµqv ev¯Íevqb Kiv| 

 
aŸsmvZœK nvgjv/ †Mvjv¸wjt 

 
hw` kµZvg~jK nvgjv ev †Mvjv¸wji ỳN©Ubv N‡Ut 
1) AvµgbKvix‡K _vgv‡bv ev e›`x Kivi †Póv bv Kiv|  
2) Ggb wKQz Kiv hv‡e bv hv‡Z wb‡Ri Ges Ab¨‡`i wbivcËvi weNœ N‡U|  
3) AvµgbKvixi ˆ`wnK Aeqe Ges we‡kl †Kvb ˆewkó¨ mZK©Zvi m‡½ †bvU K‡i ivLv|  
 
AvµgbKvix/ Kwiiv †Kv¤úvwb Gwiqv Z¨vM Ki‡jt 
1. cywjk‡K WvK‡Z n‡e| 



      
 

2. †KD AvnZ n‡j Zvi my¯’¨Zvq h_vh_ e¨e ’̄v MÖnY| 
3. AvµgbKvixi eb©bv, m¤¢e n‡j Zvi e¨eüZ Mvox Ges jvB‡mÝ b¤̂i wj‡L ivLv| 
4. cÖkvmwbK e¨e¯’vcK‡K mKj Z_¨ cÖ`vbKiv Ges Zv‡K WvKv| 
 
wgwWqv AbymÜvbt 
wgwWqv AbymÜv‡bi mKj Z_¨ cywjk Ges cÖkvmwbK e¨e¯’vcK‡K cÖ`vb Kiv|  
 
 

  Av‡›`vjb t 
 
 
 
 

Av‡›`vjb Gi NUbv NU‡jt 
1. ‡Kv¤úvwbi †Kvb Kg©xi ‡MvP‡i Av‡›`vjb mswkøó welq Avm‡j m‡½ m‡½ mycvifvBRvi Ges e¨e ’̄vcK‡K 

Rvbv‡bv| Zviv Avevi Zvr¶wbKfv‡e cÖkvmwbK e¨e¯’vcK‡K Rvbv‡eb| 
2. cÖkvmwbK e¨e ’̄vcK DwPZ n‡e m‡½ m‡½ mKj wefv‡Mi mycvifvBRvi e¨e ’̄vcK‡K Rvbv‡bv Ges cwiw¯’wZ 

m¤ú‡K© mZK© Kiv|  
3. cÖkvmwbK e¨e ’̄vc‡Ki Gici DwPZ n‡e we‡¶vfKvix ev Am‡šÍvl cÖKvkKvix Kg©x‡`i Kv‡Q hvIqv Ges 

Zv‡`i `vwe-`vIqv ev wjd‡jU _vK‡j †Kvb gšÍe¨ Qvov MÖnY Kiv|  
4. cÖkvmwbK e¨e ’̄vc‡Ki Gici cwi®‹vi Kiv DwPZ n‡e, Av‡›`vjbKvixiv †Kv¤úvwbi wfZi we‡¶vf Kivi Rb¨ 

Aby‡gvw`Z bb Ges hviv KvR Ki‡Z‡Q Zv‡`i Kv‡R euvav †`qv hv‡e bv|  
5. Av‡›`vjbKvix‡`i m‡½ cÖkvmwbK e¨e¯’vc‡Ki we Í̄vwiZ Av‡jvPbvq Ask †bqv DwPZ bq|  
6. ‡Kv¤úvwb Kg©x‡`i wgwWqvi m‡½ MocoZv K_v ej‡Z †`qv hv‡e bv|  
7. ‡Kv¤úvwb gnve¨e ’̄vcK‡K G mgq cÖ¯‘ZK…Z Ges mwVK wee„wZ wgwWqv ev cvewjK wi‡jkb e¨w³i Kv‡Q 

AeMZ Ki‡eb| m¤¢e n‡j wgwWqv Bb‡Kvqvwi dg© c~iY K‡i n¯ÍMZ Ki‡eb Ges Zvi GKwU Kwc †Kv¤úvwb‡Z 
msi¶Y Ki‡eb|  

8. hw` Av‡›`vjbKvixiv †Kv¤úvwbi KvR I cwi‡e‡ki weNœ NUvq Z‡e cÖkvmwbK Ges KviLvbv e¨e ’̄vcK Zv‡`i 
mbv³Ki‡eb Ges Zv‡`i‡K P‡j †h‡Z ej‡eb| Av‡›`vjbKvixiv Zv bv gvb‡j Aek¨B cywj‡ki mnvqZv 
wb‡Z n‡e|  

9. hw` wgwWqv K¨v‡giv wb‡q †Kv¤úvwb fe‡b cÖ‡ek K‡i †d‡j Z‡e Kg©x‡`i mivmwi cÖkvmwbK e¨e ’̄vc‡Ki m‡½ 
†hvMv‡hvM Ki‡Z ej‡Z n‡e| 
 
 
 
 
 

  eqjvi we‡ùviY t 
 
 
 
 
 

 eqjvi iæ‡gi ˆe ỳ¨wZK wWfvBm I w÷g †cÖmvi cvBc jvBb wj‡KR  d‡j eo ai‡bi `~iNUbv NU‡Z cv‡i | 
 SuzwKi gvÎv  t D”P |  

  wec`/¶wZi m¤¢vebv t 

  1) AwMœKv‡Ûi m¤¢ebv 
2) cÖvbnvbx NU‡Z cv‡i| 
3) gvjvgvj Gi e¨cK ¶wZ mvab| 
4) eqjvi Acv‡iUii Gqvi cøvM e¨envi bv Kivi d‡j kªeY kw³ n«vm n‡Z cv‡i| 
 

SuywK cÖwZ‡iv‡a Kibxq e¨e¯’v t   

1) ‰e ỳ¨wZK wWfvBm ¸wj µywUgy³  Av‡Q wKbv wbqwgZ cix¶v Ki‡Z n‡e| 



      
 

2) ‡mdwU MvW© wVKgZ KvR Ki‡Q wKbv wbqwgZ cix¶v Ki‡Z n‡e| 
3) eqjv‡ii w÷g †cÖmvi wVK  Av‡Q wKbv mve©¶wbK bRi`vwi Ki‡Z n‡e| 
4) M¨vm jvBb wVK Av‡Q wKbv wbqwgZ cix¶v Ki‡Z n‡e| 
5) eqjvi K¶‡K msiw¶Z GjvKv wn‡m‡e wPwýZ K‡i cÖ‡ekwaKvi msiw¶Z Ki‡Z n‡e| 
6) eqjvi iƒg Aek¨B j‡Kej n‡Z n‡e| 

hw` KLbI eqjvi we‡õvib N‡U Z‡e GUv LyeB wec` RbK Ges aŸsmvZœK KviLvbv I Av‡k cv‡k em evmKvix‡`i  
Rb¨| KviLvbv D×vi Kvix ev cÖkvmb wefvM ª̀æZ ~̀N©wUZ feb/ ’̄vb Lvwj Ki‡e |hw` †KD AvnZ nb Zvn‡j mv‡_ 
mv‡_ wPwKrmv †`qv Rb¨ wbKUZg †gwW‡K‡ji cvVv‡e| cieZx© D³ ~̀N©Ubvi KqÿwZi cwigvb cÖwZ‡e`b ‰Zwi 
Ki‡e| 

 

 ‡Rbv‡iUi we‡ùviY t 
 
‡Rbv‡iUi iæg  t  wW‡Rj, ˆe`y¨wZK †Mvj‡hvM I kU© mvwK©‡Ui Kvi‡b AwMœKvÛ I we‡ùvib NU‡Z cv‡i | 

SuzwKi gvÎv  t D”P 

wec`/¶wZi m¤¢vebv t 
 

  1) ‡Rbv‡iUi Acv‡iUi Gqviপ্রাvM e¨envi bv Ki‡j kªeb kw³ n«vm †c‡Z cv‡i| 

2) AwMœKv‡Ûi m¤¢vebv 
3) we‡ùvib NUvi m¤v¢ebv 
4) cÖvbnvbx NU‡Z cv‡i 
5) gvjvgvj Gi e¨cK ¶wZ mvab | 

SyuwK cÖwZ‡iv‡a Kibxq e¨e¯’v t 
  

1) wW‡Rj /M¨vm ‡cÖmvi e¨envi I msi¶‡b we‡kl mZKZ©v Aej¤̂b Kiv| 
2) ‰e ỳ¨wZK wWfvBm¸‡jv µzwU gy³ Av‡Q wKbv wbqwgZ cix¶v Kiv| 
3) ‡Rbv‡iUi K¶‡K msiw¶Z wnmv‡e wPwýZ K‡i cÖ‡ekvwaKvi msiw¶Z Ki‡Z n‡e| 
4) ‡Rbv‡iUi K‡¶ wec`RbK †bvwUk jvMv‡Z n‡e| 
5) ‡Rbv‡iUi K¶ Aek¨B j‡Kej n‡Z n‡e| 
6) ‡Rbv‡iUi Acv‡iUi‡i Aek¨B Gqvi cøvM e¨envi Ki‡Z n‡e| 
7) wbavwiZ mgq ci †Rbv‡iUi Ifvi‡nvwjs  †givigZ Kiv‡Z n‡e| 

 
 
 

hw` KLbI ‡Rbv‡iUi we‡õvib N‡U Z‡e GUv LyeB wec` RbK Ges aŸsmvZœK| KviLvbv D×vi Kvix ev cÖkvmb 
wefvM ª̀yZ ~̀N©wUZ feb/ ’̄vb Lvwj Ki‡e |hw` †KD AvnZ nb Zvn‡j mv‡_ mv‡_ wPwKrmv †`qv Rb¨ wbKUZg 
†gwW‡K‡ji cvVv‡e| cieZx© D³ ~̀N©Ubvi KqÿwZi cwigvb cÖwZ‡e`b ‰Zwi Ki‡e| 
 

  ‡KwgK¨vj w¯c‡jR t  
cÖwZôv‡b e¨eüZ †KwgK¨v‡ji AcwiKwíZ I Awbqwš¿Z Aegy³KiY ev D`wMib‡KB †KwgK¨vj w¯cj e‡j| 
†KwgK¨vj w¯cj ‡nvK Zv KwVb, Zij ev ev®úxq hw` myPviæfv‡e wbqš¿b Kiv bv hvq Zvn‡j Zv gvbyl, Ab¨vb¨ RxweZ 
cÖvYx Ges cwi‡e‡ki Rb¨ ûgwK¯̂iƒc|†KwgK¨vj w¯cj KviLvbvi  Rb¨ GKwU AwZgvÎvq wec`¾bK NUbv we‡kl 
K‡i Drcv`‡bi Rb¨| GUv ¸iæZi RLg †_‡K ïiæ K‡i g„Zy¨ ch©š— NUv‡Z cv‡i| †KwgK¨vj ¸`vgRvZKiY, 
msi¶Y Ges K‡wgK¨v‡ji wbqwš¿Z e¨env‡ii gva¨‡gB w¯új wbevib Kiv hvq| †KwgK¨vj w¯új A_ev †h †Kvb 



      
 

wec`¾bK e ‘̄I AcwiKwíZ gy³ n‡j ‡g‡Uªv wbwUs GÛ WvBs wgjm wjt mKj Kg©KZ©v I Kg©Pvix wbR wbR ’̄vb †_‡K 
h‡_vchy³ f~wgKv cvjb Ki‡e| †mB mg‡qi Riƒix Ae¯’v †gvKv‡ejv KivB g~j D‡Ïk¨| †ckvMZ ¯̂v¯’ I wbivcËv 
KwgwUi `vwqZ¡cÖvß e¨vw³eM© wbqwgZ fv‡e GB †KwgK¨vj w¯c‡jR  Z_¨ ch©‡e¶b Ki‡e Ges †mwU bw_fz³ Ki‡e|  

❖ †gvKvwejv c×wZt 
1) †KwgK¨vj w¯c‡jR n‡j me©cÖ_g †KwgK¨vjwU kbv³ Ki‡Z n‡e| kbv³Ki‡Yi Rb¨ †KwgK¨v‡ji cv‡Îi Mv‡q 
e¨veüZ †j‡ej †`L‡Z n‡e| 
 
 

2) w¯cj nevi mv‡_ mv‡_ w¯cj Gwiqvi Av‡k cv‡ki †jvKRb‡K mZK© Ki‡Z n‡e Ges hZ ª̀ƒZ m¤¢e IB RvqMv 
†_‡K mevB‡K wbivc` ~̀i‡Z¡ mwi‡q wb‡Z n‡e| 

 
 

3) w¯c‡jR nIqv †KwgK¨vjwU AwMœ`vn¨ n‡j Zr¶Yvr IB GjvKvi me ai‡bi ˆe`¨ywZK ms‡hvM wew”Qbœ Ki‡Z n‡e 
ev myBP Ad Ki‡Z n‡e| Av‡k cv‡ki mKj AwMœ`vn¨ c`v_© †hgb †dweªK, KvV, Gqvi KwÛkbvi, w_bvi mn Ab¨vb¨ 
AwMœ`vn¨ c`v_© wbivc` ~̀i‡Z¡ mwi‡q wb‡Z n‡e| 

 
 
 

4) †KwgK¨v‡ji ai‡bi Dci wbf©i K‡i w¯cj Gwiqv gviwKs K‡i w`‡Z n‡e| Ges IB hvqMvq me©mvavi‡Yi cÖ‡ek 
wb‡la (Restricted area/Lock Out) K‡i w`‡Z n‡e| 
 
 

5) mKj m`m¨‡`i‡K w¯c‡jR nIqv †KwgK¨v‡ji g¨v‡Uwiqvj †mdwU WvUv wkU (MSDS) G wb‡ ©̀wkZ wcwcB mg~n 
cwiavb K‡i wb‡Z n‡e| 
 
 
 

6) g¨v‡Uwiqvj †mdwU WvUv wkU (MSDS) Abymv‡i ch©vß †fw›U‡jkb Gi e¨ve ’̄v Ki‡Z n‡e †hgbt `iRv-Rvbvjv 
Ly‡j †`Iqv, ch©vß Av‡jv-evZv‡mi e¨ve ’̄v Kiv BZ¨vw`| 
 
 
 

7) Gemi‡e›U g¨v‡Uwiqvj †hgb evwj w`‡q w¯c‡j‡Ri ¯’vbwU wN‡i w`‡Z n‡e hv‡Z †KwgK¨vjwU Qwo‡q bv c‡o Ges 
¯cÄ ev evwj w`‡q †KwgK¨vj Pz‡l wb‡Z n‡e| e¨veüZ ¯cÄ Aek¨B wbw`©ó cv‡Î ivL‡Z n‡e| †Lqvj ivL‡Z n‡e 
GeRi‡e›U g¨v‡UwiqvjwU †hb †Kvbfv‡eB ¶wZKviK bv (Non -Hazardous) nq| 

 
 

8) †KwgK¨vj w¯cj †_‡K hw` †Kvb `yN©Ubv N‡U Z‡e ª̀ƒZ ‡g‡Uªv wbwUs GÛ WvBs wgjm wjt wbR¯^ †nj_ †mdwU Ges 
wmwKDwiwU mvwf©m‡K AewnZ Ki‡Z n‡e| eo ai‡bi ỳN©Ubv NUvi m¤¢ebv _vK‡j cvewjK †nj_ Ges dvqvi †mdwU 
mvwf©m‡K AewnZ Ki‡Z n‡e| 

 
 

9) w¯c‡ji Kvi‡b hw` †KD AvnZ nq Z‡e Zv‡K g¨v‡Uwiqvj †mdwU WvUv wkU (MSDS) Abymv‡i cÖv_wgK wPwKrmv 
w`‡Z n‡e| cÖ‡qvR‡b KviLvbvi `vwqZ¡cÖvß wPwKrm‡Ki civgk© wb‡Z n‡e| AwaK cÖ‡qvR‡b AvnZ e¨vw³‡K 
nvmcvZv‡j †cÖiY Ki‡Z n‡e| 
 
 

10) me©‡k‡l †KwgK¨vj w¯c‡jR Gi g~j KviY AbymÜvb (Root Cause Analysis) Ki‡Z n‡e Ges cÖ‡qvRbgZ 
cÖwZ‡ivag~jK e¨ve ’̄v wb‡Z n‡e| 

 
 
 
 
 

For Emergency Internal Communication: 
 

Sl. Name Designation 

01 Brig.Gen. Md Emdadul Haque, psc (Retd) Adviser (Admin & HR) 

02 Mr. Tarak Chanda GM (Maintenance) 

01 Mr. Gaur Nitai Datta Sr. Manager HR, Admin & Compliance 

02 Md. Atiqul Islam Deputy Manager, (Admin) 

03 Abu Saim Md. Nosher Ullah Deputy Manager, (Compliance) 

04 Mr. Minal Kanti Mondol Manager, Maintenance 



      
 

05 Md. Abdus Salam Head of Fire 

06 Md. Mofizur Rahman Asst. Manager, Fire safety 

07 Md. Azharul Islam Asst. Manager, Security 

08 Mr. Kajal Chadra Raj Sr. Officer (Admin, HR & Compliance) 
 

 

 

For Emergency External Communication 

Mondol Fire Station : 9750035, 01730002310 

Hajigonj Fire Station : 9750041, 01730002311 

Narayangonj Bondor Fire Station : 7661888, 01730002313 

Fire Control Room : 9555555, 9551300/102(Hot Line) 

Titas Gas (Balur Mat, N.gonj) : 9750018 

Titas Gas (Emergency) : 7634651 

Titas Gas (Demra) : 7641122 

Victoriya General Hospital : 9750025, 7632930 

Khanpur General Hospital : 9750045 

N.gonj Sador Model Thana : 9750088, 9750032 

Fatullah Model Thana : 7671411, 9715576 
 
 

 
 
 

cwi‡klt  
‡h †Kvb Riæix Ae ’̄vq Dchy©³ ewY©Z cwiKíbv Abyhvqx mK‡j GKvZ¥ n‡q KvR Ki‡Z n‡e| `~‡h©vM cwiw ’̄wZ‡Z 
mvaviYZ ¶wZ nq fqven Ges Ac~iYxq| ‡m fqvenZvi nvZ †_‡K Ges Rvb I gv‡ji wbivcËvq G cwiKíbv I 
bxwZgvjvi ev Í̄evq‡b ¯̂bvgab¨ ‡g‡Uªv wbwUs GÛ WvBs wgjm& wjt ˆbwZK `vwqZ¡ I KZ©e¨ e‡j g‡b K‡i|    
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bxwZgvjv (Policy) 
 

 
‡Kv¤úvbx bxwZgvjv t 
(Company Policy)  

‡g‡Uªv wbwUs GÛ WvBs wgjm wj: GKwU 100% ißvbxg~Lx bxU K‡¤úvwRU †cvkvK cÖ¯‘ZKvix 

¯^bvgab¨ cÖwZôvb| GB cÖwZôv‡b wb‡qvwRZ mKj kªwgK Kg©Pvixi hveZxq AwaKvi I my‡hvM 

myweav ILO Kb‡fbkb, evsjv‡`k kÖgAvBb 2006, kÖg wewagvjv 2015 I m¤§vwbZ 

†µZvM‡bi AvPib wewa (Buyer Code Of Conduct) Abyhvqx cwiPvwjZ nq| ‡g‡Uªv 

KZ…©c¶  cwi‡ek msµvšÍ bxwZgvjvi †¶‡Î GKwU mywbw`©ó bxZgvjv AbymiY K‡i _v‡Kb| 

cÖwZkÖæwZt 

(Commitment)  
†g‡Uªv KZ…©cÿ GKwU my›`i I wbivc` Kv‡Ri cwi‡ek m„wó Ki‡Z GKwU myôz I MÖnb‡hvM¨ 
cwi‡ek bxwZgvjv cÖbqb I ev¯Íevq‡bi gva¨‡g KviLvbvq GKwU wbivc` Kg©cwi‡ek M‡o 
Zzj‡Z „̀o cÖwZÁ | 

 
 
D‡Ïk¨ t 
(Objective)  

†g‡Uªv wbwUs GÛ WvBs wgjm& wjt Gi D‡Ïk¨ n‡”Q GKwU my-cwiKwíZ ev Í̄eZv m¤cbœ 
cwi‡ek bxwZgvjv cÖYqb Kiv| Avi †mB j‡¶¨ KZ…©c‡¶i D‡Ïk¨ ¸‡jv wb‡gœ Av‡jvKcvZ 
Kiv njt-  
         K|   KviLvbvi Pvi cv‡k m¤¢ve¨ mKj ’̄v‡b Dchy³ cÖRvwZi I msL¨vi e„¶ †ivcb 

c~e©K meyR †eóbx M‡o ‡Zvjv|  
 L| KviLvbvi Af¨šÍ‡i kªwgK‡`i ¯^v¯’¨ m¤§Z MÖnb‡hvM¨ gvÎvi ch©vß evqy mÂvjb 

wbwðZ Kiv|  
 M| KviLvbvi m„ó `~wlZ ‡auvqv Øviv cvwicvwk¦©K evqy `~lY bv Kiv |  
 N| GKvšÍB ~̀wlZ †auvqv wbtmi‡bi cÖ‡qvRb n‡j Zv wbqš¿‡bi g‡a¨ ivLv Ges 

j¶¨ ivL‡Z n‡e †h, Dnv †hb KviLvbvi kªwgK I ¯’vbxq Rbmvavi‡bi ¯^v¯’¨ 
nvwbi Kvib bv nq| 

 O| ‡jvKvjq ev Rb mgvM‡gi ¯’v‡b †Kvb eR©¨ bv †djv |  
 P| kªwgK‡`i ¯^v¯’¨ m¤§Z evZvm cÖvwß wbwðZ Ki‡Z KviLvbvi wfZ‡i ev †Kvb 

e× ’̄v‡b ch©vß G·Rvó d¨v‡bi e¨e¯’v Kiv|  
 Q| ~̀N©Ubv RwbZ Kvi‡b KL‡bv evqy `~lY NU‡j Zv KviLvbv I ¯’vbxq 

†jvKRb‡K ª̀æZ AeMZ Ki‡bi gva¨‡g Riæix wfwË‡Z ~̀N©Ubvi ¯’vb †_‡K 
miv‡bvi e¨e¯’v Kiv|  

 R| G QvovI KviLvbvq Kv‡Ri mgq mKj‡K gv¯‹ cwiav‡bi e¨e ’̄v Kiv|  
 S| cÖwZ ermi GKwU wbqwgZ cl©` MV‡bi gva¨‡g AÎ KviLvbv GjvKvi evqy 

~̀lY msµvšÍ mvwe©K cwiw¯’wZ hvPvB Ki‡eb Ges cl©‡`i cÖ¯Ívebvi Av‡jv‡K 
cÖ‡qvRbxq Kvh©vejx m¤úbœ Ki‡eb| 

 T| evqy `~lY I Gi cÖwZ‡iva m¤ú‡K© mKj Í̄‡ii Kg©Pvix‡`i AewnZ Kiv Ges 
`vwqZ¡cÖvßMb G e¨cv‡i ‡hb g~L¨ f~wgKv cvjb K‡ib Ges wbqwgZ cÖPvi I 
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†cÖlYvi e¨e ’̄v K‡ib †m e¨vcv‡i †m e¨vcv‡i c`‡¶c †bIqv|  
              U| cwi‡ek Awa`ßi †_‡K †Kvb Kvi‡b evqy ~̀lY m¤ú‡K© †Kvb Awf‡hvM DÌvwcZ 

n‡j Zwor e¨e ’̄v MÖn‡Yi gva¨‡g Zvi mgvavb Kiv|  
 * †gvU K_v KviLvbvq fv‡jv fv‡e KvR Kivi GKwU ¯̂v¯’¨m¤§Z cwi‡ek m„wó Kiv| 

  ‡g‡Uªv wbwUs GÛ WvBs wgjm wj: G wb‡qvwRZ mKj kªwgK I Kg©Pvixi Rb¨ G bxwZgvjv 
cÖ‡hvR¨ n‡e| GKB mv‡_ ‡g‡Uªv wbwUs GÛ WvBs wgjm wj: Gi mv‡_ hviv e¨emvqxK wewfbœ 
Kg©K‡Û RwoZ Zv‡`i †¶‡ÎI G bxwZgvjv cÖ‡hvR¨ n‡e| 

m~Î t  
(Reference)  

GB bxwZgvjv evsjv‡`k kªg AvBb 2006, kÖg-wewagvj-2015, KviLvbv wewagvjv 1979, 
m¤§vbxZ ‡µZvM‡Yi bxwZgvjv (†KvW Ad KbWv±) Ges ILO Kb‡fbkb we‡ePbv c~e©K 
M„nxZ n‡q‡Q|  

Organogram t  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

bxwZgvjv ev¯Íevqb c×wZt  
(Policy 
Implementation 
Procedure) 

†g‡Uªv wbwUs GÛ WvBs wgjm wj: GKwU 100% ißvbxg~Lx bxU K‡¤úvwRU †cvkvK cÖ¯‘ZKvix 
I ¯^bvgab¨ cÖwZôvb| AÎ cÖwZôv‡b Kg©iZ mKj kªwg‡Ki my¯’¨ fv‡e KvR Kiv wKsev my¯’¨ 
Kv‡Ri cwi‡ek m„wó Kivq e×cwiKi weavq wbgœewb©Z c×wZ Aej¤̂b K‡i| 
* evqy ~̀lY †iva msµvšÍ bxwZgvjv t 
K| KviLvbvi Pvicv‡k m¤¢ve¨ mKj ’̄v‡b Dchy³ cÖRvwZi I msL¨vi e„¶‡ivcb c~e©K meyR 
†eóbx M‡o Zzj‡Z n‡e| 
L| KviLvbvi Af¨šÍ‡i kªwgK‡`i ¯^v¯’¨ m¤§Z MÖnb‡hvM¨ gvÎvi ch©vß evqy mÂvjb wbwðZ 
Ki‡Z n‡e| 
M| KviLvbvi m„ó `~wlZ †avuqv Øviv cvwicvwk¦©K evqy `~lY Kiv hv‡e bv | 
N| GKvšÍB ~̀wlZ †auvqv wbtmi‡bi cÖ‡qvRb n‡j Zv wbqš¿‡bi g‡a¨ ivL‡Z n‡e Ges j¶¨ 
ivL‡Z n‡e †h, Dnv †hb KviLvbvi kªwgK I ¯’vbxq Rbmvavi‡bi ¯^v¯’¨ nvbxi Kvib bv nq | 
O| Mv‡g©›Um I Iqvwsk cøv‡›Ui eR©¨ †auvqv ¯^v¯’¨m¤§Zfv‡e Kg©iZ kªwgK‡`i wbKU †_‡K 
h_vm¤¢e wbivc` `yi‡Z¡ wbM©gb Ki‡Z n‡e | 
P| KviLvbvi eR©¨ †KwgK¨vj n‡Z wbtmwiZ M¨vm gvbe †`‡ni Rb¨ ¶wZKi weavq Zv 
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wbqwgZfv‡e Acmvib Kivi e¨e¯’v Ki‡Z n‡e | 
Q| †jvKvjq ev Rb mgvM‡gi ¯’v‡b †Kvb †KwgK¨vj ev cPbkxj eR ©̈ ‡djv hv‡e bv | 
R| kªwgK‡`i ¯̂v¯’¨m¤§Z evZvm cÖvwß wbwðZ Ki‡Z KviLvbvi wfZ‡i ev †Kvb e× ’̄v‡b 
ch©vß G·Rvó d¨v‡bi e¨e¯’v Ki‡Z n‡e | 
S| ~̀N©Ubv RwbZ Kvi‡b KL‡bv evqy `~lY NU‡j Zv KviLvbv I ¯’vbxq †jvKRb‡K `~ªZ 
AeMZ Ki‡bi gva¨‡g Riæix wfwË‡Z ~̀N©Ubvi ¯’vb †_‡K miv‡bvi e¨e¯’v Ki‡Z n‡e | 
T| Mv‡g©›Um KviLvbvi myBs †mKk‡b DošÍ eš‘R KYv e¨vcKfv‡e evqy ~̀lY NUvq, weavq 
Kvh©iZ mKj‡K Aek¨B gv¯‹ cwiavb Ki‡Z n‡e | 
U| G QvovI Mv‡g©›Um wefv‡Mi mKj KviLvbvq Kv‡Ri mgq mKj‡K gv¯‹ cwiavb Ki‡Z 
n‡e| 
V| cwiPvjK ‡g‡Uªv KZ…©c¶, cÖwZ ermi GKwU wbqwgZ cl©` MV‡bi gva¨‡g AÎ KviLvbv 
GjvKvi evqy ~̀lY msµvšÍ mvwe©K cwiw¯’wZ hvPvB Ki‡eb Ges cl©‡`i cÖ¯Ívebvi Av‡jv‡K 
cÖ‡qvRbxq Kvh©vejx m¤úbœ Ki‡eb | 
W| evqy `~lY I Gi cÖwZ‡iva m¤ú‡K© mKj ¯Í‡ii Kg©Pvix‡`i AewnZ Ki‡Z n‡e| 
`vwqZ¡cÖvß mKj ‡mKkb BbPvR©MY G e¨cv‡i g~L¨ fywgKv cvjb Ki‡eb Ges wbqwgZ cÖPvi 
I †cÖlYvi e¨e ’̄v Ki‡eb| 
X| cwi‡ek Awa`ßi †_‡K †Kvb Kvi‡b evqy `~lY m¤ú‡K© †Kvb Awf‡hvM DÌvwcZ n‡j 
Zwor e¨e ’̄v MÖn‡bi gva¨‡g Zvi mgvavb Ki‡Z n‡e | 
* cvwb ~̀lY †iva msµvšÍ bxwZgvjv t 
K| †Kvb cøv›U ev KviLvbvi eR©¨, †KwgK¨vj ev ~̀wlZ cvwb/Zij mivmwi b`x‡Z †djv hv‡e 
bv| 
L| wbR¯̂ BwUwU cøv‡›Ui cvwb eQ‡i 04( ỳB) evi evsjv‡`k cwi‡ek Awa`ßi (DOE) G 
†cÖiY K‡i hvPvB Ki‡Z n‡e Ges Zvi djvdj msi¶Y Ki‡Z n‡e| G Qvov mKj DcvË 
cwi‡ek Awa`ßi PvwnevgvÎ Dc¯’vc‡bi Rb¨ cÖ¯‘Z ivL‡Z nB‡e | 
M| mKj KviLvbvi cv‡k¦© eR ©̈ cvwb cwi‡kva‡bi Rb¨ cvwb cwi‡kvabvMvi _vK‡Z n‡e| 
c„_K cwi‡kvabvMvi e¨e ’̄v bv Kiv †M‡j †K› ª̀xqfv‡e Zv wbg©vb I wbqš¿b Kiv †h‡Z cv‡i | 
N| KviLvbv GjvKvq D³ cvwb †kvabvMviwU mve©¶wbK Kvh©¶g _vKvi wbðqZv weavb Ki‡Z n‡e 
| 
O| h_vh_ cwi‡kvab e¨ZxZ †Kvb cÖKvi cvwb/Zij/eR©¨ c`v_© b`x‡Z †djv hv‡e bv | 
P| GjvKvi AvevwmK ev M„n ’̄vwj Kv‡h© e¨eüZ cvwb †hb b`x‡Z †h‡Z bv cv‡i Ges Dnvi 
cwi‡kvab Kiv nq Zvi wbðqZv weavb Avek¨K| 
Q| KviLvbv GjvKvq Kg©iZ I emevmiZ Kg©KZ©v ev Kg©Pvix‡`i‡K mve©¶wbKfv‡e my‡cq 
cvwbi e¨e¯’v Kiv n‡e Ges Zv my‡cq cvwbi cwi‡kvabvMvi n‡Z mieivn Kiv n‡e | 
S| cvb Kivi cvwbi bgybv eQ‡i AšÍZ 1 evi miKvix A_ev miKvi KZ©„K Aby‡gvw`Z 
cÖwZôv‡b cvwV‡q cixÿv Kiv‡Z n‡e Ges †Kvb ai‡bi mgm¨v _vK‡j cÖ‡qvRbxq e¨e ’̄v 
wb‡Z n‡e| 
T| KL‡bv ¯’vbxq Rbmvavib ev miKvix KZ ©„c¶ n‡Z AÎ †Kv¤úvbxi weiæ‡× cvwb ~̀l‡Yi 
Awf‡hvM DÌvwcZ n‡j cwiPvjK Zv ` ª~Z †iva Kivi e¨e¯’v Ki‡eb Ges cieZ©x‡Z GKwU 
Z`šÍ cl©` MV‡bi gva¨‡g Dnvi mwVKZv, KviY I cÖPwjZ AvBb Abyhvqx cÖ‡qvRbxq e¨e ’̄v 
MÖnb Ki‡eb| 
* kã ~̀lY †iva msµvšÍ bxwZgvjv t 
K| KviLvbvi †h mKj †gwkb D”P kã m„wó K‡i †m¸‡jv Ggbfv‡e ¯’vcb Ki‡Z n‡e †hb 
†m ¯’v‡b Kg©iZ ev Av‡kcv‡ki †jvK‡`i ¶wZMÖ ’̄ bv Ki‡Z cv‡i | 
L| D”P kã m„wóKvix mKj †gwkb h_vh_ h‡š¿i gva¨‡g cix¶v K‡i k‡ãi gvÎv wba©vib 
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Ki‡Z n‡e Ges †gwk‡bi cv‡k¦© „̀wó‡hvM¨ ’̄v‡b wj‡L ivL‡Z n‡e | 
M| †h mKj †gwkb Pvjbvi mgq gvbe †`‡ni MÖnb‡hvM¨ gvÎvi (75 wW we) †P‡q †ekx kã 
m„wó K‡i, †m mKj †gwk‡bi Acv‡iUi‡`i D³ kã gvÎv cÖwZ‡ivaKvix †nW †mU (Ear 

Drum) e¨envi Ki‡Z n‡e| 
N| D³ †gwkb mwbœ‡ewkZ KviLvbvq cwi`k©bKvix `k©bv_©x ev Kg©KZ©vM‡bi Rb¨ AwZwi³ 
Av‡iv 05 (cuvP) wU †nW †mU (Ear Drum) msi¶b Ki‡Z n‡e | 
O| mKj KviLvbvi †d¬vi¸‡jv‡Z †Kvb fvix hš¿ Pvjbv, e¨envi, miv‡bv ev cÖwZ¯’vc‡bi 
mgq †Lqvj ivL‡Z n‡e †h, m„ó kã †hb gvÎvwZwi³ kã ~̀lY bv NUv‡Z cv‡i | 
P| Kv‡Ri mgq Kg©xiv Ah_v Mí, K_vevZ©v ev †PuPv‡gwP Ki‡e bv| G‡Z D³ †d¬v‡i kã 
~̀l‡bi gvÎv e„w× †c‡q Drcv`b n«vm cvIqvi m¤¢vebv _v‡K| G e¨cv‡i ‡mKkb BbPvR©,  

mycvifvBRviMY cÖwZwbqZ „̀wó ivL‡eb | 
Q| KviLvbv GjvKvq hvbevnb mg~‡ni nY© evRv‡bv mxwgZ ivL‡Z n‡e Ges †gBb †M‡Ui 
cvk¦©eZ©x GjvKv e¨wZZ Ab¨vb GjvKvq nY© evRv‡bv wbwl× | 
R| GKB wewìs ev Bgvi‡Zi wewfbœ †d¬v‡i Mv‡g©›Um KviLvbv I kã m„wóKvix †Kvb BDwbU 
Ae¯’vb Ki‡j me©`v j¶¨ ivL‡Z n‡e †h, G¸‡jv †hb kã ~̀lY m„wó K‡i Ab¨vb¨ KviLvbvi 
Kg©x‡`i Kv‡R †Kvbiƒc Amyweav m„wó bv Ki‡Z cv‡i | 
* SzU I Ab¨vb¨ cPbkxj I AcPbkxj e‡R©¨i Acmvib msµvšÍ bxwZgvjv t 
K| mKj Mv‡g©›Um BÛvwóªi †Quov/Aewkó eR©¨ Kvco ev SzU, cwje¨vM, KvUz©b I Ab¨vb¨ 
AveR©bv eR©©¨ †djvi wbw`©ó ¯’v‡b Rgv Ki‡Z n‡e | 
L| mKj SzU e Í̄vq f‡i Rgv †i‡L AwZ mË¡i wbqg †gvZv‡eK weµq Ki‡Z n‡e| 
M| cwjw_b RvZxq †Kvb eR ©̈ †cvov‡bv hv‡e bv ev b`x‡Z †djv hv‡e bv | 
N| †h †Kvb ai‡bi eR©¨, cPbkxj ev AcPbkxj eR©¨ †Lvjvfv‡e †d‡j ivLv hv‡e bv, †Kvb 
XvKbvhy³ ev XvKbvnxb Wvówe‡b Rgv Ki‡Z n‡e | 
O| SzU wewµi ci Aewkó weµq A‡hvM¨ AveR©bv/eR©¨ c`v_© eR©¨evnx Mvox‡Z K‡i eR©¨ 
Wv¤ú Kivi ¯’v‡b †d‡j Avmvi e¨e¯’v Ki‡Z n‡e | 
P| wewfbœ wbwg©Ze¨ wewìs/BgviZ A_ev KviLvbvi ms¯‹v‡ii Kv‡R e¨eüZ wbg©vb mvgMÖxi 
Dw”Qó AveR©bv wbgv©bKvix †Kv¤úvbx/ms¯’vi wbR `vwq‡Z¡ Acmvib Ki‡Z n‡e | 
* AcPq †iva bxwZgvjv t 
(K) cvwb t 
1| weï× cvwb cvb Ki‡Z n‡e Ges cvwb †hLv‡b †mLv‡b †djv hv‡e bv| nvZ cv †avqvi 
Rb¨ AwZwi³ cvwb bó Kiv hv‡e bv| e¨env‡ii ci cvwbi †Uc Aek¨B eÜ ivL‡Z n‡e| 
2| ev_iæg ev Uq‡j‡Ui cvwbi Kj¸‡jv e¨env‡ii ci Aek¨B eÜ K‡i w`‡Z n‡e Ges 
†Kv_vI cvwbi cvB‡c wj‡KR n‡j Zv KZ©„c¶‡K Rvbv‡Z n‡e| 
3| nvZ †avqvi †ewm‡b Ges WvBwbs n‡j e¨env‡ii ci Aek¨B cvwbi Kj eÜ K‡i w`‡Z 
n‡e| 
(L) we ỳr t 
1| ‡hLv‡b hZUzKz we`y‡Zi cÖ‡qvRb ZZUzKz we ỳrB e¨envi Ki‡e| AcÖ‡qvR‡b evwZ, d¨vb 
ev Gwm Pvjy/†Lvjv ivLv hv‡e bv| 
2| KL‡bv †gwk‡bi myBP Ab K‡i †gwkb Z¨vM Kiv hv‡e bv| †gwkb n‡Z D‡V †M‡j 
Aek¨B †gwk‡bi we ỳr Kv‡bKkb Ad K‡i w`‡Z n‡e| 
3| QzwUi c‡i ev Avnvi weiwZi mgq Aek¨B evwZ d¨vb Ad K‡i w`‡Z n‡e hv‡Z Ah_v 
we`yr e¨q bv nq| 
4| cÖ‡qvR‡b GbvwR© †mwfs evj¦ e¨envi K‡i we ỳr e¨q Kgv‡bv †h‡Z cv‡i| 
(M) Kvco t 
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1| Kvco KvUvi c~‡e© gvK©vi wVK gZ Kvc‡oi mv‡_ e‡m‡Q wK-bv Zv wbwðZ Ki‡Z n‡e 
hv‡Z Ah_v Kvco bó bv nq| 
2| Kvco KvUvi mgq ax‡i Kvco KvU‡Z n‡e hv‡Z Kvco bó bv nq| 
3| Kvco †j Kivi mgq mwVK gvc w`‡q †j Ki‡Z n‡e †hb Ah_v Kvco AcPq bv nq| 
(N) G‡·mwiR t 
1| Kvc‡o G‡·mwiR jvMv‡bvi c~‡e©B Gi mwVK is, mvBR I Ab¨vb¨ wRwbm wba©viY K‡i| 
G‡·mwiR jvMv‡Z n‡e hv‡Z fyj bv nq Ges †ekx bv jv‡M ev bv e`jv‡Z nq| 
2| AwZwi³ G‡·mwiR ¸‡jv hv‡Z GLv‡b †mLv‡b bv c‡i _v‡K Ges G¸‡jv wbw`©ó GKwU 
cv‡Î 
‡i‡L cyYt e¨env‡ii e¨e¯’v Ki‡Z n‡e| 
(O) e¯‘i cyYt e¨envi t 
1| KviLvbvi A‡bK wRwbm ev e ‘̄ Av‡Q hv cyYt e¨envi Kiv hvq| myZivs H¸wj hv‡Z cyYt 
e¨envi Kiv hvq Zvi e¨e ’̄v Ki‡Z n‡e| †hgb- myZv, Mvg‡Uc, cwjw_b BZ¨vw`| 
2| KvMR h_vm¤¢e Dfq c„ôv e¨envi Ki‡Z n‡e| 

`vwqZ¡cÖvß e¨w³e‡M©i KvRt 
(Responsibilities of 
Assigned Persons) 

e¨e ’̄vcbv cwiPvjK / cwiPvjK t- e¨e ’̄vcbv cwiPvjK/cwiPvjK n‡”Q AÎ bxwZgvjv Aby‡gv` 
bKvix|  
gnve¨e ’̄vcK (Drcv`b I cø¨vwbs) t- AÎ bxwZgvjv Abymib Ki‡eb Ges bxwZgvjv ev¯—evqb 
Kivi Rb¨ cÖ‡qvRbxq e¨e ’̄v wb‡eb| 
wmwbt e¨e ’̄vcK (gvbem¤ú`, cÖkvmb I Kgcøv‡qÝ) t- wmwbt e¨e ’̄vcK (gvbem¤ú`, cÖkvmb I 
Kgcøv‡qÝ) wb‡¤§v³ e¨w³M‡Yi gva¨‡g GB bxwZgvjv ev Í̄evqb Ki‡eb|  
gnve¨e ’̄vcK (Drcv`b) t- gnve¨e ’̄vcK (Drcv`b) AÎ bxwZgvjv Abymib K‡i wefvMxq cÖav‡bi 
gva¨‡g GB bxwZgvjv ev Í̄evqb Ki‡eb|  
mnt e¨e ’̄vcK (gvbem¤ú`, cÖkvmb I Kgcøv‡qÝ) t- AÎ bxwZgvjv Abymib K‡i e¨e ’̄vcK 
wb‡¤§v³ e¨w³M‡Yi gva¨‡g bxwZgvjv ev Í̄evqb Ki‡Z cÖ‡qvRbxq e¨e ’̄v wb‡eb Ges Dc-
gnve¨e ’̄vcK (gvbem¤ú`, cÖkvmb I Kgcøv‡qÝ) †K AeMZ Ki‡eb|   
mnt-e¨e ’̄vcK (AwMœ wbivcËv) t- AÎ bxwZgvjv Abymib K‡i mn-e¨e ’̄vcK (AwMœ wbivcËv) †h 
†Kvb ai‡bi AwMœ `~N©Ubvq kªwgK‡`i AbyKzj cwi‡ek eRvq ivL‡Z wb‡¤§v³ e¨w³M‡Yi gva¨‡g 
cÖ‡qvRbxq e¨e ’̄v wb‡eb Ges wmwbt e¨e ’̄vcK (gvbem¤ú`, cÖkvmb I Kgcøv‡qÝ) †K AeMZ 
Ki‡eb| 
e¨e ’̄vcK (Drcv`b) t- AÎ bxwZgvjv Abymib K‡i kªwgK‡`i Kv‡Ri Z`viwK Ki‡eb Ges 
gnve¨e ’̄vcK (Drcv`b) †K AeMZ Ki‡eb|  
BbPvR© (Drcv`b) t- AÎ bxwZgvjv Abymib K‡i Zvi Awab ’̄‡`i Z`viwK Ki‡eb Ges e¨e ’̄vcK 
(Drcv`b) †K AeMZ Ki‡eb| 
mycvifvBRvi (Drcv`b) t- AÎ bxwZgvjv Abymib K‡i Zvi Awab ’̄‡`i Z`viwK Ki‡eb Ges 
BbPvR© (Drcv`b) †K AeMZ Ki‡eb| 
cÖkvmwbK Kg©KZ©v t- AÎ bxwZgvjv Abymib K‡i KviLvbvi mKj‡K GB wel‡q m‡PZb Kivi Rb¨ 
Òcwi‡ek bxwZgvjvÓ †bvwUk ‡ev‡W© Uvwb‡q w`‡eb Ges Òcwi‡ek bxwZgvjvÓ Abymib Kiv n‡”Q wK 
bv Zv wbwðZ Kivi Rb¨ gvbem¤ú`, cÖkvmb I Kgcøv‡qÝ I Kj¨vbKg©KZ©vMb m`v mRvM 
_vK‡eb|  
bxwZgvjv cwicwš’ †Kvb NUbv hw` N‡U Z‡e Zv wbgœwjwLZ Dcv‡q Z`šÍ mv‡c‡¶ mgvavb Ki‡eb| 
Wv³vi t- AÎ bxwZgvjv Abymib K‡i KviLvbvi mKj‡K cÖ‡qvRbxq wPwKrmv cÖ`vb Ki‡eb| 
Awf‡hvM (Complain) t- †g‡Uªv wbwUs GÛ WvBs wgjm& wjt ‡Z Kg©iZ †h ‡Kvb Kg©KZ ©v, 
Kg©Pvix I kªwg‡Ki weiæ‡× Òcwi‡ek bxwZgvjvÓ cwicš’x †Kvb Awf‡hvM cvIqv †M‡j `vwqZ¡cÖvß 
e¨w³MY Zvi weiæ‡× kvw Í̄g~jK e¨e ’̄v MÖnY Ki‡Z cvi‡eb| 
Z`šÍ (Investigation) t- G ai‡bi †Kvb Awf‡hvM cvIqv †M‡j Zr¶wYKfv‡e cÖ‡qvRbxq 
AvBbvbyM e¨e ’̄v MÖnY Kiv n‡e| 
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bw_cÎ msi¶Y (Documentation) t- G msµvšÍ mgy`q bw_cÎvw` gvbe m¤ú` wefv‡M 
msi¶Y Kiv n‡e Ges cieZ©x †h ‡Kvb mg‡q Zv hvPvB Kivi Rb¨ msiw¶Z _vK‡e| 
kvw Í̄g~jK e¨e ’̄vmgyn (Sanctions) t- GB bxwZgvjv cwicwš’ †Kvb Kv‡R †Kn wjß n‡j Zvi 
weiæ‡× cÖPwjZ AvBbvbyM e¨e ’̄v †bIqv n‡e| 

mivmwi ch©e¶Yt 
(Directly Monitoring)  

Kj¨vb Kg©KZ©v, gvbem¤ú` Kg©KZ©v, wmwbt e¨e ’̄vcK (gvbem¤ú`, cÖkvmb I Kgcøv‡qÝ), 
gnve¨e ’̄vcK (gvbem¤ú`, cÖkvmb I Kgcøv‡qÝ)| 

cÖwk¶Y I bw_e×KiYt 
(Training & Documentation 

`vwqZ¡cÖvß e¨w³ Kg©‡¶‡Î cÖwk¶‡Yi gva¨‡g kªwgK Kg©PvixMY‡K Ó cwi‡ek bxwZgvjv Ó 
m¤ú‡K© AewnZ Ki‡eb Ges kªwgK‡`i †gŠwjK gvbewaKvi wbwðZ Kivi Rb¨ cÖ‡qvRbxq 
c`‡¶c wb‡eb Ges Kg©‡¶‡Î Gi cÖ‡qv‡Mi w`Kwb‡ ©̀kbv w`‡eb Ges G msµvšÍ mKj †iKW© 
msi¶Y Ki‡eb|  
G msµvšÍ mgy`q bw_cÎvw` gvbe m¤ú` wefv‡M msi¶Y Kiv n‡e Ges cieZ©x †h‡Kvb 
mg‡q Zv hvPvB Kivi Rb¨ msiw¶Z _vK‡e| 

`wjjv`x msiÿb c×wZt 
(Documents Keeping 
Procedure)  

kÖwgK Kg©Pvix‡`i‡K Ó cwi‡ek bxwZgvjv Ó m¤ú‡K© cÖ‡qvRbxq cÖwkÿb cÖ`v‡bi ci cÖwkÿ‡bi 
hveZxq `wjjv`x ‡hgb cÖwkÿ‡bi welqe Í̄, cÖwkÿ‡bi Qwe, cÖwkÿ‡b Dcw ’̄wZi ¯̂vÿi cÖf…wZ 
gvbem¤ú` wefvM dvBj AvKv‡i msiÿb Ki‡e| 

 

bxwZgvjv ev¯Íevqb I m‡PZbZv 
e„w×t  
(Policy 
Implementation & 
Awareness Create) 

Kj¨vbKg©KZ©v GB bxwZgvjv m¤ú‡K© mK‡ji g‡a¨ m‡PZb Kvivi Rb¨ Bnv †bvwUk ‡ev‡W© 
Uvwb‡q w`‡eb| 
L) KviLvbvi gvbem¤ú` I Kj¨vb Kg©KZ©vMY GB bxwZgvjv m¤ú‡K© mswkøó mKj‡K 
cÖ‡qvRbxq cªwk¶Y cÖ`vb Ki‡eb| 
M) GB bxwZgvjv h_vhZfv‡e cvjb Kiv n‡”Q wKbv Zv wbwðZ Ki‡Z cÖwZgv‡mB Dc-gnv 
e¨e ’̄vcK (gvbem¤ú`, cÖkvmb I Kgcøv‡qÝ) KZ…©K g‡bvbxZ cÖwZwbwa KviLvbv cwi`k©b 
Ki‡eb I wi‡cvU© †ck Ki‡eb| 
N) Af¨šÍixb wbixÿK, Kj¨vbKg©KZ©v Ges †Mvcbxq Aby‡hvM Gi wfwË‡Z ev Awf‡hvM ev· 
n‡Z cvIqv Awf‡hv‡Mi wfwË‡Z Z`šÍ mv‡c‡¶ kvw Í̄g~jK e¨e¯’v MÖnY Kiv n‡e| 

djveZ©b I wbqš¿bt  
(Feed Back & 
Control) 

K) GB bxwZgvjv h_vhZfv‡e cvjb Kiv n‡”Q wKbv Zv wbwðZ Ki‡Z GKwU †PKwj÷ ‰Zix 
Kiv n‡q‡Q| KviLvbvi gvbem¤ú` cÖwZwbwa Ges Kj¨bKg©KZ©v GB †PKwj÷ Abymib K‡i 
bxwZgvjvi h_vhZ ev Í̄evqb n‡”Q wKbv Zvi wdWe¨vK MÖnY Ki‡eb| 
L) GB bxwZgvjv h_vhZfv‡e cvjb Kiv n‡”Q wKbv Zv wbwðZ Ki‡Z cÖwZgv‡mB Dc-gnv 
e¨e ’̄vcK (gvbem¤ú`, cÖkvmb I Kgcøv‡qÝ) KZ…©K g‡bvbxZ cÖwZwbwa KviLvbv cwi`k©b 
Ki‡eb I D³ †PKwj÷ †_‡K wdWe¨vK wb‡eb I  wi‡cvU© †ck Ki‡eb|  
M) Af¨šÍixb wbixÿK, Kj¨vbKg©KZ©v Ges †Mvcbxq Aby‡hvM Gi wfwË‡Z ev Awf‡hvM ev· 
n‡Z cvIqv Awf‡hv‡Mi wfwË‡Z Z`šÍ mv‡c‡¶ AvBbvbyM e¨e ’̄v MÖnY Kiv n‡e| 
N) KviLvbv n‡Z G msµvšÍ †h‡Kvb Awf‡hvM cvIqv gvÎB Z`šÍ mv‡c‡¶ hvPvB K‡i 
Awf‡hvMKvix‡K Zvi Awf‡hv‡Mi mZ¨Zv Rvbv‡bv Ges †KD wg_¨v Awf‡hvM cÖ`vb K‡i Zvi 
weiæ‡× I Z`šÍ mv‡c‡¶ AvBbvbyM e¨e¯’v MÖnY Kiv n‡e| 
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mf¨Zvi µgweKv‡ki mv‡_ mv‡_ Mv‡g©›Um wk‡íi Pvwn`v w`b w`b †e‡oB Pj‡Q| evsjv‡`‡ki ˆZwi †cvlvK wk‡íi gvb 
BwZg‡a¨B ewnt we‡k¦ GKwU ¯̂Zš¿ cwiPq Lyu‡R †c‡Z m¶g n‡q‡Q| ZvB GB wk‡íi gva¨‡g ˆe‡`wkK gy`ªv AR©‡bi GB 
MwZ‡K Z¡ivwš^Z Ki‡Z n‡j, GB wkí‡K evuwP‡q ivL‡Z n‡j cÖ_‡gB `„wócvZ Ki‡Z n‡e Gi cªvY kw³i w`‡K| Avi Zv 
n‡jv GB wk‡í Kg©iZ kªwgK-Kg©Pvix| GKwU ev Í̄em¤§Z cwi‡ek bxwZgvjv cÖwZwU kªwgK-Kg©Pvix‡K wbRK‡g© Av‡iv 
AbycÖvwYZ Ki‡e, evo‡e Drcv`b| ïay cÖkvm‡bi c‡¶ GKK fv‡e cwi‡ek msi¶b Kiv m¤¢e bq| G e¨cv‡i mKj 
Kg©KZ©v I Kg©Pvix‡K g‡bv‡hvMx I AvšÍwiK n‡Z n‡e| KviLvbv GjvKvq `~N©UbvRwbZ Kvi‡b AwZ `yªZ cwi‡ek webó 
nevi AvksKv _v‡K weavq G e¨cv‡i mKj‡K m‡PZb _vK‡Z n‡e|  
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cwi‡ek bxwZgvjv hvPvBKib  
Environment Policy Check List 

 
KviLvbvi bvg t †g‡Uªv wbwUs GÛ WvBs wgjm& wjt 
bxwZgvjvi bvgt cwi‡ek bxwZgvjv | 
wbixÿKt------------------------------------- 
ZvwiLt-------------------------------------- 
 

µwgK 
bs 

hvPvBKib welq nu¨v bv gšÍe¨ 

1 cwi‡ek msµvšÍ bxwZ †bvwUk †ev‡W© Uvwb‡q ‡`qv n‡q‡Q wKbv?    
2 bxwZgvjv m¤ú‡K© mswkøó mKj‡K cÖ‡qvRbxq cÖwk¶b cÖ`vb Kiv n‡q‡Q wKbv?    
3 cwi‡ek bxwZgvjvÓ cwicš’x nIqvi Kvi‡b Zv‡K wePv‡ii AvIZvq Avbv n‡q‡Q wKbv?    
4 kªwgK‡`i ¯^v¯’¨ m¤§Z MÖnb‡hvM¨ gvÎvi ch©vß evqy mÂvjb e¨ve¯’v Av‡Q wKbv?    
5 KviLvbvi eR©¨ wbqwgZfv‡e Acmvib Kivi e¨e¯’v Kiv nq wKbv?    
6  Rb mgvM‡gi ’̄v‡b †Kvb †KwgK¨vj ev cPbkxj eR ©̈ ‡djv nq wKbv?    
7 KviLvbvi wfZ‡i ev †Kvb e× ’̄v‡b ch©vß G·Rvó d¨v‡bi e¨e¯’v Av‡Q wKbv?    
8 KviLvbvi myBs †mKk‡b Kvh©iZ mK‡jB gv¯‹ cwiavb K‡i wKbv?    
9 D”P kã m„wóKvix mKj †gwkb cix¶v K‡i k‡ãi gvÎv wba©vib K‡i `„wó‡hvM¨ ’̄v‡b wj‡L 

ivLv nq wKbv? 
   

10 †h mKj †gwkb MÖnb‡hvM¨ gvÎvi (75 wW we) †P‡q †ekx kã m„wó K‡i, †m mKj †gwk‡bi 
Acv‡iUi‡`i D³ kã gvÎv cÖwZ‡ivaKvix †nW †mU (Ear Drum) e¨envi Kiv‡bv nq 
wKbv? 

   

11 mKj SzU e¯Ívq f‡i Rgv †i‡L AwZ mË¡i wbqg †gvZv‡eK weµq Kiv nq wKbv?    
12 ev_iæg ev Uq‡j‡Ui cvwbi Kj¸‡jv e¨env‡ii ci eÜ Kiv nq wKbv?    
13 nvZ †avqvi †ewm‡b Ges WvBwbs n‡j e¨env‡ii ci cvwbi Kj eÜ Kiv nq wKbv?    
14 cwi‡ek Awa`ßi †_‡K †Kvb Kvi‡b evqy `~lY m¤ú‡K© †Kvb Awf‡hvM DÌvwcZ n‡j Zwor 

e¨e ’̄v MÖn‡bi gva¨‡g Zvi mgvavb Kiv nq wKbv? 
   

15 KviLvbvi m„ó `~wlZ †avuqv Øviv cvwicvwk¦©K evqy ~̀lY nq wKbv?    
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‡g‡Uªv wbwUs GÛ WvBs wgjm& wjt 
ivgvievM, dZzjøv, bvivqYMÄ| 
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‡Kv¤úvbx bxwZgvjvt 

(Company Policy) 

‡g‡Uªv wbwUs GÛ WvBs wgjm wj: GKwU 100% ißvbxg~Lx bxU K‡¤úvwRU †cvkvK cÖ¯‘ZKvix 
¯^bvgab¨ cÖwZôvb| GB cÖwZôv‡b wb‡qvwRZ mKj kªwgK Kg©Pvixi hveZxq AwaKvi I 
my‡hvM myweav ILO Kb‡fbkb, evsjv‡`k kÖgAvBb 2006, kÖg wewagvjv-2015 I 
m¤§vwbZ †µZvM‡bi AvPib wewa ((Buyer Code Of Conduct) Abyhvqx cwiPvwjZ 
nq|  ‡g‡Uªv KZ…©c¶ ÒAemvb I QuvUvBÓ Gi †¶‡Î GKwU mywbw`©ó bxZgvjv AbymiY K‡i 
_v‡Kb| 

 
cÖwZkÖæwZ t 

(Commitment) 

 

‡g‡Uªv wbwUs GÛ WvBs wgjm wj: ÒAemvb I QuvUvBÓ bxwZi  †ÿ‡Î GKwU my-wbw`©ó AvBb 

m¤§Z bxwZgvjv ev¯Íevq‡b e× cwiKi| kÖwgK‡`i ÒAemvb I QuvUvBÓ bxwZi †ÿ‡Î Kvnv‡iv 

hv‡Z nqivbx bv n‡Z nq †m j‡ÿ¨  GKwU myô I MÖnb‡hvM¨ ÒAemvb I QuvUvB bxwZgvjvÓ 

cÖbqb K‡ib| 

 
D‡Ïk¨t 

(Objective) 

‡g‡U ªv wbwUs GÛ WvBs wgjm wj: G wb‡qvwRZ mKj kªwgK I Kg©Pvix †hb †¯̂”Qvq, †Kvb 
e¨w³ ev cÖwZôv‡bi cÖ‡ivPbvq cÖ‡ivwPZ bv n‡q ¯̂vaxbfv‡e KvR Ki‡Z cv‡i ‡g‡Uªv KZ…©cÿ 
Zv wbwðZ K‡ib|  

 
 

bxwZgvjvi AvIZvt 
(Scope) 

‡g‡Uªv wbwUs GÛ WvBs wgjm wj: G wb‡qvwRZ mKj kªwgK I Kg©Pvixi Rb¨ G bxwZgvjv 
cÖ‡hvR¨ n‡e| GKB mv‡_ ‡g‡Uªv wbwUs GÛ WvBs wgjm wj:  Gi mv‡_ hviv e¨emvqxK wewfbœ 
Kg©K‡Û RwoZ Zv‡`i †¶‡ÎI G bxwZgvjv cÖ‡hvR¨ n‡e| bxwZgvjvi welq I avc mg~n t- 
 

1. cÖwZôvb eÜ ivLvt- †Kvb cÖwZôv‡bi †Kvb kvLv ev wefv‡M †e-AvBbx ag©N‡Ui Kvi‡Y 
gvwjK D³ kvLv ev cÖwZôvb AvswkK ev m¤ú~Y© eÜ Kwiqv w`‡Z cvwi‡eb, Ges Giæc 
e‡Üi †ÿ‡Î ag©N‡U AskMÖnYKvix kÖwgKMY †Kvb gRyix cvB‡eb bv|  

hw` Dc-aviv (1) Gi Aaxb †Kvb kvLv ev wefvM e‡Üi Kvi‡Y cÖwZôv‡bi Ab¨ †Kvb kvLv 
ev wefvM Ggbfv‡e ÿwZMÖ¯’ nq †h Dnv Pvjy ivLv m¤¢e b‡n, Zvnv nB‡j D³ kvLv ev 
wefvMI eÜ Kwiqv †`Iqv hvB‡e, wKšÍ †m‡ÿ‡Î mswkøó kÖwgKMY‡K wZb w`b ch©šÍ †j-Ad 
Gi †ÿ‡Î cÖ‡`q ÿwZc~i‡Yi mgcwigvb gRyix cÖ`vb Kwi‡Z nB‡e, Z‡e GB †gqv‡`i 
AwZwi³ mg‡qi Rb¨ Zvnviv Avi †Kvb gRyix bvI cvB‡Z cv‡ib| D³iƒc e‡Üi welqwU 
gvwjK h_vkxNª m¤¢e mswkøó kvLv ev wefv‡Mi †bvwUk †ev‡W© ev cÖwZôv‡bi †Kvb cÖKvk¨ ’̄v‡b 
†bvwUk muvwUqv ev jUKvBqv w`qv mswkøó mKj‡K AewnZ Kwi‡eb Ges KvR cybivq ïiæ 
nBevi welqI D³iæ‡c weÁvwcZ Kwi‡eb| 
2. QuvUvB t- †Kvb kÖwgK‡K cÖ‡qvRb AwZwi³Zvi Kvi‡Y †Kvb cÖwZôvb nB‡Z QuvUvB Kiv 
hvB‡e| ‡Kvb kÖwgK hw` †Kvb gvwj‡Ki Aax‡b Awew”Qbœfv‡e Aby¨b GK ermi PvKzix‡Z 
wb‡qvwRb _v‡Kb, Zvnv nB‡j Zvnvi QuvUvB‡qi †ÿ‡Î gvwjK‡K-  
(K) Zvnvi QuvUvB‡qi KviY D‡jøL Kwiqv GK gv‡mi wjwLZ †bvwUk w`‡Z nB‡e, A_ev 
†bvwUk †gqv‡`i Rb¨ †bvwU‡ki cwie‡Z© gRyix cÖ`vb Kwi‡Z nB‡e;  
(L) †bvwU‡ki GKwU Kwc cÖavb cwi`k©K A_ev ZrKZ„©K wba©vwiZ †Kvb Kg©KZ©vi wbKU 
†cÖiY Kwi‡Z nB‡e, Ges  

Aemvb I QuvUvB bxwZgvjv 
(Termination & 

Retrenchment Policy) 

bxwZgvjv ïiæi ZvwiL t 01/01/2009Bs 

ms‡kva‡bi ZvwiL t 01/01/2023Bs 

cieZx© ms‡kva‡bi ZvwiLt 01/01/2024Bs 

ms‡kva‡bi bv¤^vi t 05 

Ref No:  S(S)P-12(05) 
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Av‡iKwU Kwc cÖwZôv‡bi †hŠ_ `i KlvKwl cÖwZwbwa‡K, hw` _v‡K, w`‡Z nB‡e; Ges  
(M) Zvnv‡K ÿwZc~iY eve` Zvnvi cÖ‡Z¨K ermi PvKzixi Rb¨ wÎk w`‡bi gRyix ev 
MÖvPzBwU hw` cÖ‡`q nq, hvnv AwaK nB‡e, cÖ`vb Kwi‡Z nB‡e|  
(3) Dc-aviv (2) G hvnv wKQzB _vKzK bv ‡Kb, aviv 16 (7) Gi Aaxb QuvUvB‡qi †ÿ‡Î 
Dc-aviv (2) (K) G DwjøwLZ †Kvb †bvwU‡ki cÖ‡qvRb nB‡e bv, Z‡e QuvUvBK…Z kÖwgK‡K 
Dc-aviv (2) (M) †gvZv‡eK cÖ‡`q ÿwZc~iY ev MÖvPzBwUi AwZwi³ wnmv‡e Av‡ivI cbi 
w`‡bi gRyix w`‡Z nB‡e|  
(4) †h †ÿ‡Î †Kvb we‡kl ‡kÖbxi kÖwgK‡K QuvUvB Kivi cÖ‡qvRb nq †m †ÿ‡Î, gvwjK 
Ges kÖwg‡Ki g‡a¨ GZ`msµvšÍ †Kvb Pzw³i AeZ©gv‡b, gvwjK D³ †kÖYxi kÖwgKM‡Yi 
g‡a¨ me©‡k‡l wbhy³ kÖwgK‡K QuvUvB Kwi‡eb|  
3. QuvUvBK…Z kÖwg‡Ki cybt wb‡qvM t- ‡h †ÿ‡Î †Kvb kÖwgK‡K QuvUvB Kiv nq Ges 
QuvUvB‡qi GK erm‡ii g‡a¨ gvwjK cybivq †Kvb kÖwgK wb‡qvM Kwi‡Z B”QzK nb, †m 
†ÿ‡Î gvwjK QuvUvBK„Z kÖwg‡Ki me©‡kl Rvbv wVKvbvq †bvwUk †cÖiY Kwiqv Zvnv‡K 
PvKzixi Rb¨ Av‡e`b Kwi‡Z Avnevb RvbvB‡eb, Ges GB Avnev‡b mvov w`qv †Kvb kÖwgK 
cybivq PvKzix cvBevi Rb¨ Av‡e`b Kwi‡j Zvnv‡K wb‡qv‡Mi e¨vcv‡i AMÖvwaKvi †`Iqv 
nB‡e, Ges G iKg GKvwaK QuvUvBK…Z kÖwgK cÖv_x© nB‡j Zvnv‡`i g‡a¨ c~‡e©i PvKzixi 
†R¨ôZvi wfwË‡Z AMÖvwaKvi †`Iqv nB‡e|  
4. PvKyix nB‡Z wWmPvR© t- †Kvb kÖwgK‡K, †Kvb †iwRóvW© wPwKrmK KZ©„K cÖZ¨wqZ, 
kvixwiK ev gvbwmK AÿgZv ev Ae¨nZ fMœ ¯^v‡ ’̄¨i Kvi‡Y PvKzix nB‡Z wWmPvR© Kiv 
hvB‡e|  
wWmPvR©K…Z †Kvb kÖwgK Ab~¨b GK ermi Awew”Qbœ PvKzix m¤ú~Y© Kwi‡j Zvnv‡K gvwjK 
Zvnvi cÖ‡Z¨K ermi PvKzixi Rb¨ ÿwZc~iY wnmv‡e wÎk w`‡bi gRyix A_ev MÖvPyBwU, hw` 
cÖ‡`q nq hvnv AwaK nB‡e, cÖ`vb Kwi‡eb| 
5. Rwigvbv m¤ú‡K© we‡kl weavb t- †Kvb gRyix †gqv‡` cÖ‡`q gRyixi GK `kgvs‡ki 
AwaK cwigvY A_© †Kvb kÖwgK‡K Rwigvbv Kiv hvB‡e bv|  
c‡bi erm‡ii Kg eq¯‹ †Kvb kÖwg‡Ki Dci Rwigvbv Av‡ivc Kiv hvB‡e bv|  
‡Kvb kÖwg‡Ki Dci Av‡ivwcZ Rwigvbv wKw¯Í wfwË‡Z ev Dnv Av‡iv‡ci ZvwiL nB‡Z lvU 
w`b AwZµvšÍ nIqvi ci Av`vq Kiv hvB‡e bv|  
‡Kvb Rwigvbv, †h Aciv‡ai Rb¨ Av‡ivwcZ nBqv‡Q †m Aciva msNU‡bi Zvwi‡LB Dnv 
Av‡ivwcZ nBqv‡Q ewjqv MY¨ nB‡e|  
mKj Rwigvbv Ges Dnvi Av`vq wewa Øviv wba©vwiZ GKwU †iwRóv‡i gvwjK KZ…©K wjwce× 
Kiv nB‡e, Ges Av`vqK…Z Rwigvbv †KejgvÎ cÖwZôv‡b wb‡qvwRZ kÖwgKM‡Yi Kj¨vYgyjK 
Kv‡R e¨q Kiv hvB‡e|  
6. eiLv¯Í, BZ¨vw` e¨ZxZ Ab¨fv‡e gvwjK KZ…©K kÖwg‡Ki PvK zixi Aemvb t-  GB 
Aa¨v‡qi 1. Ab¨Î wea„Z †Kvb cš’v QvovI gvwjK- 
(K) gvwmK gRyixi wfwË‡Z wb‡qvwRZ kÖwg‡Ki †ÿ‡Î, GKkZ wek w`‡bi,  
(L) Ab¨ kÖwg‡Ki †ÿ‡Î, lvU w`‡bi wjwLZ †bvwUk cÖ`vb Kwiqv †Kvb ¯’vqx kÖwg‡Ki 
PvKzixi Aemvb Kwi‡Z cvwi‡eb| 
2. GB Aa¨v‡qi Ab¨Î wea„Z †Kvb cš’v QvovI gvwjK-  
(K) gvwmK gRyixi wfwË‡Z wb‡qvwRZ kÖwg‡Ki †ÿ‡Î, wÎk w`‡bi,  
(L) Ab¨ kÖwg‡Ki †ÿ‡Î, †PŠÏ w`‡bi wjwLZ †bvwUk cÖ`vb Kwiqv †Kvb A ’̄vqx kÖwg‡Ki 
PvKzixi Aemvb Kwi‡Z cvwi‡eb, hw` bv GB Aemvb †h A ’̄vqx KvR m¤úv`‡bi Rb¨ 
kÖwgK‡K wbhy³ Kiv nBqv‡Q Dnv m¤ú~Y© nIqv, eÜ nIqv, wejyß nIqv ev cwiZ¨³ nIqvi 
Kvi‡Y nq| †h †ÿ‡Î gvwjK webv †bvwU‡k †Kvb kÖwg‡Ki PvKyixi Aemvb Kwi‡Z Pv‡nb 
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†m‡ÿ‡Î wZwb Dc-aviv (1) A_ev (2) Gi Aaxb, cª‡`q †bvwU‡ki cwie‡Z© †bvwUk 
†gqv‡`i Rb¨ gRyix cÖ`vb Kwiqv Bnv Kwi‡Z cvwi‡eb| 
(1) †h †ÿ‡Î GB avivi Aaxb †Kvb ¯’vqx kÖwg‡Ki PvKzixi Aemvb Kiv nq †m‡ÿ‡Î gvwjK 
kÖwgK‡K Zvnvi cÖ‡Z¨K m¤ú~Y© erm‡ii PvKzixi Rb¨ ÿwZc~iY wnmv‡e wÎk w`‡bi gRyix, 
A_ev MÖvPzBwU, hw` cª‡`q nq, hvnv AwaK nB‡e, cÖ`vb Kwi‡eb Ges GB ÿwZc~iY GB 
AvB‡bi Aaxb kÖwgK‡K cª‡`q Ab¨vb¨ myweavi AwZwi³ nB‡e| 
7. kÖwg‡Ki PzovšÍ cvIbv cwi‡kv‡ai †gqv` t- Aemi, wWmPvR©, QuvUvB, eiLv¯Í Ges 
PvKzixi Aemvb BZ¨vw` †h †Kvb Kvi‡Y kÖwg‡Ki PvKzixi †Q` NUvi cieZx© m‡e©v”P wÎk 
Kg© w`e‡mi g‡a¨ wb‡qvMKvix KZ©„cÿ KZ©„K D³ kÖwg‡Ki cÖvc¨ mKj cvIbv cwi‡kva 
Kwi‡Z nB‡e| PvKzixi eqm 5 eQi ev Z`~ea© n‡j cÖPwjZ AvBbvbyhvqx mvwf©m †ewbwdU 
cÖ‡hvR¨ n‡e| 

m~Ît 
(Reference) 

G bxwZgvjv evsjv‡`k kªg AvBb 2006 Gi 13, 20, 21, 22, 25, 26 I 30 bs aviv, 
kÖg-wewagvjv-2015, m¤§vwbZ †µZvM‡bi AvPib wewa (Buyer Code of Conduct) 

Ges ILO Kb‡fbkb we‡ePbv c~e©K M„nxZ n‡q‡Q|  

 
 
 

Organogramt 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

Managing Director 

Director 

AGM (Admin, HR & Comp.) G.M (Pro & Plan) 

Deputy / Asst. Manager (Admin, HR & 

Comp.) 

Sr. Officer (Admin, HR & Comp.) 

Welfare Officer 

P.M 

In-Charge 

Supervisor 

GM (Admin, HR & Compliance) 
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bxwZgvjv ev¯Íevqb c×wZt 
(Policy 

Implementation 
Procedure) 

ÒAemvb I QuvUvBÓ Gi †ÿ‡Î ‡g‡Uªv wbwUs GÛ WvBs wgjm wj: GKwU mywbw`©ó 
bxwZgvjv Abymib K‡ib| D³ bxwZgvjvq evsjv‡`k kªg AvBb 2006 Gi aviv 13, 
20, 21, 22, 25, 26 I 30 Abymib K‡i wbgœwjwLZ welq I avc mg~n we‡ePbv 
K‡i _v‡K| 
 

1. cÖwZôvb eÜ ivLv| 

2. QuvUvB c×wZ | 

3. QuvUvBK…Z kÖwg‡Ki cybt wb‡qvM c×wZ| 

4. PvKzix nB‡Z wWmPvR©| 

5. Rwigvbv m¤ú‡K© we‡kl weavb| 

6. eiLv Í̄, BZ¨vw` e¨ZxZ Ab¨fv‡e gvwjK KZ…©K kÖwg‡Ki PvKzixi Aemvb| 

7. kÖwg‡Ki PzovšÍ cvIbv cwi‡kv‡ai †gqv` | 

 
`vwqZ¡cÖvß e¨w³‡`i KvRt 
(Responsibilities 

of Assigned 
Persons) 

e¨e ’̄vcbv cwiPvjK / cwiPvjK t- e¨e¯’vcbv cwiPvjK / cwiPvjK n‡”Q AÎ bxwZgvjv Aby‡gv`bKvix|  
gnve¨e¯’vcK (Drcv`b I cø¨vwbs)t- AÎ bxwZgvjv Ab ymib Ki‡eb Ges bxwZgvjv ev¯Íevqb Kivi Rb¨ 
cÖ‡qvRbxq e¨e¯’v wb‡eb| 
gnve¨e¯’vcK (gvbem¤ú` I cÖkvmb) t- wmwbt e¨e ’̄vcK (gvbem¤ú` I cÖkvmb) wb‡¤§v³ e¨vw³M‡Yi 
gva¨‡g GB bxwZgvjv ev¯Íevqb Ki‡eb|  
gnve¨e¯’vcK (Drcv`b) t- Dc-gnve¨e¯’vcK(Drcv`b) AÎ bxwZgvjv Abymib K‡i wefvMxq cÖav‡bi 
gva¨‡g GB bxwZgvjv ev¯Íevqb Ki‡eb|  
e¨e ’̄vcK (gvbem¤ú` I cÖkvmb) t- AÎ bxwZgvjv Abymib K‡i e¨e¯’vcK wb‡¤§v³ e¨vw³M‡Yi gva¨‡g 
bxwZgvjv ev¯Íevqb Ki‡Z cÖ‡qvRbxq e¨e¯’v wb‡eb Ges gnve¨e¯’vcK (gvbem¤ú` I cÖkvmb) †K AeMZ 
Ki‡eb|  
BbPvR©t- AÎ bxwZgvjv Abymib K‡i Awab¯Í‡`i Kv‡Ri Z`viwK Ki‡eb Ges e¨e¯’vcK (Drcv`b) †K 
AeMZ Ki‡eb|  
mycvifvBRvit- AÎ bxwZgvjv Abymib K‡i Awab¯Í‡`i Kv‡Ri Z`viwK Ki‡eb Ges BbPvR© (Drcv`b) 
†K AeMZ Ki‡eb| 
cÖkvmwbK Kg©KZ©v t- AÎ bxwZgvjv Abymib K‡i KviLvbvi mKj‡K GB wel‡q m‡PZb Kivi Rb¨ 
ÒAemvb I QuvUvBÓ bxwZgvjv †bvwUk‡ev‡W© Uvwb‡q w`‡eb Ges ÒAemvb I QuvUvBÓ bxwZgvjv Abymib Kiv 
n‡”Q wK bv Zv wbwðZ Kivi Rb¨ gvbem¤ú`, cÖkvmb I Kj¨vbKg©KZ©vMb  m`v mRvM _vK‡eb| 
Kj¨vb Kg©KZ©v t- AÎ bxwZgvjv Abymib K‡i KviLvbvi mKj‡K GB wel‡q m‡PZb Kivi Rb¨ ÒAemvb 
I QuvUvBÓ m¤ú‡K© mKj‡K cÖ‡qvRbxq cÖwk¶b cÖ`vb Ki‡eb Ges †Kv_vI Gi e¨vwZµg cwijw¶Z n‡j 
KZ…©c‡¶i mnvqZvq cÖ‡qvRbxq e¨ve¯’v wb‡eb| 
bxwZgvjv cwicwš’ †Kvb NUbv hw` N‡U Z‡e Zv wbgœwjwLZ Dcv‡q Z`šÍ mv‡c‡¶ mgvavb Ki‡eb| 
Awf‡hvM (Complain) t- †g‡Uªv wbwUs GÛ WvBs wgjm& wjt ‡Z Kg©iZ †h ‡Kvb Kg©KZ©v, Kg©Pvix I 
kªwg‡Ki weiæ‡×Ó ÒAemvb I QuvUvBÓ bxwZgvjv cwicš’x †Kvb Awf‡hvM cvIqv †M‡j `vwqZ¡cÖvß e¨w³MY 
Zvi weiæ‡× kvw¯Íg~jK e¨e¯’v MÖnY Ki‡Z cvi‡eb| 
Z`šÍ (Investigation) t- G ai‡bi †Kvb Awf‡hvM cvIqv †M‡j Zr¶wYKfv‡e cÖ‡qvRbxq AvBbvbyM 
e¨e ’̄v MÖnY Kiv n‡e| 
bw_cÎ msi¶Y (Documentation) t- G msµvšÍ mgy`q bw_cÎvw` gvbe m¤ú` wefv‡M msi¶Y Kiv 
n‡e Ges cieZ©x †h‡Kvb mg‡q Zv hvPvB Kivi Rb¨ msiw¶Z _vK‡e| 
kvw¯Íg~jK e¨e ’̄vmgyn (Sanctions) t- GB bxwZgvjv cwicwš’ †Kvb Kv‡R †Kn wjß n‡j Zvi weiæ‡× 
cÖPwjZ AvBbvbyM e¨e ’̄v †bIqv n‡e| 

mivmwi ch©‡e¶bt 
(Directly 

Monitoring) 

Kj¨vbKg©KZ©v, gvbem¤ú` Kg©KZ©v, e¨e ’̄vcK, wmwbt e¨e ’̄vcK (gvbem¤ú`, cÖkvmb I 
Kgcøv‡qÝ)| 
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cÖwk¶Y I bw_e×KiYt 
(Training & Documentation)| 

`vwqZ¡cÖvß e¨w³ Kg©‡¶‡Î cÖwk¶‡Yi gva¨‡g kªwgK Kg©PvixMY‡K ÒAemvb I QuvUvBÓ bxwZgvjv 
m¤ú‡K© AewnZ Ki‡eb Ges kªwgK‡`i †gŠwjK gvbewaKvi wbwðZ Kivi Rb¨ cÖ‡qvRbxq c`‡¶c 
wb‡eb Ges Kg©‡¶‡Î Gi cÖ‡qv‡Mi w`Kwb‡`©kbv w`‡eb Ges G msµvšÍ mKj †iKW© msi¶Y 
Ki‡eb| 

`wjjv`x msiÿY c×wZt 
(Documents Keeping 

Procedure) 
 

‡g‡Uªv wbwUs GÛ WvBs wgjm wj: G wb‡qvwRZ mKj kªwgK I Kg©Pvix †hb †¯̂”Qvq ÒAemvb 

I QuvUvBÓ Gi ‡ÿ‡Î ‡h †Kvb cÖ‡qvR‡b AskMÖnb I †hvMv‡hvM Ki‡Z cv‡i †m j‡ÿ¨ 

GKwU KwgwU Øviv mve©ÿwbK gwbUwis Kiv nq| G msµvšÍ ‡Kvb Awf‡hvM Avm‡j Zv AwZ 

¸iæ‡Z¡i mv‡_ †`Lv nq Ges Zvi mwVK mgvavb mn GKwU †iwRóv‡i msiÿY Kiv nq Ges 

Zv wc, G wm‡ó‡g Rvwb‡q ‡`Iqv nq I Zvi †iKW© wc, G wm‡óg †iwRóv‡i msiÿY Kiv 

nq| G QvovI Awf‡hvM ev· n‡Z G msµvšÍ †Kvb Awf‡hvM cvIqv †M‡j Zv mv‡_ mv‡_ 

Z`šÍ Kiv nq Ges Zvi †iKW© msiÿb Kiv nq|     

bxwZgvjv ev¯Íevqb I m‡PZbZv 
e„w×| 

(Policy 
Implementation & 
awareness create) 

K) Kj¨vb Kg©KZ©v GB bxwZgvjv m¤ú‡K© mK‡ji g‡a¨ m‡PZb Kvivi Rb¨ Bnv †bvwUk ‡ev‡W© 
Uvwb‡q w`‡eb| 
L) KviLvbvi gvbem¤ú` I Kj¨vbKg©KZ©vMb  GB bxwZgvjv m¤ú‡K© mswkøó mKj‡K cÖ‡qvRbxq 
cªwk¶Y cÖ`vb Ki‡eb| 
M) GB bxwZgvjv h_vhZfv‡e cvjb Kiv n‡”Q wKbv Zv wbwðZ Ki‡Z cÖwZgv‡mB Dc-gnv 
e¨e ’̄vcK (gvbem¤ú`, cÖkvmb I Kgcøv‡qÝ) KZ…©K g‡bvbxZ cÖwZwbwa KviLvbv cwi`k©b Ki‡eb 
I wi‡cvU© †ck Ki‡eb| 
N) Af¨šÍixb wbixÿK, Kj¨vbKg©KZ©vMb Ges †Mvcbxq Aby‡hvM Gi wfwË‡Z ev Awf‡hvM ev· 
n‡Z cvIqv Awf‡hv‡Mi wfwË‡Z Z`šÍ mv‡c‡¶ kvw Í̄g~jK e¨e ’̄v MÖnY Kiv n‡e| 

djveZ©b wbqš¿bt 
(Feed Back & Control) 

K) GB bxwZgvjv h_vhZfv‡e cvjb Kiv n‡”Q wKbv Zv wbwðZ Ki‡Z GKwU †PKwj÷ 
‰Zix Kiv n‡q‡Q| KviLvbvi gvmem¤ú` cÖwZwbwa Ges Kj¨vbKg©KZ©v GB †PKwj÷ 
Abymib K‡i bxwZgvjvi h_vhZ ev Í̄evqb n‡”Q wKbv Zvi wdWe¨vK MÖnY Ki‡eb| 
L) GB bxwZgvjv h_vhZfv‡e cvjb Kiv n‡”Q wKbv Zv wbwðZ Ki‡Z cÖwZgv‡mB Dc-gnv 
e¨e ’̄vcK (gvbem¤ú`, cÖkvmb I Kgcøv‡qÝ) KZ…©K g‡bvbxZ cÖwZwbwa KviLvbv cwi`k©b 
Ki‡eb I D³ †PKwj÷ †_‡K wdWe¨vK wb‡eb I  wi‡cvU© †ck Ki‡eb| 
M) Af¨šÍixb wbixÿK, Kj¨vbKg©KZ©vMb Ges †Mvcbxq Aby‡hvM Gi wfwË‡Z ev Awf‡hvM 
ev· n‡Z cvIqv Awf‡hv‡Mi wfwË‡Z Z`šÍ mv‡c‡¶ AvBbvbyM e¨e¯’v MÖnY Kiv n‡e| 
N) KviLvbv n‡Z G msµvšÍ †h ‡Kvb Awf‡hvM cvIqv gvÎB Z`šÍ mv‡c‡¶ hvPvB K‡i 
Awf‡hvMKvix‡K Zvi Awf‡hv‡Mi mZ¨Zv Rvbv‡bv Ges †KD wg_¨v Awf‡hvM cÖ`vb K‡i 
Zvi weiæ‡×I Z`šÍ mv‡c‡¶ AvBbvbyM e¨e¯’v MÖnY Kiv n‡e| 

DcwiD³ Av‡jvPbv n‡Z GB wm×v‡šÍ DcbxZ nIqv hvq †h, mf¨Zvi µgweKv‡ki mv‡_ mv‡_ Mv‡g©›Um wk‡íi Pvwn`v w`b 
w`b †e‡oB Pj‡Q| evsjv‡`‡ki ˆZwi †cvlvK wk‡íi gvb BwZg‡a¨B ewnt we‡k¦ GKwU ¯̂Zš¿ cwiPq Lyu‡R †c‡Z m¶g 
n‡q‡Q| ZvB GB wk‡íi gva¨‡g ˆe‡`wkK gy ª̀v AR©‡bi GB MwZ‡K Z¡ivwš^Z Ki‡Z n‡j, GB wkí‡K evuwP‡q ivL‡Z n‡j 
cÖ_‡gB „̀wócvZ Ki‡Z n‡e Gi cªvY kw³i w`‡K| Avi Zv n‡jv GB wk‡í Kg©iZ kªwgK-Kg©PvixMb| KviLvbvq ÒAemvb 
I QuvUvBÓ bxwZgvjv ev¯ÍevwqZ n‡j cÖwZwU kªwgK-Kg©Pvix‡K ¯̂-¯^ K‡g© Av‡iv AbycÖvwYZ Ki‡e| 

 
 
 

Aemvb I QvuUvB bxwZgvjv hvPvBKib 
Termination & Retrenchment Policy Check List 
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KviLvbvi bvg t †g‡Uªv wbwUs GÛ WvBs wgjm& wjt  
bxwZgvjv  bvgt Aemvb I QuvUvB bxwZgvjv 
wbixÿKt------------------------------------- 
ZvwiLt-------------------------------------- 
 

µwgK 
bs 

hvPvBKib welq n¨vu bv gšÍe¨ 

1 Aemvb I QuvUvB bxwZgvjvwU  †bvwUk †ev‡W© Uvwb‡q ‡`qv n‡q‡Q wKbv ?    
2 GB bxwZgvjv m¤ú‡K© mswkøó mKj‡K cÖ‡qvRbxq cªwk¶Y cÖ`vb Kiv nq wKbv ?    
3 ÒAemvb I QuvUvBÓ bxwZgvjv m¤ú‡K© mK‡jB m‡PZb wKbv|    
4 mKj kªwgK I Kg©Pvix, †Kvb e¨w³ ev cÖwZôv‡bi cÖ‡ivPbvq cÖ‡ivwPZ bv n‡q ¯̂vaxbfv‡e KvR Ki‡Z 

cv‡i nq wKbv ? 
   

5 c‡bi erm‡ii Kg eq¯‹ †Kvb kÖwg‡Ki Dci Rwigvbv Av‡ivc Kiv nq wKbv ?    
6 gvwjK KZ…©K kÖwg‡Ki PvKzixi Aemvb n‡j gvwmK gRyixi wfwË‡Z wb‡qvwRZ kÖwg‡Ki †ÿ‡Î, GKkZ 

wek w`‡bi, Ges Ab¨ kÖwg‡Ki †ÿ‡Î, lvU w`‡bi wjwLZ †bvwUk cÖ`vb Kwiqv †Kvb ’̄vqx kÖwg‡Ki 
PvKzixi Aemvb Kiv nq wK bv? 

   

7  Aemi, wWmPvR©, QuvUvB, eiLv Í̄ Ges PvKzixi Aemvb BZ¨vw` Kvi‡Y kÖwg‡Ki PvKzixi †Q` NUvi 
cieZx© m‡e©v”P wÎk Kg© w`e‡mi g‡a¨ D³ kÖwg‡Ki cÖvc¨ mKj cvIbv cwi‡kva Kiv nq wK bv? 

   

8 PvKzixi eqm 5 eQi Z ~̀ea© n‡j cÖPwjZ AvBbvbyhvqx mvwf©m †ewbwdU cwi‡kva Kiv nq wK bv?    
9 G bxwZgvjv evsjv‡`k kªg AvBb 2006, kÖg-wewagvjv-2015, m¤§vwbZ †µZvM‡bi AvPib wewa Ges 

ILO Kb‡fbkb we‡ePbv c~e©K M„nxZ nq wK bv? 
   

10 Kg©KZ©v, Kg©Pvix I kªwg‡Ki weiæ‡×Ó Ò Aemvb I QuvUvBÓ bxwZgvjv cwicš’x †Kvb Awf‡hvM 
cvIqv †M‡j `vwqZ¡cÖvß e¨w³MY Zvi weiæ‡× kvw¯Íg~jK e¨e¯’v MÖnY Ki‡Z cvi‡eb| 

   

11 G ai‡bi †Kvb Awf‡hvM cvIqv †M‡j Zr¶wYKfv‡e cÖ‡qvRbxq AvBbvbyM e¨e ’̄v MÖnY Kiv nq 
wK bv? 

   

12 GB bxwZgvjv cwicwš’ †Kvb Kv‡R †Kn wjß n‡j Zvi weiæ‡× cÖPwjZ AvBbvbyM e¨e¯’v †bIqv 
nq wK bv? 

   

13 KviLvbv n‡Z G msµvšÍ †h ‡Kvb Awf‡hvM cvIqv gvÎB Z`šÍ mv‡c‡¶ hvPvB K‡i 
Awf‡hvMKvix‡K Zvi Awf‡hv‡Mi mZ¨Zv Rvbv‡bv nq wK bv? 

   

14 †KD wg_¨v Awf‡hvM cÖ`vb Ki‡j Zvi weiæ‡× Z`šÍ mv‡c‡¶ AvBbvbyM e¨e¯’v MÖnY Kiv nq 
wK bv? 
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                         mwgwZ MV‡bi ¯^vaxbZv I †hŠ_ `i KlvKwl bxwZgvjv  

             (Freedom of Association & Collective Bargaining Policy)   
 

 
‡Kv¤úvbx bxwZgvjvt 
(Company Policy)  

‡g‡Uªv wbwUs GÛ WvBs wgjm wj: GKwU 100% ißvbxg~Lx bxU K‡¤úvwRU †cvkvK cÖ¯‘ZKvix 
¯^bvgab¨ cÖwZôvb| GB cÖwZôv‡b wb‡qvwRZ mKj kªwgK Kg©Pvixi hveZxq AwaKvi I 
my‡hvM myweav ILO Kb‡fbkb, evsjv‡`k kÖgAvBb 2006, kÖg wewagvjv 2015 I 
m¤§vwbZ †µZvM‡bi AvPib wewa (Buyer Code Of Conduct) Abyhvqx cwiPvwjZ 
nq| ‡g‡Uªv KZ…©c¶ mwgwZ MV‡bi ¯^vaxbZv I †hŠ_ `i KlvKwli †¶‡Î GKwU mywbw`©ó 
bxZgvjv AbymiY K‡i _v‡Kb| 

cÖwZkÖæwZt 

(Commitment) 
†g‡Uªv KZ…©cÿ KviLvbvi Drcv`b e„w×i j‡¶¨ GKwU my›`i I wbivc` Kv‡Ri cwi‡ek m„wó 
Ki‡Z GKwU myôz I MÖnb‡hvM¨ mwgwZ MV‡bi ¯̂vaxbZv I †hŠ_ `i KlvKwl bxwZgvjv cÖbqb 
K‡ib| 

 

D‡Ïk¨t 
 (Objective)  

 cÖ‡Z¨K kÖwgK I Kg©Pvix‡K m¤§vb I gh©v`vi cwi‡e‡k KvR Ki‡Z †`qvi j‡¶¨ Ggb 
GKwU bxwZgvjv cÖYqb Kiv hv kÖwgK I Kg©PvixM‡bi Rb¨ mwgwZ MV‡bi ¯̂vaxbZv I †hŠ_ 
`i KlvKwli gva¨‡g †h †Kvb ai‡bi mgm¨vi mgvavb K‡i GKwU my›`i my-k„sLj Kg© 
cwi‡ek m„wó Kiv|  

 
 

bxwZgvjvi AvIZvt 
(Scope) 

‡g‡Uªv wbwUs GÛ WvBs wgjm wj:  G wb‡qvwRZ mKj kªwgK I Kg©Pvixi Rb¨ G bxwZgvjv 
cÖ‡hvR¨ n‡e| GKB mv‡_ ‡g‡Uªv wbwUs GÛ WvBs wgjm wj: Gi mv‡_ hviv e¨emvqxK wewfbœ 
Kg©K‡Û RwoZ Zv‡`i †¶‡ÎI G bxwZgvjv cÖ‡hvR¨ n‡e| 

 

m~Ît 
(Reference)  

GB bxwZgvjv evsjv‡`k kªg AvBb 2006, kÖgwewagvjv 2015, m¤§vbxZ ‡µZvM‡Yi 
AvPib wewa (Buyer Code of Conduct) Ges ILO Kb‡fbkb we‡ePbv c~e©K 
M„nxZ n‡q‡Q|  

 
 
 
 
 
 
Organogram 

 
 
 
 
 
 
 
 
 
 

bxwZgvjv ev¯Íevqb c×wZt 
(Policy 

‡g‡Uªv wbwUs GÛ WvBs wgjm wj G evsjv‡`k kªg AvBb ,2006 Gi 176 avivq gvwjK Ges 

kªwgK Dfq‡KB cQ›` gvwdK mwgwZ MVb Kivi ¯^vaxbZv †`Iqv n‡q‡Q| kªg AvB‡bi G 

mwgwZ MV‡bi ¯̂vaxbZv I †hŠ_ `i KlvKwl 
bxwZgvjv  

bxwZgvjv ïiæi ZvwiL t 01/01/2009Bs 

ms‡kva‡bi ZvwiL t 01/01/2023Bs 

cieZx© ms‡kva‡bi ZvwiL t 3/01/2024Bs 

ms‡kva‡bi bv¤^vi t 05 

Ref No:  S(S)P-24(05) 

MD / Director 

GM (Admin, HR & Com.) GM (Pro. & Plan,) 

AGM (Admin, HR & Com.) 

Deputy/Asst. Manager (Admin, HR 
& Com.) 

Welfare Officer 
(Admin, HR & Com.) 

PM 

In-charge 

Supervisor Sr. Officer (Admin, HR & Com.) 
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Implementation 
Procedure)   

weavb cÖewZ©Z n‡q‡Q AvB Gj I Kb‡fbkb bs 87 Gi Av‡jv‡K Ges evsjv‡`k kªg 

AvBb 2006 Gi 2 avivq (52) bs Aby‡”Q‡`i msÁv Abymv‡i Ò†hŠ_ `iKlvKwl cÖwZwbwaÓ 

bxwZ mg~n ev¯ÍevwqZ n‡e|  

1| ¯^vaxb msMVb t ‡cvlvK wkí cÖwZôvb Kg©Pvix‡`i AwaKvi ms¶iY Ges †h †Kvb 

msMVb Kivi c~Y© AwaKvi I gh©v`v cÖ`vb K‡i| Avgv‡`i wkí cÖwZôv‡bi GKwU KwgwU 

i‡q‡Q hv AskMÖnY KwgwU(wc,wm) KwgwU bv‡g cwiwPZ|  gvwjK I kªwgK Dfq c‡¶i 

cÖwZwbwa‡`i wb‡q G KwgwU MwVZ| kªwgKMY ¯̂vaxbfv‡e Zv‡`i gZvgZ cÖwZwbwa‡`i 

gva¨‡g KZ…©c‡¶i wbKU Rvbv‡Z cv‡ib Ab¨w`‡K gvwjK c¶I KwgwUi DÌvwcZ wewfbœ 

mgm¨vejxi mgvavb w`‡q _v‡Kb| G QvovI Uq‡j‡U iw¶Z Awf‡hvM ev‡·i gva¨‡g 

kªwgKMY Zv‡`i Awf‡hvM Rvbv‡Z cv‡ib| cÖwZ mßv‡ni kwbevi Awf‡hvM/civgk© ev· 

†Lvjv nq|  

K. †f`v‡f` wbwe©‡k‡l †h ‡Kvb cÖKvi c~e© AbygwZ QvovB †Kej mswkøó msMV‡bi 

wewagvjv mv‡c‡¶ wb‡R‡`i cQ›`gZ mwgwZ MV‡bi Ges mwgwZ‡Z †hvM`v‡bi 

AwaKvi mKj †kªYxi kªwgK‡`i Av‡Q| 

L.  kªwgK I Kg©Pvix mwgwZ mg~‡ni wbR¯̂ msweavb I wewagvjv cÖbq‡bi, m¤ú~Y© 

¯^vaxbfv‡e cÖwZwbwa wbe©vPb, Kg©ZrciZv msweavb I wewagvjv cÖbq‡bi m¤ú~Y© 

¯^vaxbfv‡e cÖwZwbwa wbe©vP‡bi, Kg©ZrciZv msMVb mwgwZ cÖkvmb I Kg©m ~Px cÖbq‡bi 

AwaKvi _vK‡e|  

M. A‡iwRwóªK…Z A_ev †iwR‡ókb evwZj n‡q‡Q Ggb †Kvb †UªW BDwbq‡bi m`m¨iv †UªW 

BDwbq‡bi KvR Pvjv‡Z cvi‡e bv|  

N. ‡Kvb kªwgK GKB mg‡q GKvwaK †UªW BDwbq‡bi m`m¨ c` MÖnY ev m`m¨ c` 

Ae¨vnZ ivL‡Z cv‡i bv|  

2| KZ…©c‡¶i eva¨evaKZv t 
K. KZ…©c¶ †Kvb e¨w³i Dci †UªW BDwbq‡b †hvM`v‡bi ev †UªW BDwbq‡bi m`m¨ 

c` envj ivLvi AwaKvi nib K‡i †Kvb kZ© Av‡ivc Ki‡Z cvi‡e bv|  

L.  ‡Kvb e¨w³ †Kvb †UªW BDwbq‡bi m`m¨ ev Kg©KZ©v c‡` envj Av‡Qb ev bv 

Av‡Qb, Zvi wfwË‡Z PvKzix cÖ`v‡bi PvKzix‡Z envj ivL‡Z A¯̂xKvi Ki‡Z 

cvi‡e bv| 

M.  †Kvb e¨w³ †Kvb †UªW BDwbq‡bi m`m¨ Av‡Qb wKbv Zvi wfwË‡Z PvKzix‡Z 
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wbhyw³, c‡`vbœwZ, PvKzixi kZ© ev Kv‡Ri kZ© wba©vi‡b ˆelg¨ Ki‡Z cvi‡e bv| 

N. †Kvb †UªW BDwbq‡bi m`m¨ ev Kg©KZ©v n‡q‡Qb ev nevi B”Qv †cvlb K‡i‡Qb 

A_ev m`m¨ ev Kg©KZ©v nevi Rb¨ †Kvb e¨w³‡K m¤§Z Kivi †Póv K‡i‡Qb 

A_ev †Kvb †UªW BDwbqb MV‡bi, Dbœq‡bi ev Kg© ZrciZv Pvjv‡bvi Kv‡R 

AskMÖn‡bi Rb¨ †Kvb kªwgK‡K PvKzix †_‡K eiLv¯Í, c`PzZ ev Acmvi‡bi 

ûgwK wKsev PvKzix ¶wZMÖ ’̄ ûgwK †`qv hv‡e bv|  

O. †Kvb e¨w³‡K ‡UªW BDwbq‡bi m`m¨ ev Kg©KZ©v n‡q _vK‡j Zv eR©‡bi Rb¨ 

cÖjyä Kiv hv‡e bv|  

P. fxwZ cÖ`k©b, `gbbxwZ Pvc cÖ‡hvM A_ev AvnZ K‡i †Kvb kªwgK‡K †Kvb 

Pzw³‡Z ¯^v¶i Ki‡Z eva¨ Kiv hv‡e bv|  

Q.  wbe©vPb PvjvKvjxb mg‡q KZ…©c¶ †Kvbiƒc n Í̄‡¶c ev cÖfve we¯Ívi Ki‡Z 

cvi‡e bv|  

R. ˆea ag©NU PjvKvjxb mg‡q KZ…©c¶ bZzb †Kvb kªwgK wb‡qvM Ki‡Z cvi‡e bv|  
  

3| kªwgK‡`i eva¨evaKZv t  

K. KvR PjvKvjxb mg‡q †Kvb kªwgK‡K †UªW BDwbq‡b †hvM`v‡bi Rb¨ ev †hvM`vb 
†_‡K weiZ _vKvi Rb¨ m¤§Z Kivi †Póv Kiv hv‡e bv| 

L. †UªW BDwbq‡bi m`m¨ ev Kg©KZ©v nevi Rb¨ A_ev weiZ _vKvi Rb¨ A_ev 
m`m¨ ev Kg©KZ©v c‡` envj _vKvi Rb¨ m¤§Z Kivi †Póv Kiv hv‡e bv| 

M. fxwZ cÖ`k©b, `gbbxwZ, Pvc cÖ‡qvM, AvU‡K ‡i‡L A_ev AvnZ K‡i †Kvb 
kªwgK‡K †UªW BDwbq‡bi Puv`v w`‡Z ev weiZ _vK‡Z eva¨ ev †Póv Kiv hv‡e 
bv|  

N. †Kvb kªwg‡Ki ag©NU PjvKvjxb mg‡q †Kvb †UªW BDwbq‡bi †Kvbiƒc n¯Í‡¶c ev 
cÖfve we Í̄vi Ki‡Z cvi‡e bv|  
 

kÖwgKMY †Kv¤úvbxi bxwZgvjv Z_v my‡hvM myweav, AwaKvi BZ¨vw` wel‡q †ebv‡g cwiPq 
†MvcY K‡i ev cwiPq cÖKvk K‡i GB m¤úwK©Z bxwZgvjv cwieZ©b, cwiea©b, ms‡kvab I 
civgk© cÖ`vb Ki‡Z cv‡ib| GB Rb¨ †g‡Uªv KZ…©cÿ GB ai‡Yi D‡`¨vM‡K ¯̂vMZ Rvbvq| 
kÖwg‡Ki GB ai‡Yi cÖ¯Íve we‡ePbvc~e©K KZ…©cÿ bxwZgvjv ms‡kva‡Yi cwieZ©b ev 
cwiea‡Yi c`‡ÿc MÖnY Ki‡e| 

`vwqZ¡cÖvß e¨w³e‡M©i KvRt 
(Responsibilities 
of Assigned 
Persons)t 

e¨e ’̄vcbv cwiPvjK / cwiPvjK t- e¨e ’̄vcbv cwiPvjK / cwiPvjK n‡”Q AÎ bxwZgvjv Aby‡gv` 
`vbKvix|  
gnve¨e ’̄vcK(Drcv`b I cø¨vwbs) t- AÎ bxwZgvjv Abymib Ki‡eb Ges bxwZgvjv ev Í̄evqb Kivi 
Rb¨ cÖ‡qvRbxq e¨e ’̄v wb‡eb| 
gnve¨e ’̄vcK (gvbem¤ú` I cÖkvmb) t- gnve¨e ’̄vcK (gvbem¤ú` I cÖkvmb) wb‡¤§v³ 
e¨w³M‡Yi gva¨‡g GB bxwZgvjv ev Í̄evqb Ki‡eb|  
gnve¨e ’̄vcK(Drcv`b) t- gnve¨e ’̄vcK(Drcv`b) AÎ bxwZgvjv Abymib K‡i wefvMxq cÖav‡bi 
gva¨‡g GB bxwZgvjv ev Í̄evqb Ki‡eb|  
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mnKvix gnve¨e ’̄vcK (gvbem¤ú` I cÖkvmb) t- AÎ bxwZgvjv Abymib K‡i e¨e ’̄vcK wb‡¤§v³ 
e¨w³M‡Yi gva¨‡g bxwZgvjv ev Í̄evqb Ki‡Z cÖ‡qvRbxq e¨e ’̄v wb‡eb Ges gnve¨e ’̄vcK 
(gvbem¤ú` I cÖkvmb) †K AeMZ Ki‡eb|  
e¨e ’̄vcK (Drcv`b) t- AÎ bxwZgvjv Abymib K‡i kªwgK‡`i Kv‡Ri Z`viwK Ki‡eb Ges Dc-
gnve¨e ’̄vcK (Drcv`b) †K AeMZ Ki‡eb| 
BbPvR© (Drcv`b) t- AÎ bxwZgvjv Abymib K‡i Zvi Awab ’̄‡`i Z`viwK Ki‡eb Ges e¨e¯’vcK 
(Drcv`b) †K AeMZ Ki‡eb| 
mycvifvBRvi (Drcv`b) t- AÎ bxwZgvjv Abymib K‡i Zvi Awab ’̄‡`i Z`viwK Ki‡eb Ges 
BbPvR© (Drcv`b I cø¨vwbs ) †K AeMZ Ki‡eb| 
gvbem¤ú` I cÖkvmwbK Kg©KZ©v t- AÎ bxwZgvjv Abymib K‡i KviLvbvi mKj‡K GB wel‡q 
m‡PZb Kivi Rb¨ ÒmwgwZ MV‡bi ¯^vaxbZv I †hŠ_ `i KlvKwl bxwZgvjvÓ †bvwUk‡ev‡W© Uvwb‡q 
w`‡eb Ges ÒmwgwZ MV‡bi ¯̂vaxbZv I †hŠ_ `i KlvKwl bxwZgvjvÓ Abymib Kiv n‡”Q wK bv Zv 
wbwðZ Kivi Rb¨ gvbem¤ú` I cÖkvmb, Kgcøv‡qÝ Ges Kj¨vbKg©KZ©vMb m`v mRvM _vK‡eb| 
Kj¨vb Kg©KZ©v t- AÎ bxwZgvjv Abymib K‡i KviLvbvi mKj‡K GB wel‡q m‡PZb Kivi Rb¨ 
ÒmwgwZ MV‡bi ¯̂vaxbZv I †hŠ_ `i KlvKwl bxwZgvjvÓ m¤ú‡K© mKj‡K cÖ‡qvRbxq cÖwk¶b 
cÖ`vb Ki‡eb Ges †Kv_vI Gi e¨wZµg cwijw¶Z n‡j KZ…©c‡¶i mnvqZvq cÖ‡qvRbxq e¨e ’̄v 
wb‡eb| 
 

bxwZgvjv cwicš’x †Kvb NUbv hw` N‡U Z‡e Zv wbgœwjwLZ Dcv‡q Z`šÍ mv‡c‡¶ mgvavb Ki‡eb| 
Awf‡hvM (Complain) t- †g‡Uªv wbwUs GÛ WvBs wgjm& wjt ‡Z Kg©iZ †h ‡Kvb Kg©KZ©v, 
Kg©Pvix I kªwg‡Ki weiæ‡× ÒmwgwZ MV‡bi ¯̂vaxbZv I †hŠ_ `i KlvKwl bxwZgvjvÓ cwicš’x †Kvb 
Awf‡hvM cvIqv †M‡j `vwqZ¡cÖvß e¨w³MY Zvi weiæ‡× kvw Í̄g~jK e¨e ’̄v MÖnY Ki‡Z cvi‡eb| 
Z`šÍ (Investigation) t- G ai‡bi †Kvb Awf‡hvM cvIqv †M‡j Zr¶wYKfv‡e cÖ‡qvRbxq 
AvBbvbyM e¨e ’̄v MÖnY Kiv n‡e| 
bw_cÎ msi¶Y (Documentation) t- G msµvšÍ mgy`q bw_cÎvw` gvbe m¤ú` wefv‡M 
msi¶Y Kiv n‡e Ges cieZ©x †h‡Kvb mg‡q Zv hvPvB Kivi Rb¨ msiw¶Z _vK‡e| 
kvw Í̄g~jK e¨e ’̄vmgyn (Sanctions) t- GB bxwZgvjv cwicš’x †Kvb Kv‡R †Kn wjß n‡j Zvi 
weiæ‡× cÖPwjZ AvBbvbyM e¨e ’̄v †bIqv n‡e| 

mivmwi ch©‡e¶bt 
(Directly 
Monitoring)  

Kj¨vb Kg©KZ©v, gvbem¤ú` Kg©KZ©v, mnt e¨e ’̄vcK (gvbem¤ú`, cÖkvmb I Kgcøv‡qÝ), 
wmwbt e¨e¯’vcK (gvbem¤ú`, cÖkvmb I Kgcøv‡qÝ), gnve¨e ’̄vcK (gvbem¤ú`, cÖkvmb I 
Kgcøv‡qÝ)| 

cÖwk¶Y I bw_e×KiYt 
(Training & Documentation) 

`vwqZ¡cÖvß e¨w³ Kg©‡¶‡Î cÖwk¶‡Yi gva¨‡g kªwgK Kg©PvixMY‡K mwgwZ MV‡bi ¯^vaxbZv I 

†hŠ_ `i KlvKwl bxwZgvjv m¤ú‡K© AewnZ Ki‡eb Ges kªwgK‡`i †gŠwjK gvbewaKvi 
wbwðZ Kivi Rb¨ cÖ‡qvRbxq c`‡¶c wb‡eb Ges Kg©‡¶‡Î Gi cÖ‡qv‡Mi w`Kwb‡`©kbv 
w`‡eb Ges G msµvšÍ mKj (Documentation) mgy`q bw_cÎvw` gvbe m¤ú` wefv‡M 
msi¶Y Kiv n‡e Ges cieZ©x †h ‡Kvb mg‡q Zv hvPvB Kivi Rb¨ msiw¶Z _vK‡e| 

 

`wjjv`x msiÿb c×wZt 

(Documents 
Keeping 
Procedure)  

kÖwgK Kg©Pvix‡`i‡K ÒmwgwZ MV‡bi ¯̂vaxbZv I †hŠ_ `i KlvKwl bxwZgvjvÓ m¤ú‡K© cÖ‡qvRbxq 
cÖwkÿb cÖ`v‡bi ci cÖwkÿ‡bi hveZxq `wjjv`x ‡hgb cÖwkÿ‡bi welqe Í̄, cÖwkÿ‡bi Qwe, 
cÖwkÿ‡b Dcw ’̄wZi ¯̂vÿi cÖf…wZ gvbem¤ú` wefvM dvBj AvKv‡i msiÿb Ki‡e| 
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bxwZgvjv ev¯Íevqb I m‡PZbZv 
e„w×t (Policy 
Implementation & 
Awareness  Create) 

K) Kj¨vbKg©KZ©v GB bxwZgvjv m¤ú‡K© mK‡ji g‡a¨ m‡PZb Kvivi Rb¨ Bnv 
†bvwUk‡ev‡W© Uvwb‡q w`‡eb| 
L) KviLvbvi gvbem¤ú` I Kj¨vbKg©KZ©vMY GB bxwZgvjv m¤ú‡K© mswkøó mKj‡K 
cÖ‡qvRbxq cªwk¶Y cÖ`vb Ki‡eb| 
M) GB bxwZgvjv h_vhZfv‡e cvjb Kiv n‡”Q wKbv Zv wbwðZ Ki‡Z cÖwZgv‡mB wmwbt 
e¨e ’̄vcK (gvbem¤ú`, cÖkvmb  I Kgcøv‡qÝ) KZ…©K g‡bvbxZ cÖwZwbwa KviLvbv cwi`k©b 
Ki‡eb I wi‡cvU© †ck Ki‡eb| 

djveZ©b I wbqš¿bt 
 (Feed Back & 
Control)  

K) GB bxwZgvjv h_vhZfv‡e cvjb Kiv n‡”Q wKbv Zv wbwðZ Ki‡Z GKwU †PKwj÷ 
‰Zix Kiv n‡q‡Q| KviLvbvi gvbem¤ú` I Kj¨vbKg©KZ©vMY GB †PKwj÷ Abymib K‡i 
bxwZgvjvi h_vhZ ev Í̄evqb n‡”Q wKbv Zvi wdWe¨vK MÖnY Ki‡eb| 
L) GB bxwZgvjv h_vhZfv‡e cvjb Kiv n‡”Q wKbv Zv wbwðZ Ki‡Z cÖwZgv‡mB wmwbt 
e¨e¯’vcK (gvbem¤ú`, cÖkvmb  I Kgcøv‡qÝ) KZ…©K g‡bvbxZ cÖwZwbwa KviLvbv cwi`k©b 
Ki‡eb I D³ †PKwj÷ †_‡K wdWe¨vK wb‡eb Ges wi‡cvU© †ck Ki‡eb| 
M) AÎ bxwZgvjvi cÖ‡qvM I ev¯Íevq‡bi gva¨‡g Kvw•LZ j¶¨gvÎvi KZUzKz AwR©Z nj †m 
e¨cv‡i  g~j¨vq‡bi gva¨‡g hvPvB K‡i †`L‡Z n‡e j¶¨ KZUv AwR©Z n‡q‡Q| 

DcwiD³ Av‡jvPbv n‡Z GB wm×v‡šÍ DcbxZ nIqv hvq †h, ißvbxgyLx Mv‡g©›Um wk‡í Drmvnx I wb‡ew`ZcÖvb kªwgK I Kg©Pvixe„›` 
mvd‡j¨i wbqvgK kw³ wn‡m‡e KvR K‡ib| ¯̂vfvweKfv‡eB GB wk‡í wb‡qvwRZ mKj kªwgK hw` GKB bxwZ‡Z KvR K‡i Z‡eB 
wk‡íi weKv‡k cÖf~Z mnvqK n‡e| e¨e ’̄vcK‡`i `vwqZ¡ Ggb GKwU Drcv`b mnvqK Kg©cwi‡ek m„wó Kiv †hLv‡b mK‡ji mwgwZ 
MV‡bi ¯̂vaxbZv I †hŠ_ `i KlvKwli my‡hvM _vK‡e| G j‡¶¨B ‡g‡Uªv wbwUs GÛ WvBs wgjm& wjt Ggb GKwU Drcv`b mnvqK Kg© 
cwi‡ek m„wó Ges eRvq ivL‡Z e×cwiKi †h cwi‡ek mK‡jB Drcv`b cÖwµqv mPj ivL‡Z m¶g n‡e| 
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mwgwZ MV‡bi ¯^vaxbZv I †hŠ_ `i KlvKwl bxwZgvjv hvPvBKib  
Freedom Association & Collective Bargaining Policy Check List 

 
KviLvbvi bvg t †g‡Uªv wbwUs GÛ WvBs wgjm& wjt 
bxwZgvjvi bvgt mwgwZ MV‡bi ¯^vaxbZv I †hŠ_ `i KlvKwl bxwZgvjv 
wbixÿKt------------------------------------- 
ZvwiLt-------------------------------------- 
 

µwg
K 
bs 

hvPvBKib welq n&u¨v bv gšÍe¨ 

1 mwgwZ MV‡bi ¯̂vaxbZv I †hŠ_ `i KlvKwl bxwZgvjvwU †bvwUk †ev‡W© Uvwb‡q ‡`qv n‡q‡Q wKbv ?    
2 GB bxwZgvjv m¤ú‡K© mswkøó mKj‡K cÖ‡qvRbxq cªwk¶Y cÖ`vb Kiv nq wKbv ?    
3 †h ‡Kvb cÖKvi c~e© AbygwZ QvovB †Kej mswkøó msMV‡bi wewagvjv mv‡c‡¶ wb‡R‡`i cQ›`gZ mwgwZ MV‡bi Ges mwgwZ‡Z 

†hvM`v‡bi AwaKvi mKj †kªYxi kªwgK‡`i Av‡Q wK bv ? 

   

4 kªwgK I Kg©Pvix mwgwZ mg~‡ni wbR¯̂ msweavb I wewagvjv cÖbq‡bi, m¤ú~Y© ¯̂vaxbfv‡e cÖwZwbwa wbe©vPb, Kg©ZrciZv msweavb I 

wewagvjv cÖbq‡bi m¤ú~Y© AwaKvi Av‡Q wK bv ?  

   

5 ‡Kvb kªwgK GKB mg‡q GKvwaK †UªW BDwbq‡bi m`m¨  c‡` envj Av‡Q wK bv ?    
6 †Kvb e¨w³i Dci †UªW BDwbq‡bi m`m¨ c` envj ivLvi AwaKvi nib K‡i †Kvb kZ© Av‡ivc Kiv nq wK bv ?|     

7 ‡Kvb e¨w³ †Kvb msMV‡b m`m c‡` envj Av‡Qb ev bv Av‡Qb, Zvi wfwË‡Z PvKzix‡Z envj ivL‡Z A¯̂xKvi Kiv nq wK bv ?    

8 †Kvb e¨w³ †Kvb msMV‡b m`m¨ Av‡Qb Zvi wfwË‡Z PvKzix‡Z wbhyw³, c‡`vbœwZ wba©vi‡b ˆelg¨ Kiv nq wK bv ?    

9 †Kvb †UªW BDwbq‡bi m`m¨ c‡` AskMÖn‡bi Rb¨ †Kvb kªwgK‡K PvKzix †_‡K eiLv Í̄, c`Pz¨Z ev Acmvib Kiv nq wK bv ?    

10 †Kvb e¨w³‡K ‡UªW BDwbq‡bi m`m¨ ev Kg©KZ©v n‡q _vK‡j Zv eR©‡bi Rb¨ cÖjyä Kiv nq wKbv ?     

11 fxwZ cÖ`k©b, `gbbxwZ Pvc cÖ‡hvM A_ev AvnZ K‡i †Kvb kªwgK‡K †Kvb Pzw³‡Z ¯̂v¶i Ki‡Z eva¨ Kiv nq wK bv ?     

12 KvR PjvKvjxb mg‡q †Kvb kªwgK‡K †UªW BDwbq‡b †hvM`v‡bi Rb¨ ev weiZ _vKvi Rb¨ m¤§Z Kivi †Póv Kiv nq wK bv?    
13 †UªW BDwbq‡bi m`m¨ nevi Rb¨ A_ev weiZ _vKvi Rb¨ A_ev m`m¨ c‡` envj _vKvi Rb¨ m¤§Z Kivi †Póv Kiv nq wK bv ?    
14 fxwZ cÖ`k©b, `gbbxwZ, Pvc cÖ‡qvM A_ev AvnZ K‡i †Kvb kªwgK‡K msMV‡b Puv`v w`‡Z eva¨ Kiv nq wK bv ?    
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Dc-wVKv`vi bxwZgvjv  

 
‡Kv¤úvbx bxwZgvjvt 

(Company Policy) 

Avgiv ‡g‡Uªv wbwUs GÛ WvBs wgjm wj: „̀pfv‡e Avgv‡`i e¨emvwqK mvdj¨ I aviY¶gZvq wek¦vmx 

GKBmv‡_ Avgiv wek¦vm Kwi cÖwZ‡hvwMZvg~jK evRv‡i Avgv‡`i ¯^v_© i¶vi R‡b¨ HK¨e× nIqv 

cÖ‡qvRb| Avgiv Avgv‡`i e¨emvwqK Askx`vimn Ab¨vb¨ e¨w³eM© hviv e¨emvwqKfv‡e Avgv‡`i 

mv‡_ RwoZ Zv‡`i ¯̂v_© i¶vq m¤ú~b©fv‡e cÖwZkÖæwZe×| Avgv‡`i e¨emvwqK Askx`vi e¨emv‡qi 

cÖwZ kª×vkxj n‡q mvgvwRK I cwi‡ekMZ j¶¨ Ges eva¨evaKZvi cÖwZ I kª×vkxj | GB j¶¨ 

AR©b Kivi R‡b¨ AvšÍwiKfv‡e Avgv‡`i Dc-wVKv`vi‡`i m‡½ KvR Kiv cÖ‡qvRb| Zvn‡jB 

Avgv‡`i jvwjZ j¶¨ I D‡Ïk¨ c~iY Kiv m¤¢e| 

 
cÖwZkÖæwZ t 

(Commitment) 

‡g‡Uªv KZ…©c¶ Dc-wVKv`vi wb‡qv‡Mi †¶‡Î GKwU mywbw`©ó bxwZgvjv AbymiY K‡i _v‡Kb hv‡Z 

K‡i Dc-wVKv`vi kªwgKMY Zv‡`i cÖvc¨ mKj my‡hvM myweav †_‡K ewÂZ bv nb| 

 
D‡Ïk¨ t 

(Objective) 

mvgvwRK I cwi‡ekMZ `vqe×Zvi cÖwZ j¶¨ †i‡L ‡g‡Uªv wbwUs GÛ WvBs wgjm wj: G wb‡qvwRZ 
mKj kªwgK I Kg©Pvix †hb †¯^”Qvq, †Kvb e¨w³ ev cÖwZôv‡bi cÖ‡ivPbvq cÖ‡ivwPZ bv n‡q 
¯^vaxbfv‡e KvR Ki‡Z cv‡i Zv wbwðZ Ki‡Z mwVK gv‡bi wVKv`vi (Contractor 
Selection) wbe©vPb Kiv| 

bxwZgvjvi AvIZvt 
(Scope) 

‡g‡Uªv wbwUs GÛ WvBs wgjm wj:  Gi mKj e¨emvqxK Askx`vi hviv wewfbœ Kg©K‡Û RwoZ Zv‡`i 
†¶‡ÎI G bxwZgvjv cÖ‡hvR¨ n‡e| 

m~Ît 
(Reference) 

GB bxwZgvjv evsjv‡`k evsjv‡`k kÖgAvBb 2006, kÖg wewagvjv 2015 I m¤§vwbZ †µZvM‡bi 
AvPib wewa (Buyer Code of Conduct) Ges ILO Kb‡fbkb we‡ePbv c~e©K M„nxZ n‡q‡Q| 

 

 
 
 

Organogram t 

 
 
 
 
 
 
 
 

 

Dc-wVKv`vi bxwZgvjv 

bxwZgvjvi ïiæi ZvwiL t 01/01/2009Bs 

ms‡kva‡bi ZvwiL t 01/01/2023 Bs 

ms‡kva‡bi ZvwiL t 01/01/2024 Bs 

ms‡kva‡bi bv¤^vi t 05 

Ref No:  S(S)P-13(05) 

HR & CoC 
Chief 

M.D/ Director 

Quality 
Chief 

Marketing 
Chief 

Production 
Chief 

Commercial/ 
Procurement 

Chief 
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bxwZgvjv ev¯Íevqb c×wZt 
(Policy 

Implementation 

Procedure) 

1.  wek¦¯Í m~‡Î AvMgbK…Z Dc-wVKv`vi‡`i g‡a¨ †_‡K cÖwZ‡hvwMZvi gva¨‡g Dchy³ Dc-

wVKv`vi wbe©vPb Kiv nq| 

2. Dc-wVKv`vi wbe©vP‡bi c~‡e© D³ cÖwZôv‡bi mvgvwRK `vqe×Zv (CSR) c~e©g~j¨vqb Kiv| 

3. wbe©vwPZ Dc-wVKv`vi‡K cÖ_‡g †Kv¤úvbxi mv‡_ GKwU Pzw³c‡Î Ave× n‡Z n‡e|  

4. ‡Kv¤úvbxi Pzw³cÎ Abyhvqx Dc-wVKv`vi‡K hveZxq KvR Ki‡Z n‡e| 

5. Dc-wVKv`vi Pzw³cÎ Abyhvqx KvR Ki‡Q wKbv †g‡Uªv KZ…©c¶ Zv Z`viwK K‡i _v‡Kb| 

Dc-wVKv`vi Pzw³cÎ ewnf~©Z †Kvb KvR Ki‡j †g‡Uªv KZ…©c¶ †h †Kvb mgq Zvi Pzw³cÎ evwZj 
Ki‡Z cvi‡eb| 
Dc-wVKv`vi wbe©vP‡bi  ‡¶‡Î Pw³c‡Îi c~‡e©  wbivcËvi j‡¶¨ Zv‡`i †Kv¤úvbxi ev Dc-
wVKv`vi cÖwZôv‡bi  wbgœ welq mg~n Avg‡j Avb‡Z n‡e|  
K) cÖwZôv‡bi m~bvg (Good Will / Reputation)  
L) Kv‡Ri `¶Zv (Skill ness)  
M) wek¦¯ÍZv (Reliability)  
N) Avw_©K Ae ’̄v (Financial Stability)  
O) wbR¯̂ DcKiY (Own Resources) hvPvB  
P) wbR¯̂ wbivcËv bxwZgvjv (Security Policy) ‡gvZv‡eK cwiPvwjZ nq wKbv|  
Q) ivóªxq AvBb ‡gvZv‡eK KvRMcÎ ev jvB‡mÝ (Legal License) BZ¨vw` mwVKfv‡i 
ch©‡e¶Y Kiv|  
Dc-wVKv`vi‡`i wbivcËv m¤ú‡K© KiYxq (Security Bindings of Contractor)  
K) Dc-wVKv`vi‡K †Kv¤úvbxi wbivcËv bxwZgvjv mg~n †g‡b Pj‡Z n‡e|  
L) Vendor ID Card e¨envi Ki‡Z n‡e|  
M) msiw¶Z GjvKvq cÖ‡ek bv Kiv|  
N) Dc-wVKv`vi cÖwZwbwa/Kg©Pvix‡`i Updating Background Check List cÖ`vb 
Kiv|  
O) cwienb Dc-wVKv`vi‡K Zv‡`i wbR¯̂ cÖwZôv‡bi UªvK/Kv‡Mv© Kfvi †fb mvcøvB w`‡Z n‡e|    
P) Approved m¨v¤új ev wjwLZ eY©bv †gvZv‡eK gvjvgvj mieivn Ki‡Z n‡e|  
Pyw³cÎ (Contract Deed)  
K)  Dc-wVKv`v‡ii m‡½ Kvh© m¤úv`‡bi Rb¨  bbRywWwkqvj ÷¨v‡¤úi Dci Dfq c¶‡K 
AvBbMZfv‡e Zv‡`i  Kibxq kZ©¸‡jv D‡jøL K‡i mywbw ©̀ó †gqv` Ges Zvi bevqb‡hvM¨ wjwLZ 
Pw³‡Z Ave× n‡Z n‡e|   
L) ‡Kvb `vqe×Zv ev †Kv¤úvbxi †Kvb ¶wZ/wbivcËv wewNœZ n‡j †Kv¤úvbx AvB‡bi Avkªq wb‡Z 
cvi‡e| 
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`vwqZ¡cÖvß e¨w³e‡M©i KvRt 
(Responsibilities of 
Assigned Persons) 

 

µ.bs ‡K Ki‡e wK Ki‡e KLb Ki‡e wKfv‡e Ki‡e ‡Kb Ki‡e gšÍe¨ 

1 e¨e ’̄vcbv cwiPvjK 
mve K›UªvK Kiv‡bvi 
Rb¨ AbygwZ w`‡eb 

Pvwn`v Abyhvqx 
Drcv`b bv n‡j 

AbygwZ c‡Î 
¯^v¶i K‡i 

mve K›UªvK KvR 
m¤ú~Y© Kivi Rb¨| 

  

2 gv‡K©wUs cÖavb 
mve K›UªvK Kiv‡bvi 
Rb¨ AbygwZ wb‡e 

‡Kvb d¨v±ix‡Z 
mve K›UªvK G KvR 

Kiv‡bvi c~‡e©  

mve K›Uªv‡K 
KvR Kiv‡bvi 
c~‡e© m¤§vbxZ 
†µZvi KvQ 
†_‡K AbygwZ 
cÎ †bIqvi 
gva¨‡g 

mve K›UªvK KvR 
m¤ú~Y© Kivi Rb¨| 

  

3 Kgvwk©qvj cÖavb 
‡hvMv‡hvM i¶v 
Ki‡eb 

cÖ‡qvRb Abyhvqx 

mvivmwi A_ev 
wPwVcÎ Av`vb 
cÖ`v‡bi 
gva¨‡g 

mwVK I mgqg‡Zv 
mve K›UªvK KvR 
m¤ú~Y© Kivi Rb¨| 

  

4 gvbem¤ú` cÖavb 
mve K›Uªv± d¨v±ix 
AwWU Ki‡e 

‡Kvb d¨v±ix‡Z 
mve K›UªvK G KvR 

Kiv‡bvi c~‡e©  

mve K›Uªv‡K 
KvR Kiv‡bvi 
c~‡e© m¤§vbxZ 
†µZvi KvQ 
†_‡K AbygwZ 
cÎ †bIqvi 
gva¨‡g 

mve K›UªvK KvR 
m¤ú~Y© Kivi 
†hvM¨Zv hvPvB‡qi 
Rb¨ 

  

5 ‡KvqvwjwU cÖavb 
mve K›Uªv± d¨v±ixi 
gvbgvÎv hvPvB 
Ki‡eb 

‡Kvb d¨v±ix‡Z 
mve K›UªvK G KvR 

Kiv‡bvi c~‡e©  

‡KvqvwjwU wUg 
Gi gva¨‡g 

mve K›Uªv‡K 
Drcvw`Z Kv‡Ri 
gvb hvPvB Kivi 
Rb¨ 

  

mivmwi ch©‡e¶bt 
(Directly Monitoring) 

Drcv`b cÖavb, gvbem¤ú` I Kgcøv‡qÝ cÖavb, †KvqvwjwU cÖavb, gv‡K©wUs cÖavb, 
Kgvwm©qvj/cÖwKDi‡g›U cÖavb|  

 
cÖwk¶Y I bw_e×KiYt 

(Training & Documentation) 

`vwqZ¡cÖvß e¨w³ Kg©‡¶‡Î cÖwk¶‡Yi gva¨‡g kªwgK Kg©PvixMY‡K Dc-wVKv`vi wb‡qvM bxwZgvjv  
m¤ú‡K© AewnZ Ki‡eb Ges kªwgK‡`i †gŠwjK gvbewaKvi wbwðZ Kivi Rb¨ cÖ‡qvRbxq 
c`‡¶c wb‡eb Ges Kg©‡¶‡Î Gi cÖ‡qv‡Mi w`Kwb‡ ©̀kbv w`‡eb Ges GmsµvšÍ mKj †iKW© 
msi¶Y Ki‡eb| 

 

`wjjv`x msiÿY c×wZt 
(Documents Keeping 

Procedure) 

kÖwgK Kg©Pvix‡`i‡K Dc-wVKv`vi bxwZgvjv m¤ú‡K© cÖ‡qvRbxq cÖwkÿb cÖ`v‡bi ci cÖwkÿ‡bi hveZxq 
`wjjv`x ‡hgb cÖwkÿ‡bi Qwe, cÖwkÿ‡b Dcw ’̄wZi ¯̂vÿi cÖf…wZ gvbem¤ú` wefvM dvBj AvKv‡i 
msiÿb Ki‡e| 

 

bxwZgvjv ev¯Íevqb I 
m‡PZbZv e„w× 

(Policy Implementation 
& awareness create) 

K) KviLvbvi `vwqZ¡cÖvß e¨w³MY GB bxwZgvjv m¤ú‡K© mswkøó mKj‡K (‡óvi, KvwUs,wcÖw›Us, 
GgeªqWvix, gv‡K©wUs cÖavb) cÖ‡qvRbxq cªwk¶Y cÖ`vb Ki‡eb| 
L) GB bxwZgvjv h_vhZfv‡e cvjb Kiv n‡”Q wKbv Zv wbwðZ Ki‡Z cÖwZgv‡mB gvbem¤ú` I 
Kgcøv‡qÝ cÖavb KZ…©K g‡bvbxZ cÖwZwbwa KviLvbv cwi`k©b Ki‡eb I wi‡cvU© †ck Ki‡eb| 
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djveZ©b I wbqš¿bt 

(Feed Back & Control) 

K) GB bxwZgvjv h_vhZfv‡e cvjb Kiv n‡”Q wKbv Zv wbwðZ Ki‡Z GKwU †PKwj÷ ‰Zix Kiv 
n‡q‡Q| KviLvbvi KviLvbvi gvbem¤ú` cÖwZwbwa Ges Kj¨vb Kg©KZ©vMY GB †PKwj÷ Abymib 
K‡i bxwZgvjvi h_vhZ ev Í̄evqb n‡”Q wKbv Zvi wdWe¨vK MÖnY Ki‡eb| 
L) GB bxwZgvjv h_vhZfv‡e cvjb Kiv n‡”Q wKbv Zv wbwðZ Ki‡Z cÖwZgv‡mB gvbem¤ú`, 
cÖkvmb I Kgcøv‡qÝ cÖavb KZ…©K g‡bvbxZ cÖwZwbwa KviLvbv cwi`k©b Ki‡eb I D³ †PKwj÷ 
†_‡K wdWe¨vK wb‡eb I  wi‡cvU© †ck Ki‡eb| 

 

DcwiD³ Av‡jvPbv n‡Z GB wm×v‡šÍ DcbxZ nIqv hvq †h, ißvbxgyLx Mv‡g©›Um wk‡í Drmvnx I wb‡ew`ZcÖvb kªwgK I 
Kg©Pvixe„›` mvd‡j¨i wbqvgK kw³ wn‡m‡e KvR K‡ib| ¯̂vfvweKfv‡eB GB wk‡í Drcvw`Z †cvlvK ¸YMZ I gvbm¤§Z ivL‡Z 
n‡j cÖ_‡gB kªwgK‡`i my‡hvM myweavi Dci `„wócvZ ivL‡Z n‡e| Z‡eB †µZv‡`i Pvwn`v eRvq ivLv m¤¢e n‡e| G j‡¶¨B 
‡g‡Uªv KZ…©c¶ Dc-wVKv`vi wb‡qv‡Mi †¶‡Î GKwU mywbw`©ó bxwZgvjv AbymiY K‡i _v‡Kb hv‡Z K‡i Dc-wVKv`vi 
kªwgKMY Zv‡`i cÖvc¨ mKj my‡hvM myweav †_‡K ewÂZ bv nb|   
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Dc-wVKv`vi bxwZgvjv hvPvBKib 

Sub-Contract Policy Check List 
 
KviLvbvi bvg t †g‡Uªv wbwUs GÛ WvBs wgjm& wjt 
bxwZgvjvi bvgt Dc-wVKv`vi bxwZgvjv 
wbixÿKt- ---------------------- 
ZvwiLt------------------------- 
 

µwgK 
bs 

hvPvBKib welq n&u¨v bv gšÍe¨ 

1 bxwZgvjv m¤ú‡K© mswkøó mKj‡K cÖ‡qvRbxq cÖwk¶b cÖ`vb Kiv n‡q‡Q wKbv?    
2 cÖwZ‡hvwMZvi gva¨‡g Dchy³ wVKv`vi wbe©vPb Kiv nq wKbv?    
3 wbe©vwPZ wVKv`vi‡K cÖ_‡g †Kv¤úvbxi mv‡_ GKwU Pzw³c‡Î Ave× Kiv nq wKbv?    
4 ‡Kv¤úvbxi Pzw³cÎ Abyhvqx wVKv`vi hveZxq KvR K‡i wKbv?    
5 wVKv`vi Pzw³cÎ Abyhvqx KvR Ki‡Q wKbv KZ…©c¶ Zv Z`viwK K‡i wKbv?    
6 wVKv`vi‡`i ˆZwiK…Z gvjvgvj gvb m¤§Z nq wKbv?    
7 wVKv`vi kªwgK‡`i cvIbv`x mgqgZ cwi‡kva Kiv nq wKbv?    
8 `vwqZ¡cÖvß Kg©KZ©v GB bxwZgvjv m¤ú‡K© mswk øó mKj‡K cªwk¶Y cÖ`vb K‡ib wKbv?    
9 wVKv`viMY †Kv¤úvbxi wbivcËv bxwZgvjv mg~n †g‡b P‡j wKbv?    
10 wVKv`vi cÖwZwbwa/Kg©Pvix‡`i Updating Background Check List cÖ`vb Kiv nq wKbv?    
11 Approved m¨v¤új ev wjwLZ eY©bv †gvZv‡eK gvjvgvj mieivn Kiv nq wKbv?    
12 wVKv`v‡ii m‡½ Kvh© m¤úv`‡bi Rb¨ bbRywWwkqvj ÷¨v‡¤úi Dci Dfq c¶‡K 

AvBbMZfv‡e Zv‡`i Kibxq kZ©¸‡jv D‡jøL K‡i mywbw`©ó †gqv` Ges Zvi bevqb‡hvM¨ 
wjwLZ Pw³‡Z Ave× Kiv nq wKbv?  

   

13 ‡Kvb `vqe×Zv ev †Kv¤úvbxi †Kvb ¶wZ/wbivcËv wewNœZ n‡j †Kv¤úvbx AvB‡bi Avkªq wb‡Z 
cv‡i wKbv? 

   

14 Dc-wVKv`vi †Kv¤úvbx bxwZgvjv cwicš’x †Kvb KvR K‡i wKbv?    
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1. bxwZgvjv (Policy) 
 

 

†Kv¤úvbx bxwZgvjv †Nvlbv  
(Company Policy Statement) 

‡g‡Uªv wbwUs GÛ WvBs wgjm wjt kªwgK, Kg©Pvix, Kg©KZ©vi Kj¨vY Ges GKB mv‡_ KviLvbv 
msjMœ AÂj mgy‡ni cwi‡ekmn Ab¨vb¨ mvgvwRK AvPi‡Yi †¶‡Î bxwZMZ `vqe×Zvi 
cÖwZ kª×vkxj| 

jÿ¨ I D‡Ïk¨ 
(Objective & Target) 

‡g‡Uªv wbwUs GÛ WvBs wgjm wjt KZ…©cÿ wek¦vm K‡i‡KejgvÎ gybvdv AR©b KivB †Kvb cÖwZôv‡bi jÿ¨ 

n‡Z cv‡ibv| mgv‡Ri GKwU Ask wnmv‡e AÎ cÖwZôv‡bi kªwgK, Kg©Pvix, Kg©KZ©vi Kj¨vY Gi 

cvkvcvwk Zv‡`i cwievi Ges ‡jvKvj KwgDwbwUi cÖwZ GKwU `vwqZ¡ i‡q‡Q| AÎ cÖwZôv‡bi kªwgK, 

Kg©Pvix Ges Kg©KZ©vi Rxeb hvÎvi gvb Dbœq‡bi cvkvcvwk Zv‡`i cwievi Ges ‡jvKvj KwgDwbwUi 

Rxeb hvÎvi gvb Dbœq‡b KvR KivB Avgv‡`i jÿ¨| 

bxwZgvjvi cwiwa 
(Scope of the Policy) 

‡g‡Uªv wbwUs GÛ WvBs wgjm wjt G wb‡qvwRZ mKj kªwgK, Kg©KZ©v I Kg©Pvixi Rb¨ G bxwZgvjv 

cÖ‡hvR¨ n‡e|  

m~Î 
(Law Reference) 

‡g‡Uªv wbwUs GÛ WvBs wgjm wjt Gi e¨emv‡q mvgvwRK `vqe×Zv bxwZgvjv evsjv‡`k kÖg AvBb-2006 

Ges Gi me©‡kl ms‡kvabx 2013 mv‡ji evsjv‡`k kÖg AvBb, evsjv‡`k kÖg wewagvjv -2015 Ges 

m¤§vwbZ MÖvnK/†µZve„‡›`i AvPiYwewa (Code of Conduct) we‡ePbvc~e©K h_vh_fv‡e M„nxZ 

n‡q‡Q|  

 

cÖwZkÖæwZ 
(Commitment) 

‡g‡Uªv wbwUs GÛ WvBs wgjm wjt KZ©„cÿ GKwU Kvh©Ki bxwZgvjv cÖbq‡bi gva¨‡g AÎ cÖwZôv‡bi  

kªwgK, Kg©Pvix, Kg©KZ©vi Kj¨vY Gi cvkvcvwk Zv‡`i cwievi Ges ‡jvKvj KwgDwbwUi cÖwZ mvgvwRK 

`vwqZ¡ cvj‡bi gva¨‡g µgvMZfv‡e Zv‡`i Rxeb hvÎvi gvb Dbœq‡b KvR K‡i hvIqvi Aw½Kvi Ki‡Q| 

G j‡¶¨ Kg©iZ kªwgK I KZ©„c¶ †hŠ_fv‡e KvR Kivi Rb¨ A½xKvive× _vK‡e| 

2. msMVb (Organization) 

e¨emvwqK mvgvwRK `vqe×Zv bxwZgvjv 
Corporate Social Responsibility Policy 

bxwZgvjv ïiæi ZvwiL 01/01/2009 Bs 

ms‡kva‡bi ZvwiL 01/01/2023 Bs 

cieZ©x ms‡kva‡bi ZvwiL 01/01/2024 Bs 

ms‡kva‡bi bv¤^vi 05 
Ref No. S(S)P-19(05) 
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2.1  
cwjwm ev Í̄evqbKivi 

`vwqZ¡cÖvß e¨w³ 
(Responsible person for 
implement the policy) 

 

 

2.2 
`vwqZ¡cÖvß e¨w³e‡M©i KvR 

(Responsibilities of 

Assigned Persons) 

• e¨e ’̄vcbv cwiPvjK / cwiPvjK t-  
 
 

e¨emv‡q mvgvwRK `vqe×Zv msµvšÍ †h †Kvb wewai cwieZ©b, cwiea©‡b wb‡`©kbv cÖ`vb I 
m‡e©vcwi bxwZgvjv Aby‡gv`bKvix|  

• cwiPvjK t-  
 

cwiPvjK g‡nv`q kÖwgK, Kg©Pvix, Zv‡`i cwievi Ges †jvKvj KwgDwbwUi cÖwZ ˆbwZK 
I A_©‰bwZK `vwqZ¡ cvj‡bi gva¨‡g Zv‡`i Rxeb hvÎvi gvb Dbœqb, A_©‰bwZK cÖe„wË 
AR©b Ges Rbmvavi‡Yi cÖwZ †mevg~jK Kvh©µ‡gi gva¨‡g mgvR Z_v †`‡ki mvgwMÖK 
Dbœq‡b AskMÖn‡Y Aw½Kvi K‡i‡Q| 
 
 

• gnve¨e ’̄vcK (gvbe m¤ú` I cÖkvmb) t- 
 
 

D³ cwjwm ev¯Íevq‡bi Rb¨ mswkøó mKj c‡ÿi mv‡_ mwµq †hvMv‡hvM iÿv K‡i kÖwgK, 
Kg©Pvix, Zv‡`i cwievi Ges †jvKvj KwgDwbwUi cÖwZ mvgvwRK,  A_©‰bwZK I ˆbwZK 
`vwqZ¡cvj‡b mwµq fzwgKv ivL‡eb| GQvovI wZwb D³ cwjwm ev¯Íevq‡b `xN©‡gqv`x 
cwiKíbv Ges cwjwm ms‡kvab, cwigvR©b, bevqb I Aby‡gv`b msµvšÍ PzovšÍ wm×v‡šÍi 
R‡b¨ e¨e¯’vcbv cwiPvjK / cwiPvjK mv‡_ civgk© K‡i h_vh_ c`‡ÿc  wb‡eb| 
 

• e¨e ’̄vcK (gvbe m¤ú` I cÖkvmb) t-  
 
 
 

D³ bxwZgvjv Abyhvqx AÎ cÖwZôvb mvgvwRK `vwqZ¡mg~n mwVKfv‡e cvjb Kiv n‡”Q wK 
bv Zv Z`viwK Ki‡eb| GQvovI wZwb wewfbœ ai‡bi mvgvwRK Kg©Kv‡Û mwµq AskMÖnb, 
wewfbœ ai‡bi †mevg~jK Kg©m~Px †hgbt wd« †gwW‡Kj K¨v¤ú, †¯^”Qvq i³`vb, Drmvng~jK 
wkÿve„wË, wewfbœ mvgvwRK Drme BZ¨vw` Av‡qvRb Ki‡eb| 
 

• mKj wefvMxq cÖavb t-  
 

mswkøó wefv‡M Kg©iZ kÖwgK, Kg©KZ©v-Kg©Pvwi‡`i mv‡_ Kzkjvw` wewbgq I Zv‡`i 
e¨w³MZ/cvwievwiK/mvgvwRK mgm¨v hw` _v‡K Zvi †LvuR-Lei wb‡eb Ges Zvi 
mgvav‡bi Rb¨ KZ…©c‡ÿi Kv‡Q mycvwik Ki‡eb| 
 
 

• gvbe m¤ú` I cÖkvmwbK Kg©KZ©v t- 
 
 
 

kÖwgK, Kg©KZ©v-Kg©Pvwi Ges Ab¨vb¨ †÷K †nvìvi‡`i mv‡_ Av‡jvPbv ev civgk© K‡i 

e¨e¯’vcK cwiPvjK

cwiPvjK

wRGg (GWwgb GBP.Avi GÛ Kgcøv‡qÝ)   

mnKvix gnve¨e¯’vcK (GWwgb GBP.Avi GÛ 
Kgcøv‡qÝ)   

wefvMxq cÖavb (mswkøó 
wefvM)

†WcywU g¨v‡bRvi 
(GBP.Avi GÛ Kgcøv‡qÝ)

I‡qj‡dqvi Awdmvi
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wewfbœ ai‡bi mvgvwRK ev Kj¨vYg~jK Kg©m~Px MÖnb Ges e¨e ’̄vcbv cwil‡`i mv‡_ 
Av‡jvPbv K‡i Zv ev¯Íevq‡bi c`‡ÿc MÖnb Ki‡eb| D³ bxwZ m¤ú‡K© mswkøó mK‡ji 
mv‡_ †hvMv‡hvM iÿv Ki‡eb| †Kvb civgk© ev mv‡Rkb _vK‡j ZvrÿwbKfv‡e Zv 
e¨em¯’vcbv KZ…©cÿ‡K AeMZ Ki‡eb| 
 

• Kj¨vb Kg©KZ©v t-  
 
 

‡d¬vi gwbUwis K‡i, kÖwgK, AskMÖnbKvix KwgwU, wefvMxq cÖavb I mycvifvBRvi‡`i 
mv‡_ ‡hvMv‡hvM iÿv Kiv| cÖwZôv‡b Kg©iZ kÖwgK, Kg©KZ©v-Kg©Pvwie„‡›`i Av_©-mvgvwRK 
Ges Zv‡`i cwievi cwiRb I ‡jvKvj KwgRwbwbUi Dci Rwic Kvh©µg cwiPvjbv K‡i 
Zv‡`i mvgvwRK/Kj¨vbg~jK e¨e ’̄v MÖnb Kiv hvq Zvi mycvwik Ki‡eb| AÎ bxwZgvjv 
Abymib K‡i KviLvbvi mKj‡K GB wel‡q m‡PZb Kivi Rb¨ Ó CSR bxwZgvjvÓ 
m¤ú‡K© mKj‡K cÖ‡qvRbxq cÖwk¶b cÖ`vb Ki‡eb Ges †Kv_vI Gi e¨wZµg cwijw¶Z 
n‡j KZ…©c‡¶i mnvqZvq cÖ‡qvRbxq e¨e ’̄v wb‡eb| 

3. Kvh©m~Px I c×wZ (Routines & Procedure) 

3.1 ev¯Íevqb Kvh©m~Px (Implementation Routine) 

K) `vwqZ¡ t msMV‡bi ewY©Z Kvh©avivµg Ges `vwqZ¡cÖvß e¨w³MY cwjwm ev Í̄evq‡b f~wgKv cvjb Ki‡eb| 

L) Kvh©m~Pxt 

CSR bxwZgvjv wb‡¤œv³ Dcv‡q wba©viY Kiv n‡e t- 
 

❖ Kg©cwi‡ek t 
 

GKwU DbœZ Kg© cwi‡ek AwaK Drcv`b †hgb wbwðZ K‡i wVK †Zgwb kªwgK‡`i me©v½xb 
Ges mg„w×i Rb¨ mnvqK f~wgKv cvjb K‡i| KZ©„c¶ mKj ‡g‡Uªv wbwUs GÛ WvBs wgjm 

wjt G m‡e©v”P Kg©cwi‡ek eRvq ivLvi Rb¨ cÖ‡qvRbxq mKj e¨e ’̄v MÖn‡b e× cwiKi| G 
j‡¶¨B Kg©¯’‡ji wb¤œwjwLZ welq¸‡jv h_vh_fv‡e wbwðZ Ki‡e| 

• cwi¯‹vi cwi”QbœZv, 
• ch©vß Av‡jv I evZvm PjvPj e¨e¯’v, 
• ch©vß m¨vwb‡Ukb e¨e ’̄v, 
• weï× Lvevi cvwb mieivn, 
• cÖ¶vjb myweav BZ¨vw` 

 

 

❖ ¯^v¯’¨ †mev t 
 

‡g‡Uªv wbwUs GÛ WvBs wgjm wjt G Kg©iZ mKj kªwgK, Kg©Pvix‡`i my›`i ¯̂v¯’¨ eRvq ivLvi 
Rb¨ me©vZ¥K ¯̂v¯’¨ mn‡hvwMZv cÖ`vb K‡i _v‡K| G j‡¶¨ cÖwZôv‡b GKwU ‡gwWK¨vj iæg 
ivLv n‡q‡Q hv mve©¶wbK wPwKrmv myweav cÖ`v‡bi Rb¨ cÖ¯‘Z _vK‡e| 

 

❖ wPwKrmv myweav t  
 

Kg©iZ kªwgK, Kg©Pvix‡`i wPwKrmv myweav cÖ`v‡bi cvkvcvwk †h mKj e¨w³ A‡_©i Afv‡e 
Zv‡`i evev, gv, fvB, †ev‡bi wPwKrmv w`‡Z m¶g bb Zv‡`i wPwKrmv †mev cÖ`v‡bi 
†¶‡Î KZ©„c¶ me©`vB D`vi wP‡Ë mvnv‡h¨i nvZ m¤cÖmviY K‡i| 
 

❖ wbivcËv t  
 

‡g‡Uªv wbwUs GÛ WvBs wgjm wjt G Kg©iZ kªwgK, Kg©Pvix‡`i mve©¶wbK wbivcËv wbwðZ 
Kivi j‡¶¨ GKwU mywbqwš¿Z wbivcËv BDwbU me©`v wb‡qvwRZ i‡q‡Q| hvi m`m¨MY 
KviLvbvq Kg©iZ kªwgK I g~j¨evb ª̀e¨ mvgMªxi wbivcËv weav‡bi Rb¨ m`v m‡Pó _vK‡e| 
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❖ cwi‡ekMZ `vqe×Zv t  
 

‡g‡Uªv wbwUs GÛ WvBs wgjm wjt G KviLvbvi Af¨šÍ‡i Ges KviLvbv msjMœ GjvKvi cÖvK…wZK 
cwi‡e‡ki Rb¨ ¶wZKi cÖfve we¯Ívi Ki‡Z cv‡i Ggb cÖebZv †_‡K m¤ú~b© weiZ _vK‡e| 
KviLvbvi †auvqv, eR©¨ c`v_©, ivmvqwbK `ªe¨vw` BZ¨vw` e¨env‡ii †¶‡Î me©`v cwi‡ek 
evÜe c`‡¶c mgyn h_vh_fv‡e M„nxZ n‡e| 

❖ Bb‡mbwUf t  
 

Kg©iZ kªwgK, Kg©Pvix‡`i †cÖlbv cÖ`v‡bi j‡¶¨ wewfbœ ai‡bi †evbvm (Drme †evbvm, nvwRiv 

†evbvm) cÖ`vb Kiv nq| 
 

❖ cÖwk¶b Kg©m~Px t   
 

‡g‡Uªv wbwUs GÛ WvBs wgjm wjt G Kg©iZ kªwgK, Kg©Pvix‡`i wbivcËv, ¯^v¯’¨ m‡PZbZv, 
AwaKvi mgyn, Awf‡hvM c×wZ BZ¨vw` wel‡q eywbqvw` cÖwk¶b cÖ`vb Ki‡e| G j‡¶¨ 
‡g‡Uªv wbwUs GÛ WvBs wgjm wjt G wjwLZ cÖwk¶Y bxwZgvjv AbymiY Ki‡e| 
 

❖ mvgvwRK Aby`vb t  
 

KZ©„c¶ cÖwZóvb msjMœ GjvKv mgy‡ni mvgvwRK, wk¶ I ag©xq Dbœqb m¤úwK©Z Kg©Kv‡Û 
wewfbœ mgq wewfbœ ai‡bi Aby`v‡bi gva¨‡g Ask MÖnb K‡i| 
 

❖ wkÿv e„wË t  
 

KviLvbv mg~‡n Kg©iZ kªwgK, Kg©PvixM‡Yi †gavex mšÍvb‡`i †jLvcovi LiP eve` 
wkÿve„wË cÖ`vb Kiv nq| GQvovI †`‡ki wewfbœ AÂ‡ji `wi`ª †gavex wkÿv_©x‡`i cÖwZ 
eQi wkÿve„wË cÖ`vb Kiv nq| 
 

❖ kxZKvjxb e ¿̄ weZiY t  
 

‡g‡Uªv wbwUs GÛ WvBs wgjm wjt KZ…©cÿ cÖwZeQi †`‡ki cÖZ¨šÍ AÂ‡j kxZvZ© gvbyl‡`i 
Rb¨ kxZe ¿̄ weZib K‡i _v‡K| 
 

❖ kÖwgK Kg©Pvix‡`i I Zv‡`i cwiev‡ii m`m¨‡`i Avw_©K Aby`vb t  
 

‡g‡Uªv wbwUs GÛ WvBs wgjm wjt KZ©„c¶ kÖwgK Kg©Pvix‡`i cwiev‡ii m`m¨‡`i RxebhvÎvi 
gvb Dbœq‡bI KvR K‡i _v‡K| G j‡ÿ GKwU wbw`©ó mgq AšÍi AšÍi GKwU Rwic Kv‡h©i 
gva¨‡g Zv‡`i I Zv‡`i cwiev‡ii Avw_©K Ae¯’vi †LvR Lei †bqv nq Ges GKwU cÖwZ‡eb 
‰Zix K‡i Zvi Dci wfwË K‡i Zv‡`i‡K bM` UvKv mn wewfbœ ai‡Yi Aby`v‡bi e¨e ’̄v 
Kiv nq| 
 

❖ ~̀‡h©vMKvjxb mvnvh¨ mn‡hvwMZv t 
 

‡g‡Uªv wbwUs GÛ WvBs wgjm wjt KZ©„c¶ me©`vB KviLvbv msjMœ GjvKvi †h †Kvb `~‡h©vMKv‡j 
wecbœ Rb‡Mvôxi cv‡k wM‡q `vov‡e Ges m¤¢e mKj cÖKvi mvnvh¨ mn‡hvwMZv cÖ`v‡bi Rb¨ 
m‡Pó _vK‡e| 
 

❖ evwl©K eb‡fvRb t  
 

‡g‡Uªv wbwUs GÛ WvBs wgjm wjt G Kg©iZ kªwgK, Kg©Pvix‡`i we‡bv`‡bi Rb¨ evwl©K 
eb‡fvRb I ms¯‹„wZK Abyôv‡bi Av‡qvRb Ki‡e| GQvov wewfbœ wefv‡Mi Kg©PvixM‡bi 
`¶Zv, mgqvbyewZ©Zv BZ¨vw` ¸bv¸b wePvi c~e©K Zv‡`i‡K cyi¯‹vi cÖ`vb Kiv nq| D³ 
Abyô‡b mKj kÖwgK‡`i KvR eÜ †i‡L we‡bv`‡bi my‡hvM cÖ`vb Kiv n‡e Ges GRb¨ 
†eZb †_‡K †Kvb KZ©b Kiv n‡e bv/hv‡e bv| 
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❖ e„ÿ‡ivcb Awfhvb t  
 

‡g‡Uªv wbwUs GÛ WvBs wgjm wjt KZ©„c¶ KviLvbv msjMœ GjvKvi e„ÿ‡ivcb Awfhvb K‡i 
_v‡K| KZ…©cÿ GiKg Awfhv‡b wb‡Riv AskMÖn‡Yi cvkvcvwk Kg©iZ kÖwgK‡`iI G 
e¨vcv‡i DrmvwnZ K‡i _v‡K  Ges Zv‡`i AskMÖnY wbwðZ Kiv nq| 

 

❖ KwgDwbwU mvwf©‡m kÖwg‡Ki AskMÖn‡Yi my‡hvM cÖ`vb t 
 

‡g‡Uªv wbwUs GÛ WvBs wgjm wjt G kÖwgK Kg©Pvix‡`i Awdm PjvKvjxb mg‡q eb‡fvRb, 
¯̂v¯’¨‡mev, †¯^”Qvq i³`vb Kg©m~wP, e„ÿ‡ivcb Awfhvbmn †h‡Kvb ai‡Yi DbœqY I we‡bv`b 
g~jK Kg©m~wPi Av‡qvRb I AskMÖn‡bi my‡hvM cÖ`vb Kiv nq Ges G Rb¨ †eZb †_‡K 
†Kvb ai‡bi KZ©b Kiv nq bv| 

M) Kvh©m~Px ev¯Íevq‡bi mgqmxgv cwjwm wba©vi‡bi mv‡_ mv‡_ CSR bxwZgvjv Abyhvqx Kvh©m~Px ev Í̄evqY Kiv n‡e| 

N) Kvh©m~Px ev¯Íevq‡bi 
c×wZ 

Routine 

Implementation 

Procedures 

 
 

Kvh©m~Px ev Í̄evq‡bi c×wZ mg~n wb¤œiæc t 
 

 Z_¨ msMÖn :  
 

kªwgK, Kg©KZ©v-Kg©Pvix, mvcøvqvi, †jvKvj KwgDwbwU Ges Ab¨vb¨ †÷K‡nvìvi‡`i KvQ 
†_‡K cÖvß wewfbœ ai‡bi Z‡_¨i wfwË‡Ë Rwic Kvh© cwiPvjbv Kiv nq Ges D³ Rwi‡ci 
cÖwZ‡e`b Abyhvqx wewfbœ ai‡bi mvgvwRK, A_©‰bwZK Ges ‰bwZK w`K we‡ePbv K‡i 
†mevg~jK/Kj¨vbg~jK e¨e¯’v MÖnb Kiv nq| 
 

 Z_¨ we‡kølY I hvPvB t   
 

Z_¨ msMÖ‡ni ci, msM„nxZ Z_¨ hvPvB K‡i Gi ¸iæZ¡ we‡kølY Kiv nq| GBP.Avi GÛ 
Kgcøv‡qÝ wUg D³ `vwqZ¡ cvjb K‡ib| 
 

 wm×všÍ MÖnb t   
 

PzovšÍ wm×všÍ MÖn‡bi Rb¨ GBP.Avi GÛ Kgcøv‡qÝ e¨e ’̄vcK wgwUs Gi Av‡qvRb Ki‡eb| 
D³ wgwUs-G e¨e ’̄vcbv cwil‡`i m`m¨e„›` hvPvBK…Z Z‡_¨i wfwË‡Z wm×všÍ MÖnb Ki‡eb| 

 

 Kvh©Kix c`‡ÿc MÖnY t   
 

wgwUs-G M„nxZ wm×všÍ ev¯Íevq‡bi Rb¨ cwiPvj‡Ki AbygwZ ¯̂v‡c‡ÿ wm.Gm.Avi wm×všÍmg~n 
Kvh©Ki Kiv n‡e| 

3.2   ‡hvMv‡hvM Kvh©m~Px (Communication Routine) 

K) `vwqZ ¡ 
 

G¨vIqvi‡bm GÛ †Uªwbs - I‡qj‡dqvi Awdmvi/†UªBbvi 
wcG †NvlYv   - I‡qj‡dqvi Awdmvi/wiwmckwb÷ 
†gBj KwgDwb‡Kkb - wmwbqi g¨v‡bRvi, g¨v‡bRvi GBP.Avi   
†bvwUk †evW©  - GBP.Avi Awdmvi 
wc.wm KwgwU  - I‡qj‡dqvi Awdmvi 

 

L) ‡hvMv‡hvM Kvh©µg 
 

▪ e¨e ’̄vcbv KZ©…c‡ÿi mv‡_ †hvMv‡hvM t  
 

‡Rbv‡ij wgwUsG Av‡jvPbvi gva¨‡g A_ev B-‡gB‡ji gva¨‡g AvewnZ Ki‡Z n‡e Ges mfvi 
Kvh© weeiYx ms‡hvRb K‡i Zv msiÿb Ki‡Z n‡e| Ges gvbe m¤ú` e¨e ’̄vcK D³ `vwqZ¡ 
cvjb Ki‡eb| 

▪ `vwqZ¡ cÖvß `‡ji mv‡_ †hvMv‡hvM t 
 

mvaviY wgwUs Ges †UªwbsGi gva¨‡g D³ cwjwm mevB‡K AeMZ Kiv n‡e Ges Gi WKz‡g›Um 
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bw_f…³ Kiv n‡e| 

▪ óvd‡`i m‡½ †hvMv‡hvM t 
 

KviLvbvi mKj Kg©KZ©v I Drcv`b Kg©KZ©v I Drcv`b ÷vd‡`i D³ bxwZgvjv m¤ú‡K© AewnZ 
Kiv n‡e| ZvQvovI ev Í̄evqb c×wZ m¤ú‡K© aviYv cÖ`vb Kiv mvaviY wgwUs Gi AvqvR‡bi 
gva¨‡g mevB‡K AeMZ Kiv Ges cÖ‡Z¨‡K D³ cwjwm eyS‡Z †c‡i‡Q ev AeMZ n‡q‡Q GB g‡g© 
¯̂vÿi MÖnb Kiv Ges cÖkœ DËi ce© mn mfvi Kvh© weeiYx msiÿY| gvbe m¤ú` e¨e ’̄vcK D³ 
`vwqZ cvjb Ki‡eb| 

▪ kÖwgK Kg©Pvix‡`i m‡½ †hvMv‡hvM t  
 

wc.G. wm‡÷‡gi gva¨‡g kÖwgK-Kg©Pvix‡`i CSR bxwZgvjv m¤ú‡K© AewnZ Kiv Ges †bvwUk 
†ev‡W© cÖ`k©‡bi gva¨‡g D³ cwjwm m¤ú‡K© AeMZ Kiv n‡e| gvbe m¤ú` e¨e ’̄vcK/wbe©vnx D³ 
`vwqZ¡ cvjb Ki‡eb| 
▪ bZzb Kg©x‡`i mv‡_ †hvMv‡hvM t 

Iwi‡q‡›Ukb, wi‡d«kvi †Uªwbs G D³ bxwZ m¤ú‡K© avibv cÖ`vb Kiv| 

M) ‡hvMv‡hv‡Mi gva¨g 

 

wb‡¤œv³ Dcv‡q D³ cwjwm m¤ú‡K© †hvMv‡hvM iÿv Kiv n‡e t 

• †Uªwbs Gi gva¨‡g †hvMv‡hvM t  
d¨v±ixi kÖwgK-Kg©Pvix Ges Kg©KZ©vM‡Yi wbqwgZ m‡PZbZv Kg©m~Px/c~Ytm‡PZbZv 
Kg©m~Pxi gva¨‡g GBPAvi wefvM †_‡K cwjwm m¤ú‡K© avibv cÖ`vb Kiv n‡e Ges bZzb 
kÖwgK‡`i‡K cwiwPwZg~jK cÖwkÿ‡Yi gva¨‡g D³ bxwZgvjv m¤ú‡K© aviYv cÖ`vb Kiv 
n‡e| 

• wc.G wm‡÷‡gi gva¨‡g †hvMv‡hvM t  
wc.G wm‡÷‡g †Nvlbvi gva¨‡g D³ bxwZgvjv m¤ú‡K© m‡PZbZv e„w× Kiv n‡e| 

• †bvwUm †ev‡W©i gva¨‡g †hvMv‡hvM t  
†bvwUk †ev‡W© cÖ`k©‡bi gva¨‡g CSR msµvšÍ bxwZgvjv m¤ú‡K© †hvMv‡hvM iÿv Kiv n‡e| 

• wc.wm KwgwUi gva¨‡g †hvMv‡hvM t  
wc.wm KwgwUi mvaviY mfvq Av‡jvPbvi gva¨‡g CSR bxwZgvjv m¤ú‡K© †hvMv‡hvM iÿv 
Kiv n‡e| GQvovI D³ bxwZgvjv wiwfD Kivi mgq Zv‡`i mv‡_ mwµq †hvMv‡hvM iÿv 
Kiv n‡e| 

• B-‡gB‡ji gva¨‡g †hvMv‡hvM t  
B-‡gB‡ji gva¨‡g ga¨g I D”P ch©v‡qi e¨e¯’vcbv KZ…©c‡ÿi mv‡_ †hvMv‡hvM iÿv Kiv n‡e| 

3.3 wdWe¨vK Ges wbqš¿b Kvh©m~Px (Feedback & Control Routine) 

K) `vwqZ¡  
e¨e ’̄vcK GBP.Avi GÛ Kgcøv‡qÝ wdWe¨vK Ges wbqš¿b Kvh©µ‡gi g~j `vwqZ¡ cvjb Ki‡eb| GQvovI 
‡WcywU g¨v‡bRvi GBP.Avi GÛ Kgcøv‡qÝ Ges wefvMxq cÖavbMY e¨e¯’vcK GBP.Avi GÛ Kgcøv‡qÝ‡K 
D³ cwjwm wbqš¿‡b mn‡hvMxZv Ki‡eb| 

L) wdWe¨vK c×wZ 

wb‡¤œv³ Dcv‡q wdWe¨vK Ges wbqš¿b Kvh©m~Px cwiPvjbv Kiv nq- 
▪ kÖwgK, Kg©Pvix‡`i Rb¨ wdWe¨vK t 

 

wjwLZfv‡e CSR m¤úwK©Z †h †Kvb civgk©, Awf‡hvM †iKW© Kiv n‡e| †Kvb Awf‡hvM 
cvIqv †M‡j Zvi Z`šÍ mv‡c‡ÿ cÖ‡qvRbxq e¨e ’̄v MÖnY Kiv n‡e| AskMÖnY KwgwUi wgwUs 
G Av‡jvPbvi gva¨‡g CSR bxwZgvjv m¤ú‡K© †Kvb ai‡bi civgk© wKsev Awf‡hvM 

wb®úwËi e¨e ’̄v i‡q‡Q| I‡qj‡dqvi Awdmvi‡K AewnZ Kivi gva¨‡g CSR msµvšÍ †Kvb 
civgk© wKsev AmsMwZ Rvbv‡bv n‡j I‡qj‡dqvi Awdmvi civgk© D×©Zb KZ…©cÿ‡K 
Rvbv‡eb Ges Z`šÍ mv‡c‡ÿ Awf‡hv‡Mi †cÖwÿ‡Z h_vh_ e¨e ’̄v MÖnY Ki‡eb| 
▪ KZ…©cÿxq wbqš¿b t 
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e¨e ’̄vcbv KZ…©cÿ cÖwZ Qq gvm cici CSR msµvšÍ g¨v‡bR‡g›U wiwfD wgwUs Av‡qvRb 

Ki‡eb| D³ wgwUs‡q D×©Zb KZ…©cÿ weMZ Qq gv‡mi CSR msµvšÍ mKj wjwLZ 
Bmy¨¸‡jv wiwfD mv‡c‡ÿ cÖ‡qvRbxq civgk© cÖ`vb Ki‡eb| 
▪ Af¨šÍixb AwW‡Ui gva¨‡g wdWe¨vK I wbqš¿b t 

 ‡g‡Uªv wbwUs GÛ WvBs wgjm& wjt G CSR bxwZgvjvi Kvh©KvwiZv ch©‡eÿ‡Yi Rb¨ 
B›Uvibvj AwWU Uxg B›Uvibvj AwWU Ki‡e| AwW‡U cÖvß ch©‡eÿY m¤ú‡K© wjwLZ 
wi‡cvU© g¨v‡bRg¨v›U wiwfD Ki‡e Ges cÖ‡qvRbxq mycvwik Ki‡e| 
 

 wi‡cv©wUs t  
B›Uvibvj AwWU m¤úbœ Kivi ci AwWU n‡Z cÖvß welqvw` wb‡q GKwU wi‡c©vU ‰Zix Kiv 
n‡e Ges D³ wi‡cvU© DaŸ©Zb KZ…cÿ‡K AewnZ Kiv n‡e| 
 

 wbqš¿b t  
Kj¨vb Kg©KZ©v mn GBP Avi GÛ Kgcøv‡qÝ wefv‡Mi mKj m`m¨e„›` mve©ÿwbKfv‡e 
ch©‡eÿY Ki‡eb| 

M) ev Í̄evq‡bi mgqmxgv 
msMV‡bi e¨w³MY G cÖwµqvi mswkøó KvR¸‡jv m¤úv`b Ki‡e| wdWe¨vK Ges K‡›Uªvj wm‡÷‡gi Rb¨ 
wba©vwiZ mg‡q ev¯Íevqb wbwðZ Ki‡Z n‡e| 

4. ‡hvMv‡hvM Ges ev¯Íevqb (Communication & Implementation) 

• †hvMv‡hvM Ges ev¯Íevqb Kvh©m~Px Abyhvqx| 

5. wdWe¨vK Ges K‡›Uªvj (Feedback & Control) 

•    wdWe¨vK I wbqš¿Y Kvh©m~Px Abyhvqx| 
evsjv‡`‡ki ˆZwi †cvlvK wk‡íi gvb BwZg‡a¨B ewnt we‡k¦ GKwU ¯̂Zš¿ cwiPq Lyu‡R †c‡Z m¶g n‡q‡Q| ZvB GB wk‡íi 

gva¨‡g ˆe‡`wkK gy`ªv AR©‡bi GB MwZ‡K Z¡ivwš^Z Ki‡Z n‡j, GB wkí‡K evuwP‡q ivL‡Z n‡j cÖ_‡gB „̀wócvZ Ki‡Z 

n‡e Gi cªvY kw³i w`‡K| Avi Zv n‡jv GB wk‡í Kg©iZ kªwgK-Kg©Pvix‡`i Rb¨ Kvh©Ki e¨emvwqK mvgvwRK `vqe×Zv 
bxwZgvjv cÖwZwU kªwgK-Kg©Pvix‡K wbRK‡g© Av‡iv AbycÖvwYZ Ki‡e, evov‡Z mvnvh¨ Ki‡e Drcv`b | cÖwZôv‡bi kªwgK, 

Kg©Pvix Ges Kg©KZ©vi Rxeb hvÎvi gvb Dbœq‡bi cvkvcvwk Zv‡`i cwievi Ges ‡jvKvj KwgDwbwUi Rxeb hvÎvi gvb 

Dbœq‡b f~wgKv ivLvi gva¨‡gB GB bxwZgvjv Kvh©Ki n‡e| 
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1. bxwZgvjv (Policy) 
 

 

†Kv¤úvbx bxwZgvjv †Nvlbv  
(Company Policy Statement) 

 

‡g‡Uªv wbwUs GÛ WvBs wgjm wj: e¨e ’̄vcbv KZ©…cÿ cÖwZôv‡b Kg©iZ kÖwgK‡`i k„•Ljv 
eRvq ivL‡Z e× cwiKi| GKwU myô I Kvh©Ki k„•Ljvg~jK e¨e ’̄v cÖwZôv‡bi mKj ¯Í‡i 
k„•Ljv weavb I kÖwgK Kg©Pvwi‡`i g‡a¨ †mŠnv ©̀ c~Y© m¤úK© I myô Kg©cwi‡ek ˆZwi 
Ki‡e|  

jÿ¨ I D‡Ïk¨ 
(Objective & Target) 

 

‡g‡Uªv wbwUs GÛ WvBs wgjm wj: G wb‡qvwRZ mKj kªwgK I Kg©Pvix †hb GKUv my-wbw`©ó 
wbqg-k„sLjvi g‡a¨ †_‡K Zv‡`i ˆ`bw›`b Kvh©µg m¤úv`b Ki‡Z cv‡i †m j‡ÿ¨ †g‡Uªv 
KZ©„cÿ k„•Ljvg~jK e¨e ’̄v msµvšÍ bxwZgvjv cÖbqb K‡i‡Q| 
 

bxwZgvjvi cwiwa 
(Scope of the Policy) 

‡g‡Uªv wbwUs GÛ WvBs wgjm wj: G wb‡qvwRZ mKj kªwgK I Kg©Pvixi Rb¨ G bxwZgvjv 

cÖ‡hvR¨ n‡e|  

m~Î 
(Law Reference) 

 

‡g‡Uªv wbwUs GÛ WvBs wgjm wj: Gi wb‡qvM bxwZgvjv evsjv‡`k kÖg AvBb-2006 Ges 
Gi me©‡kl ms‡kvabx 2013 mv‡ji evsjv‡`k kÖg AvBb, evsjv‡`k kÖg wewagvjv -2015 
I AvB Gj I Kb‡fbkb (ILO Convention) Gi wewaweavb Ges m¤§vwbZ 
MÖvnK/†µZve„‡›`i AvPiYwewa (Code of Conduct) we‡ePbvc~e©K h_vh_fv‡e M„nxZ 
n‡q‡Q|  

 

cÖwZkÖæwZ 
(Commitment) 

 

Kg©‡ÿ‡Î †Kvb Am`vPib cwijwÿZ n‡j ev †Kvb KvR m¤úv`‡bi †ÿ‡Î †Kvb Awf‡hvM 
DÌvwcZ n‡j ‡g‡Uªv wbwUs GÛ WvBs wgjm wj: KZ©…cÿ Zv h_vh_ cÖwZKv‡ii gva¨‡g myô 
Kg©cwi‡ek weivRgvb ivLvi e¨vcv‡i `„p cÖwZÁ I A½xKvie×| 

2. msMVb (Organization) 

2.1  
cwjwm ev Í̄evqbKivi 

`vwqZ¡cÖvß e¨w³ 
(Responsible person for 
implement the policy) 

 

 

 

 

 
 

 

 

2.2 
`vwqZ¡cÖvß e¨w³e‡M©i KvR 

(Responsibilities of 

• e¨e ’̄vcbv cwiPvjK / cwiPvjK t-  
 
 

k„•Ljvg~jK e¨e ’̄v msµvšÍ bxwZgvjvi †h †Kvb cwieZ©b, cwiea©‡b wb‡`©kbv cÖ`vb I 
m‡e©vcwi bxwZgvjv Aby‡gv`bKvix|  
 

k„•Ljvg~jK e¨e¯’v bxwZgvjv 
Disciplinary Action Policy 

bxwZgvjv ïiæi ZvwiL 01/01/2009 Bs 

ms‡kva‡bi ZvwiL 01/01/2023 Bs 

cieZ©x ms‡kva‡bi ZvwiL 01/12/2024 Bs 

ms‡kva‡bi bv¤^vi 05 
Ref No: S(S)P-14(05) 

Managing Director 

Director 

G.M (Admin, HR & Compliance) G.M (Pro & Plan) 

Sr. Manager (Admin, HR & Compliance) 

Deputy Manager (Admin, HR & 

Comp.) 

Welfare Officer 

P.M 

In-Charge 
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Assigned Persons) • gnv-e¨e ’̄vcK (Drcv`b I cø¨vwbs) t-  
 

AÎ bxwZgvjv Abymib Ki‡eb Ges bxwZgvjv ev¯Íevqb Kivi Rb¨ cÖ‡qvRbxq e¨e ’̄v 
wb‡eb| 
 

• mnKvix gnve¨e ’̄vcK (gvbe m¤ú` I cÖkvmb) t- 
 
 

✓ GBP.Avi. GÛ Kgcøv‡qÝ cÖavb, k„•Ljvg~jK e¨e ’̄v bxwZgvjv ev Í̄evq‡bi cÖavb `vwq‡Z¡ 
_vK‡eb| 

✓ G msµvšÍ mKj cÖKvi Awf‡hvM, Aby‡hvM I civgk© ch©‡eÿb Ki‡eb Ges †Kvb ai‡bi 
k„•Ljv cwicš’x AvPiY Kv‡iv weiæ‡× cÖgvwbZ n‡j kÖg AvBb †gvZv‡eK cÖ‡qvRbxq 
e¨e ’̄v MÖnb Kivi Rb¨ wb‡`©k cÖ`vb Kwi‡eb| 

✓ cÖ‡qvR‡b AskMÖnbKvix KwgwUi mv‡_ mivmwi Av‡jvPbv ev civg‡k©i gva¨‡g wm×všÍ 
MÖnb Kwi‡eb| 

 

mnKvix gnve¨e ’̄vcK (gvbem¤ú` I cÖkvmb) wb‡¤§v³ e¨vw³M‡Yi gva¨‡g GB bxwZgvjv 
ev Í̄evqb Ki‡eb|  
 
 

• gnve¨e ’̄vcK (Drcv`b) t-  
 

gnve¨e ’̄vcK (Drcv`b) AÎ bxwZgvjv Abymib K‡i wefvMxq cÖav‡bi gva¨‡g GB 
bxwZgvjv ev¯Íevqb Ki‡eb|  

• e¨e ’̄vcK (gvbe m¤ú` I cÖkvmb) t-  
 
 
 

✓ k„•Ljvg~jK e¨e ’̄v bxwZgvjv cÖbqb I Zvi ev¯Íevq‡b c`‡ÿc MÖnb| 
✓ kÖwgK, Kg©Pvix I Kg©KZ©v‡`i g‡a¨ k„•Ljvg~jK e¨e ’̄v bxwZgvjvi wfwË‡Z 

m‡PZbZv e„w× I cÖwkÿ‡Y cÖ‡qvRbxq f~wgKv cvjb K‡i| 
✓ Kvnv‡iv weiæ‡× †Kvb cÖKvi k„•Ljv cwicš’x Awf‡hvM DÌvwcZ n‡j Zv 

wb®úwËi Rb¨ cÖ‡qvRbxq e¨e ’̄v MÖnb Ges DaŸ©Zb KZ…c‡ÿi mv‡_ †hvMv‡hvM 
Kiv| 

✓ myk„•Lj Kg© cwi‡ek Mo‡Z ~̀e©j w`K¸‡jv ch©v‡jvPbv K‡i wefvMxq 
cÖavbM‡bi mv‡_ civgk©µ‡g k„•Ljvg~jK e¨e ’̄v bxwZi ev¯Íevqb wbwðZ 
Ki‡eb| 

• e¨e ’̄vcK (Drcv`b) t-  
 

mswkøó mKj wefvMxq cÖavbMY I Kg©KZ©viv †Kv¤úvbxi k„•Ljv g~jK e¨e ’̄v bxwZgvjv 
ev¯’evq‡bi Rb¨ e¨e ’̄vcK GBP.Avi GÛ Kgcøv‡qÝ †K mn‡hvMxZv Ki‡eb Ges mswkøó 
mK‡j wbwðZ Ki‡eb †h, †Kvb kÖwgK Kg©Pvix hv‡Z K‡i Zvi PvKzix msµvšÍ ev AvPiY 
msµvšÍ wel‡q †Kvb cÖKvi Am`vPvi‡Yi ¯̂xKvi bv nq| G msµvšÍ mKj ai‡bi Awf‡hvM, 
Aby‡hvM I e ‘̄ wbó civgk© ¸iæZ¡ mnKv‡i we‡ePbv Kiv I Gi cÖwZKv‡ii Rb¨ ª̀æZ e¨e ’̄v 
MÖnY Kiv| 
 

AÎ bxwZgvjv Abymib K‡i kªwgK‡`i Kv‡Ri Z`viwK Ki‡eb Ges gnve¨e ’̄vcK (Drcv`b) †K 
AeMZ Ki‡eb| 
 
 

• gvbe m¤ú` I cÖkvmwbK Kg©KZ©v/ Kj¨vb Kg©KZ©v t- 
 
 
 

AÎ bxwZgvjv Abymib K‡i KviLvbvi mKj‡K GB wel‡q m‡PZb Kivi Rb¨ k„•Ljvg~jK e¨e ’̄v 
msµvšÍ bxwZgvjv †bvwUk‡ev‡W© Uvwb‡q w`‡eb Ges ÓbxwZgvjvÓ Abymib Kiv n‡”Q wK bv Zv wbwðZ 
Kivi Rb¨ gvbem¤ú` I cÖkvmb, Kgcøv‡qÝ Ges Kj¨vb Kg©KZ©vMb m`v mRvM _vK‡eb|  
 

✓ ‡d¬vi gwbUwis K‡i kÖwgK Kg©Pvix‡`i mv‡_ †hvMv‡hvM K‡i k„•Ljv we‡ivax 
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AvPiY wPwýZ Kiv| 
✓ ‡d¬vi †_‡K k„•Ljv we‡ivax AvPiY welqK mgm¨v I Awf‡hvM ZvrÿwbK mgvavb 

Kiv Ges cÖ‡qvR‡b DaŸ©Zb KZ…c‡ÿi mv‡_ †hvMv‡hvM Kiv| 
✓ G e¨vcv‡i Awf‡hvM/mgm¨v msµvšÍ KZ…c‡ÿi M„nxZ wm×všÍmg~n mKj‡K AeMZ 

Kiv| 
✓ ga¨g ch©v‡qi e¨e ’̄vcbv KZ…c‡ÿi mv‡_ gZ wewbgq K‡i Am`vPi‡bi Kzdj 

m¤ú‡K© AeMZ Kiv‡bv Ges mK‡ji mv‡_ fv‡jv AvPiY wbwðZ Kivi Rb¨ 
AbycÖvwbZ Kiv| 

✓ cÖwZôv‡bi kÖwgK Kg©Pvix‡`i k„•Ljv g~jK e¨m¯’v bxwZgvjvi Dci cÖwkÿb cÖ`vb 
I mfvi Av‡qvRb Kiv| 

 

• BbPvR© (Drcv`b) t-  
 

AÎ bxwZgvjv Abymib K‡i Zvi Awab ’̄‡`i Kv‡Ri Z`viwK Ki‡eb Ges e¨e ’̄vcK (Drcv`b) 
†K AeMZ Ki‡eb| 

• mycvifvBRvi (Drcv`b) t-  
 

AÎ bxwZgvjv Abymib K‡i Zvi Awab ’̄‡`i Kv‡Ri Z`viwK Ki‡eb Ges BbPvR© (Drcv`b) †K 
AeMZ Ki‡eb| 

3. Kvh©m~Px I c×wZ (Routines & Procedure) 

3.1 ev¯Íevqb Kvh©m~Px (Implementation Routine) 

K) `vwqZ¡ t msMV‡bi ewY©Z Kvh©avivµg Ges `vwqZ¡cÖvß e¨w³MY cwjwm ev Í̄evq‡b f~wgKv cvjb Ki‡eb| 

L) Kvh©m~Pxt 

k„•Ljvg~jK e¨e ’̄v bxwZgvjv wb‡¤œv³ Dcv‡q wba©viY Kiv n‡e t- 
 

❖ Am`vPviY mg~n t 
 

evsjv‡`k kÖg AvBb, 2006 Gi 23 (4) aviv †gvZv‡eK wb‡¤œv³ AvPiY mg~n Am`vPviY wn‡m‡e MY¨ 
n‡e: 

✓ Dci‡¯’i †Kvb AvBb m½Z ev hyw³ m½Z Av‡`k gvbvi †ÿ‡Î GKK fv‡e ev 
A‡b¨i m‡½ msN e× nBqv B”QvK„Z fv‡e Aeva¨Zv; 

✓ gvwj‡Ki e¨emv ev m¤úwË m¤ú‡K© Pzwi, cÖZviYv ev AmvayZv; 
✓ gvwj‡Ki Aaxb Zvnvi ev Ab¨‡Kvb kÖwg‡Ki PvKzix msµvšÍ e¨vcv‡i Nyl cÖ`vb 

Kiv; 
✓ webv QzwU‡Z Af¨vmMZ Abycw¯’wZ ev QzwU bv wbqv GKm‡½ 10(`k) w`‡bi AwaK 

mgq Abycw¯’wZ; 
✓ Af¨vmMZ wej‡¤̂ Abycw¯’wZ; 
✓ cÖwZôv‡b cÖ‡hvR¨ †Kvb AvBb, wewa ev cÖweav‡bi Af¨vmMZ jsNb; 
✓ cÖwZôv‡b Dk„•Lj ev `vsMv nvsMvgvg~jK AvPiY, A_ev k„•Ljv nvwbKi †Kvb Kg©; 
✓ Kv‡R K‡g© Af¨vmMZ MvwdjwZ; 
✓ cÖavb cwi`k©K Øviv Aby‡gvw`Z PvKzix msµvšÍ, k„•Ljv ev AvPiYmn, †h †Kvb 

wewai Af¨vmMZ jsNb; 
✓ gvwj‡Ki Awdwmqvj †iK‡W©i i`e`j, RvjKib, Ab¨vq cwieZ©b, Dnvi 

ÿwZKiY ev nvivBqv †djv| 

 

❖ Am`vPviY Ges `Û cÖvwßi †ÿ‡Î kvw Í̄ t 
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Am`vPviY Ges `Û cÖvwßi †ÿ‡Î kvw Í̄ mg~n wb¤œiæc :- 
 

1. webv †bvwU‡k eiLv¯Í t  
‡Kvb kÖwgK‡K webv †bvwU‡k ev †bvwU‡ki cwie‡Z© webv gRyix‡Z PvKzix nB‡Z eiLv¯Í Kiv 
hv‡e hw` wZwb †dŠR`vix Aciv‡a `ÛcÖvß nb A_ev Am`vPvi‡Yi `v‡q †`vlx mve¨¯Í nb| 

2. Am`vPvi‡Yi `v‡q kvw Í̄ mg~n t  
Am`vPvi‡Yi Aciv‡a †`vlx mve¨¯Í †Kvb kÖwgK‡K eiLv‡ Í̄i cwie‡Z© we‡kl Ae¯’vi 
cwi‡cªwÿ‡Z wb‡¤œv³ kvw Í̄ mg~n cÖ`vb Kiv hvB‡e:- 
                   1) AcmviY; 
                   2) bx‡Pi c‡`, †MÖ‡W ev †eZb †¯‹‡j AbwaK GK ermi ch©šÍ Avbqb;  
                   3) AbwaK GK ermi ch©šÍ c‡`vbœwZ eÜ;  
                   4) AbwaK GK erm‡ii Rb¨ gRyix e„w× eÜ;  
                   5) Rwigvbv;  
                   6) AbwaK mvZ w`b ch©šÍ webv gRyix‡Z ev webv †LvivKx‡Z mvgwqK eiLv¯Í  

                  7) frmbv I mZK©xKiY| 
 

 

❖ Am`vPvi‡Yi `v‡q kvw Í̄ cÖ`v‡bi c×wZ t 
 

✓ Awf‡hvM wjwLZ AvKv‡i _vK‡Z n‡e| Bnvi GKwU Kwc Awfhy³ e¨w³‡K w`‡Z 
n‡e I Bnvi Reve †`Iqvi Rb¨ AšÍZc‡ÿ 07 w`b mgq w`‡Z n‡e; 
 

✓ Kvib `k©v‡bv †bvwU‡ki †cÖwÿ‡Z kÖwgK KZ…K cÖ`Ë Reve m‡šÍvlRbK nB‡j 
Awf‡hvM wb®úwË nBqv‡Q ewjqv Mb¨ nB‡e Ges GB welqwU kÖwg‡Ki cieZ©x 
PvKzwii †ÿ‡Î †Kvbiæc cÖfve †dwj‡e bv| Avi hw` m‡šÍvlRbK bv nq Zvn‡j 
gvwjK ev ZrKZ…K ÿgZvcÖvß †Kvb Kg©KZ©v AbwaK 6 m`m¨ Øviv MwVZ Z`šÍ 
KwgwU MVb Kwiqv wbi‡cÿ Z`šÍ Kvh©µg m¤úbœ Kwiqv Zvnvi wbKU 60(lvU) 
w`‡bi g‡a¨ wi‡cvU© †ck Kwi‡Z wb‡`©k w`‡eb|  

 

✓ Z`šÍ KwgwU Dnvi Z`šÍ cÖwZ‡e`b cÖ‡qvRbxq wm×v‡šÍi Rb¨ KZ©…c‡ÿi eive‡i 
‡cÖiY Kwi‡e| 

 

✓ Z`šÍ KwgwU‡Z gvwjK ev ZrKZ©…K ÿgZvcÖvß Kg©KZ©v KZ…©K KviLvbv ev cÖwZôvb 
nB‡Z g‡bvbxZ nB‡eb Ges kÖwgK c‡ÿi cÖwZwbwa Awfhy³ kÖwg‡Ki wjwLZ 
cÖ¯Íveµ‡g D³ KviLvbv ev cÖwZôv‡b Kg©iZ kÖwgK‡`i cÿ nB‡Z g‡bvbxZ 
nB‡e| Z‡e kZ© _v‡K †h, Awfhy³ e¨w³i wb¤œc‡`i KvD‡K cÖwZwbwa g‡bvbqb 
Kiv hvB‡e bv| AviI kZ© _v‡K †h, AskMÖnbKvix KwgwUi †Kvb kÖwgK 
cÖwZwbwa‡K Zvnvi cÖwZwbwa wnmv‡e g‡bvbqb Kwi‡Z cvwi‡e| 

 

✓ Z`‡šÍ †`vlx cÖgvwYZ n‡j gvwjK ev ZrKZ…©K ÿgZvcÖvß Kg©KZ©v kvw Í̄i Av‡`k 
w`‡eb| 

 

✓ kvw Í̄ cÖ`vb Kiv n‡j, kvw Í̄i GKwU Kwc Awfhy³ e¨w³‡K w`‡Z n‡e| 
 

✓ hw` †Kvb kÖwgK gvwjK KZ…©K †cÖwiZ †bvwUk, wPwV, Awf‡hvMbvgv wb‡Z A¯̂xK…wZ 
Rvbvb, Zvn‡j Dnv Zv‡K cÖ`vb Kiv n‡q‡Q ewjqv eyS‡Z n‡e Ges Gi GKwU 
Kwc †bvwUk †ev‡W© Szwj‡q w`‡Z n‡e I GKwU Kwc kÖwg‡Ki wVKvbvq †iwRwóª K‡i 
WvK†hv‡M cvVv‡Z n‡e| 

✓ kvw Í̄ cÖ`v‡bi †ÿ‡Î gvwjK mswkøó kÖwg‡Ki c~e©Zb bw_cÎ, Aciv‡ai ¸iæZ¡, 
PvKzixKwjxi K…wZZ¡, Ae`vb I Ab¨ †Kvb we‡kl Ae ’̄v we‡ePbvq Avb‡eb| 
 

❖ cybwe©Pv‡ii Rb¨ Awf‡hvM c×wZ t   
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hw` †Kvb kvw Í̄g~jK e¨e ’̄v m¤ú‡K© †Kvb kÖwg‡Ki †KvbiKg cybwe©Pv‡ii Av‡e`b _v‡K 
‡m‡ÿ‡Î †Kvb †bwZevPK cÖwZwµqv bv †`wL‡q wb¤œwjwLZ av‡c Zv cybwe©Pv‡ii weavb 
_vK‡Z n‡e|   
 

➢ hvi Dci kvw Í̄ Av‡ivc n‡q‡Q Giƒc cÖ‡Z¨K e¨w³i hw` kvw Í̄i cwigvb ev Ab¨ 
†Kvb welq m¤ú‡K© †Kvb Awf‡hvM _v‡K Ges wZwb hw` Bnvi cÖwZKvi †c‡Z Pvb 
Zvn‡j wZwb h_vh_ KZ…©c‡¶i wbKU cybwe©Pvi †P‡q wjwLZ Av‡e`b Ki‡Z 
cvi‡eb| 

 

➢ Awfhy³ e¨w³ Awf‡hv‡Mi KviY AewnZ nIqvi ZvwiL n‡Z wÎk (30) w`‡bi 
g‡a¨ cybwe©Pv‡ii Av‡e`b wjwLZ AvKv‡i gvwj‡Ki ev gvwj‡Ki †Kvb cÖwZwbwai 
Kv‡Q †ck Ki‡eb| 

➢ gvwjK cybwe©Pv‡ii Av‡e`b cÖvwßi wÎk (30) w`‡bi g‡a¨ Awf‡hvM m¤ú‡K© Z`šÍ 
ev cybtZ`šÍ Ki‡eb Ges mswkó e¨w³‡K ïbvbxi my‡hvM w`‡q Zrm¤ú‡K© Zuvi 
wm×všÍ wjwLZ fv‡e Awfhy³ e¨w³‡K Rvbv‡eb| 

➢ hw` gvwjK †Kvb wm×všÍ w`‡Z e¨_© nb ev mswkøó kÖwgK gvwj‡Ki D³ wm×v‡šÍ 
mš‘ó bv nb †m‡ÿ‡Î gvwj‡Ki wm×v‡šÍi ZvwiL nB‡Z 30 w`‡bi g‡a¨ kÖg 
Av`vj‡Z wjwLZfv‡e Awf‡hvMwU Rvbv‡Z cvi‡eb|  

➢ kÖg Av`vjZ Awf‡hvM cÖvwßi ci Dfq cÿ‡K ‡bvwUk cÖ`vb K‡i Awf‡hvM 
m¤ú‡K© Zv‡`i e³e¨ ïb‡eb Ges Dnv we‡ePbvc~e©K Ae¯’v‡f‡` hv b¨vqm½Z 
†miKg Av‡`k cÖ`vb Ki‡eb| 

➢ kÖg Av`vj‡Zi †Kvb Av‡`k Øviv msÿzä †Kvb e¨w³ Av‡`‡ki 30 w`‡bi g‡a¨ 
UªvBeybv‡ji wbKU Avcxj `v‡qi Ki‡Z cvi‡eb Ges GB Avcx‡ji Dci Dnvi 
wm×všÍ P~ovšÍ e‡j MY¨ n‡e|  
 

❖ eiLv¯ÍK…Z kÖwg‡Ki ÿwZc~iY t   
eiLv¯ÍK…Z A_ev AcmvwiZ †Kvb kÖwgK‡K hw` Zvnvi Awew”Qbœ& PvKzwii †gqv` Aby¨b GK 
(01) ermi ev Zvi ‡ewk nq Zvn‡j ÿwZc~iY eve` cÖ‡Z¨K m¤ú~Y© PvKzwi erm‡ii Rb¨ 
c‡bi (15) w`‡bi gRyix cÖ`vb Kiv n‡e| Z‡e e¨emv ev m¤úwË m¤ú‡K© Pzwi Ges 
cÖwZôv‡b Dk„•Lj ev `v½v nv½vgv Aciv‡ai Rb¨ AcmvwiZ ev eiLv¯ÍK…Z kÖwgK D³ 
myweav cvB‡e bv| 
 

❖ Avcx‡j Lvjvm †c‡j Kibxq t  
 

eiLv¯ÍK…Z †Kvb kÖwgK hw` Avcx‡j Lvjvm cvb, Zvnv nB‡j Zvnvi c~e©Zb c‡` envj Kiv 
nB‡e A_ev bZzb Dchy³ †Kvb c‡` Zv‡K wb‡qvM †`qv nB‡e| Avi hw` Bnvi †KvbUvB 
m¤¢e bv nq, Zvnv nB‡j Zvnv‡K wWmPvR©K…Z †Kvb kÖwg‡Ki cÖ‡`q ÿwZc~iY cÖ`vb Kiv 
nB‡e| 
‡Kvb kÖwgK hw` g‡b K‡ib †h, wZwb Zvi Awf‡hv‡Mi myô mgvavb A_ev k„•Ljvg~jK 
e¨e ’̄v msµvšÍ †h †Kvb mgm¨vi mgvavb, mvnvh¨, civgk© I Dc‡`k Gi Rb¨ AskMÖnYKvix 
KwgwUi m`‡m¨i mvnvh¨ cÖ‡qvRb, Z‡e wZwb cÖwZôv‡b we`¨gvb  AskMÖnYKvix KwgwUi †h 
†Kvb cÖwZwbwai mn‡hvMxZv wb‡Z cvi‡eb| 

M) Kvh©m~Px ev¯Íevq‡bi mgqmxgv 
cwjwm wba©vi‡bi mv‡_ mv‡_ k„•Ljvg~jK e¨e ’̄v bxwZgvjv Abyhvqx Am`vPvi‡Yi weiæ‡× 
kvw Í̄g~jK e¨e ’̄v MÖnY Kiv n‡e| 

N) Kvh©m~Px ev¯Íevq‡bi 
c×wZ 

 
 

Kvh©m~Px ev Í̄evq‡bi c×wZ mg~n wb¤œiæc t 
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Routine 

Implementation 

Procedures 

 cÖwZôv‡b k„•Ljvg~jK e¨e ’̄v wbwðZ Kiv t  
cÖwZôv‡b k„•Ljvg~jK e¨e¯’v bxwZgvjvv mwVK cÖ‡qvM I Zvi ev¯Íevq‡bi gva¨‡g 
k„•Ljvg~jK e¨e ’̄v wbwðZ Kiv n‡e Ges e¨e ’̄vcK GBP.Avi. GÛ Kgcøv‡qÝ Gi `vwqZ¡ 
cvjb Ki‡eb| 

 AvPvi-e¨envi msµvšÍ k„•Ljvg~jK e¨e ’̄v t  
ga¨ e¨e ’̄vcbv KZ©…cÿ‡K h_vh_ cÖwkÿb I m‡PZbZv e„w×i gva¨‡g Zv‡`i AvPvi-e¨envi 
Dbœq‡b KvR Kiv n‡e| e¨e ’̄vcK GBP.Avi. GÛ Kgcøv‡qÝ G msµvšÍ cÖwkÿ‡bi e¨e ’̄v 
MÖnb Ki‡eb| 

 Awf‡hvM ev Aby‡hv‡Mi mgvavb t  
Awf‡hvM, Aby‡hv‡Mi ¸iæZ¡vbymv‡i mgvavb Kiv n‡e Ges GB msµvšÍ cÖwZ‡e`b msiÿb 
Kiv n‡e| e¨e ’̄vcK, gvbe m¤ú` cÖkvmb I Kgcøv‡qÝ GB `vwqZ¡ cvjb Ki‡eb| 

3.2   ‡hvMv‡hvM Kvh©m~Px (Communication Routine) 

K) `vwqZ ¡ 
 

G¨vIqvi‡bm GÛ †Uªwbs - I‡qj‡dqvi Awdmvi/†UªBbvi 
wcG †NvlYv   - I‡qj‡dqvi Awdmvi/wiwmckwb÷ 
†gBj KwgDwb‡Kkb - wmwbqi g¨v‡bRvi, g¨v‡bRvi GBP.Avi   
†bvwUk †evW©  - GBP.Avi Awdmvi 
wc.wm KwgwU  - I‡qj‡dqvi Awdmvi 

 

L) ‡hvMv‡hvM Kvh©µg 
 

▪ e¨e ’̄vcbv KZ©…c‡ÿi mv‡_ †hvMv‡hvM t  
 

‡Rbv‡ij wgwUsG Av‡jvPbvi gva¨‡g A_ev B-‡gB‡ji gva¨‡g AvewnZ Ki‡Z n‡e Ges mfvi 
Kvh© weeiYx ms‡hvRb K‡i Zv msiÿb Ki‡Z n‡e| Ges gvbe m¤ú` e¨e ’̄vcK D³ `vwqZ¡ 
cvjb Ki‡eb| 

▪ `vwqZ¡ cÖvß `‡ji mv‡_ †hvMv‡hvM t 
 

mvaviY wgwUs Ges †UªwbsGi gva¨‡g D³ cwjwm mevB‡K AeMZ Kiv n‡e Ges Gi WKz‡g›Um 
bw_f~³ Kiv n‡e| 

▪ óvd‡`i m‡½ †hvMv‡hvM t 
 

KviLvbvi mKj Kg©KZ©v I Drcv`b Kg©KZ©v I Drcv`b ÷vd‡`i D³ bxwZgvjv m¤ú‡K© AewnZ 
Kiv n‡e| ZvQvovI ev Í̄evqb c×wZ m¤ú‡K© aviYv cÖ`vb Kiv mvaviY wgwUs Gi AvqvR‡bi 
gva¨‡g mevB‡K AeMZ Kiv Ges cÖ‡Z¨‡K D³ cwjwm eyS‡Z †c‡i‡Q ev AeMZ n‡q‡Q GB g‡g© 
¯̂vÿi MÖnb Kiv Ges cÖkœ DËi ce© mn mfvi Kvh© weeiYx msiÿY| gvbe m¤ú` e¨e ’̄vcK D³ 
`vwqZ cvjb Ki‡eb| 
 

▪ kÖwgK Kg©Pvix‡`i m‡½ †hvMv‡hvM t  
 

wc.G. wm‡÷‡gi gva¨‡g kÖwgK-Kg©Pvix‡`i k„•Ljvg~jK e¨e ’̄v msµvšÍ bxwZgvjvm¤ú‡K© AewnZ 
Kiv Ges †bvwUk †ev‡W© cÖ`k©‡bi gva¨‡g D³ cwjwm m¤ú‡K© AeMZ Kiv n‡e| gvbe m¤ú` 
e¨e ’̄vcK/wbe©vnx D³ `vwqZ¡ cvjb Ki‡eb| 
▪ bZzb Kg©x‡`i mv‡_ †hvMv‡hvM t 
Iwi‡q‡›Ukb, wi‡d«kvi †Uªwbs G D³ bxwZ m¤ú‡K© avibv cÖ`vb Kiv| 

M) ‡hvMv‡hv‡Mi gva¨g 

 

wb‡¤œv³ Dcv‡q D³ cwjwm m¤ú‡K© †hvMv‡hvM iÿv Kiv n‡e t 
• †Uªwbs Gi gva¨‡g †hvMv‡hvM t  

 

d¨v±ixi kÖwgK-Kg©Pvix Ges Kg©KZ©vM‡Yi wbqwgZ m‡PZbZv Kg©m~Px/c~Ytm‡PZbZv 
Kg©m~Pxi gva¨‡g GBPAvi wefvM †_‡K cwjwm m¤ú‡K© avibv cÖ`vb Kiv n‡e Ges bZzb 
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kÖwgK‡`i‡K cwiwPwZg~jK cÖwkÿ‡Yi gva¨‡g D³ bxwZgvjv m¤ú‡K© aviYv cÖ`vb Kiv 
n‡e| 

• wc.G wm‡÷‡gi gva¨‡g †hvMv‡hvM t  
 

wc.G wm‡÷‡g †Nvlbvi gva¨‡g D³ bxwZgvjv m¤ú‡K© m‡PZbZv e„w× Kiv n‡e| 

• †bvwUm †ev‡W©i gva¨‡g †hvMv‡hvM t  
 

†bvwUk †ev‡W© cÖ`k©‡bi gva¨‡g k„•Ljvg~jK e¨e ’̄v msµvšÍ bxwZgvjv m¤ú‡K© †hvMv‡hvM 
iÿv Kiv n‡e| 

• wc.wm KwgwUi gva¨‡g †hvMv‡hvM t  
 

wc.wm KwgwUi mvaviY mfvq Av‡jvPbvi gva¨‡g k„•Ljvg~jK e¨e ’̄v msµvšÍ bxwZgvjv 
m¤ú‡K© †hvMv‡hvM iÿv Kiv n‡e| GQvovI D³ bxwZgvjv wiwfI Kivi mgq Zv‡`i mv‡_ 
mwµq †hvMv‡hvM iÿv Kiv n‡e| 

• B-‡gB‡ji gva¨‡g †hvMv‡hvM t  
 

B-‡gB‡ji gva¨‡g ga¨g I D”P ch©v‡qi e¨e ’̄vcbv KZ…©c‡ÿi mv‡_ †hvMv‡hvM iÿv Kiv 
n‡e| 

3.3 wdWe¨vK Ges wbqš¿b Kvh©m~Px (Feedback & Control Routine) 

K) `vwqZ¡  
Dc-gnv e¨e ’̄vcK GBP.Avi GÛ Kgcøv‡qÝ  wdWe¨vK Ges wbqš¿b Kvh©µ‡gi g~j `vwqZ¡ 
cvjb Ki‡eb| GQvovI GBP Avi g¨v‡bRvi Ges wefvMxq cÖavbMY Dc-gnv e¨e ’̄vcK 
GBP.Avi GÛ Kgcøv‡qÝ‡K D³ cwjwm wbqš¿‡b mn‡hvMxZv Ki‡eb| 

L) wdWe¨vK c×wZ 

wb‡¤œv³ Dcv‡q wdWe¨vK Ges wbqš¿b Kvh©m~Px cwiPvjbv Kiv nq- 
 

▪ kÖwgK, Kg©Pvix‡`i Rb¨ wdWe¨vK t 
 

wjwLZfv‡e k„•Ljvg~jK e¨e ’̄v m¤úwK©Z †h †Kvb civgk©, Awf‡hvM †iKW© Kiv n‡e| 
†Kvb Awf‡hvM cvIqv †M‡j Zvi Z`šÍ mv‡c‡ÿ cÖ‡qvRbxq e¨e ’̄v MÖnY Kiv n‡e| 
AskMÖnY KwgwUi wgwUs G Av‡jvPbvi gva¨‡g k„•Ljvg~jK e¨e ’̄v bxwZgvjv m¤ú‡K© †Kvb 
ai‡bi civgk© wKsev Awf‡hvM wb®úwËi e¨e ’̄v i‡q‡Q| I‡qj‡dqvi Awdmvi‡K AewnZ 
Kivi gva¨‡g k„•Ljvg~jK e¨e ’̄v msµvšÍ †Kvb civgk© wKsev AmsMwZ Rvbv‡bv n‡j 
I‡qj‡dqvi Awdmvi civgk© D×©Zb KZ…©cÿ‡K Rvbv‡eb Ges Z`šÍ mv‡c‡ÿ Awf‡hv‡Mi 
†cÖwÿ‡Z h_vh_ e¨e ’̄v MÖnY Ki‡eb| 
 

▪ KZ…©cÿxq wbqš¿b t 
 

e¨e ’̄vcbv KZ…©cÿ cÖwZ Qq gvm cici k„•Ljvg~jK e¨e ’̄v msµvšÍ g¨v‡bR‡g›U wiwfD 
wgwUs Av‡qvRb Ki‡eb| D³ wgwUs‡q D×©Zb KZ…©cÿ weMZ Qq gv‡mi k„•Ljvg~jK 
e¨e ’̄v msµvšÍ mKj wjwLZ Bmy¨¸‡jv wiwfD mv‡c‡ÿ cÖ‡qvRbxq civgk© cÖ`vb Ki‡eb| 
 

▪ Af¨šÍixb AwW‡Ui gva¨‡g wdWe¨vK I wbqš¿b t 
  

‡g‡Uªv wbwUs GÛ WvBs wgjm& wjt G k„•Ljvg~jK e¨e ’̄v bxwZgvjvi Kvh©KvwiZv ch©‡eÿ‡Yi 
Rb¨ B›Uvibvj AwWU Uxg B›Uvibvj AwWU Ki‡e| AwW‡U cÖvß ch©‡eÿY m¤ú‡K© wjwLZ 
wi‡cvU© g¨v‡bRg¨v›U wiwfD Ki‡e Ges cÖ‡qvRbxq mycvwik Ki‡e| 
 

 wi‡cv©wUs t  
B›Uvibvj AwWU m¤úbœ Kivi ci AwWU n‡Z cÖvß welqvw` wb‡q GKwU wi‡c©vU ‰Zix Kiv 
n‡e Ges D³ wi‡cvU© DaŸ©Zb KZ…cÿ‡K AewnZ Kiv n‡e| 
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 wbqš¿b t  
Kj¨vb Kg©KZ©vmn GBP Avi GÛ Kgcøv‡qÝ wefv‡Mi mKj m`m¨e„›` mve©ÿwbKfv‡e 
ch©‡eÿY Ki‡eb| 

M) ev Í̄evq‡bi mgqmxgv 

 

msMV‡bi e¨w³MY G cÖwµqvi mswkøó KvR¸‡jv m¤úv`b Ki‡e| wdWe¨vK Ges K‡›Uªvj 
wm‡÷‡gi Rb¨ wba©vwiZ mg‡q ev¯Íevqb wbwðZ Ki‡Z n‡e| 
 

4. ‡hvMv‡hvM Ges ev Í̄evqb (Communication & Implementation) 

• †hvMv‡hvM Ges ev¯Íevqb Kvh©m~Px Abyhvqx| 

5. wdWe¨vK Ges K‡›Uªvj (Feedback & Control) 

• wdWe¨vK Ges wbqš¿b Kg©©m~Px Abyhvqx| 

     

DcwiD³ Av‡jvPbv n‡Z GB wm×v‡šÍ DcbxZ nIqv hvq †h, ißvbxgyLx Mv‡g©›Um wk‡í Drmvnx I wb‡ew`ZcÖvb 
kªwgK I Kg©Pvixe„›` mvd‡j¨i wbqvgK kw³ wn‡m‡e KvR K‡ib| ¯̂vfvweKfv‡eB GB wk‡í wb‡qvwRZ mevi Rb¨ 
h_vh_ m¤§vb wb‡q KvR Kivi e¨e ’̄v Ki‡j Zv wk‡íi weKv‡k cÖf~Z mnvqK n‡e| e¨e ’̄vcK‡`i `vwqZ¡ Ggb 
GKwU Drcv`b mnvqK Kg©cwi‡ek m„wó Kiv †hLv‡b mevB my¯’ I my›`ifv‡e KvR Ki‡Z cv‡i| G j‡¶¨B ‡g‡Uªv 
wbwUs GÛ WvBs wgjm& wjt Ggb GKwU Drcv`b mnvqK Kg© cwi‡ek m„wó Ges eRvq ivL‡Z e×cwiKi †h cwi‡ek 
n‡e GKwU my-k„sLj I wbqgZvwš¿K cwi‡ek|  
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kvw¯Íg~jK e¨e¯’v msµvšÍ bxwZgvjv hvPvBKib  
Disciplinary Action Policy Check List 

 
KviLvbvi bvg t †g‡Uªv wbwUs GÛ WvBs wgjm& wjt  
bxwZgvjvi bvgt kvw¯Íg~jK e¨e ’̄v msµvšÍ bxwZgvjv | 
wbixÿKt------------------------------------- 
ZvwiLt-------------------------------------- 
 

µwgK hvPvBKib welq n&u¨v bv gšÍe¨ 
1 kvw¯Íg~jK e¨e¯’v msµvšÍ bxwZgvjvwU †bvwUk †ev‡W© Uvwb‡q ‡`qv n‡q‡Q wKbv?    
2 bxwZgvjv m¤ú‡K© mswkøó mKj‡K cÖ‡qvRbxq cÖwk¶b cÖ`vb Kiv n‡q‡Q wKbv?    
3 †Kvb kªwgK‡K ‡e-AvBbxfv‡e †Kvb kvw¯Í †`qv nq wKbv?    
4 kvixwiK wbh©vZb K‡i KvR Kiv‡bv nq wKbv?    
5 Avw_©K ¶wZ mva‡bi gva¨‡g KvR Kiv‡bv nq wKbv?    
6 KviLvbvi kªwgK Kg©Pvix ¯^-B”Qvq PvKzix‡Z †hvM`vb K‡i Ges ¯^-B”Qvq KvR K‡i wKbv?    
7 KvR PjvKvjxb mg‡q KviLvbvi cÖwZwU cÖ‡ek/evwni c_ ‡Lvjv †i‡L KvR Kiv nq wKbv?    
8 Kg© N›Uv PjvKvjxb mgq kªwgKMY‡K cvwb cvb Kivi, Lvevi LvIqvq, Uq‡jU hvIqvi ‡¶‡Î 

†Kvb cÖKvi evav cÖ`vb Kiv nq wKbv? 
   

9 hw` †Kvb mgq Ryiæix wkc‡g‡›Ui Rb¨ Ifvi UvBg Kiv‡bvi cÖ‡qvRb nq Z‡e Zv Ki‡Z 
kªwgK‡`i eva¨ Kiv A_ev KviI B”Qvi weiæ‡× †Rvi K‡i Ifvi UvBg Kiv‡bv nh wKbv? 

   

10 †Kvb kªwgK‡K †Rvic~e©K PvKzix n‡Z Aemi wb‡Z eva¨ Kiv‡bv nq wKbv?    
11 †Kvb cªKvi g~j mb`cÎ ( cvm‡cvU©, mvwU©wd‡KU, jvB‡mÝ ) PvKzixi c~e©kZ© wnmv‡e msi¶Y 

Kiv nq wKbv? 
   

12 PvKzixi c~e©kZ© wn‡m‡e gwnjv kªwgK‡`i †Kvb cÖKvi Mf©avib cix¶v Kiv‡bv nq wKbv?    
13 Mf©eZx gwnjv wb‡qvM `v‡b †Kvb cÖKvi evav Av‡Q wKbv?    
14 KviLvbvi Af¨šÍ‡i Mf©eZx gwnjv k ªwgK‡`i mv‡_ ˆelg¨ gyjK AvPib Kiv nq wKbv?    
15 wb‡qvM`vbKv‡j kªwg‡Ki wbKU n‡Z †Kvb cÖKvi Aw½Kvi bvgv †bqv nq wKbv?    
16 ‡h †Kvb kvw Í̄`v‡bi wel‡q cybwe©Pvi cÖv_©bv Kivi weavb Av‡Q wKbv?    
17 ‡h †Kvb kvw Í̄`v‡bi wel‡q AvcwË _vK‡j †UªW BDwbqb ev kÖwgK cÖwZwbwai 

civgk© †bqvi AwaKvi Av‡Q wKbv? 
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 ‡g‡Uªv wbwUs GÛ WvBs wgjm& wjt 
ivgvievM, KzZzecyi, dZzjøv, bvivqYMÄ| 
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1. bxwZgvjv (Policy) 
 

 

†Kv¤úvbx bxwZgvjv †Nvlbv  
(Company Policy 

Statement) 

1.1 

‡g‡Uªv wbwUs GÛ WvBs wgjm wj: GKwU 100% ißvbxg~Lx †cvkvK cÖ ‘̄ZKvix ¯̂bvgab¨ cÖwZôvb|  

kÖwg‡Ki Kg© `ÿZv Ges wb¤œZg gRyix Gi wb‡`©kbv †gvZv‡eK †MÖW I c`ex Abymv‡i kÖwg‡Ki 

†eZb I fvZvw` wbwðZ K‡i _v‡K| kÖwg‡Ki †eZb Ges AwZwi³ Kv‡Ri gRyix GK mv‡_ cieZ©x 

gv‡mi mvZ Zvwi‡L Gi g‡a¨ cÖ`vb K‡i _v‡K Ges †eZb cÖ`v‡bi c~‡e© KZ…©cÿ cÖ‡Z¨K kÖwgK‡K 

†eZ‡bi we Í̄vwiZ wnmve †c-w ø̄c Gi gva¨‡g cÖ`vb K‡i _v‡K| GQvovI AR©b, DÏxcbv, cÖhyw³ I 

cÖwkÿ‡Yi gva¨‡g kÖwgK I Kg©KZ©v‡`i Ávb, AvDUcyU, e¨e ’̄vcbv, `ÿZv Ges Ab¨vb¨ mvg_©¨ 

e„w×/ DbœqY Kiv mn k„•Ljve× gRywi KvVv‡gv cÖbq‡Y D³ bxwZgvjv ev Í̄evq‡b ‡g‡Uªv KZ…©cÿ 

`„pfv‡e A½xKvie×| 

jÿ¨ I D‡Ïk¨ 
(Objective & Target) 

1.2 

kÖwgK I Kg©Pvix‡`i mwVK fv‡e gRyix, mKj cÖKvi Avw_©K I Ab¨vb¨ my‡hvM myweav h_v mg‡q 

cÖ`vb Kiv mn k„•Ljve× gRywi KvVv‡gv ˆZwi Kiv, ¯̂”Q kÖwgK g~j¨vqY c×wZi DbœqY Kiv Ges 

e¨w³MZ Abyf~wZ, AwfÁZv A_ev gZvg‡Zi wfwË‡Z kÖwgK g~j¨vqY c×wZ cwinvi Kiv Ges 

KviLvbvq Zzjbvg~jK gRyix a‡i †i‡L Drcv`b cÖwµqv‡K MwZkxj ivLv| gRywi e„w× bq eis 

AR©b, DÏxcbv, cÖhyw³ I cÖwkÿ‡Yi gva¨‡g kÖwgK I Kg©KZ©v‡`i Ávb, AvDUcyU, e¨e ’̄vcbv, 

`ÿZv Ges Ab¨vb¨ mvg_©¨ e„w×/ DbœqY Kiv mn k„•Ljve× gRywi KvVv‡gv cÖbqY I ev Í̄evqb 

Kiv| 

bxwZgvjvi cwiwa 
(Scope of the Policy) 

1.3 

‡g‡Uªv wbwUs GÛ WvBs wgjm wjt G wb‡qvwRZ mKj kªwgK I Kg©Pvixi Rb¨ G bxwZgvjv cÖ‡hvR¨ n‡e|  

m~Î 
(Law Reference) 

1.4 

‡g‡Uªv wbwUs GÛ WvBs wgjm wjt Gi Kvh©Kix gRyix e¨e ’̄vcbv bxwZgvjv evsjv‡`k kÖg AvBb-

2006 Ges Gi me©‡kl ms‡kvabx 2013 mv‡ji evsjv‡`k kÖg AvBb, evsjv‡`k kÖg wewagvjv -

2015 I wb¤œZg gRyix †M‡RU-2018, ms‡kvwaZ wb¤œZg gRyix †M‡RU 2019 I m¤§vwbZ 

MÖvnK/†µZve„‡›`i AvPiYwewa (Code of Conduct) we‡ePbvc~e©K h_vh_fv‡e M„nxZ n‡q‡Q|  

 

cÖwZkÖæwZ 
(Commitment) 

1.5 

‡g‡Uªv wbwUs GÛ WvBs wgjm wjt †`‡ki cÖPwjZ AvBb Abyhvqx mwVK mg‡q kÖwgK I Kg©Pvix‡`i 

†eZb, Ifvi UvBg, AwR©Z QzwUi UvKv I Ab¨vb¨ myweavw` cÖ`vb Kiv mn kÖwgK I Kg©KZ©v‡`i 

Ávb, AvDUcyU, e¨e ’̄vcbv, `ÿZv Ges Ab¨vb¨ mvg_©¨ e„w×/ DbœqY Kiv mn k„•Ljve× gRywi 

KvVv‡gv cÖbq‡Y I ev Í̄evq‡b `„pfv‡e A½xKvie× I AZ¨šÍ m‡PZb| 

Kvh©Kix gRyix e¨e¯’vcbv bxwZ 
Effective Wages Management Policy 

bxwZgvjv ïiæi ZvwiL 01/01/2019 Bs 

ms‡kva‡bi ZvwiL 01/01/2023 Bs 

cieZ©x ms‡kva‡bi ZvwiL 01/01/2024 Bs 

ms‡kva‡bi bv¤^vi 00 
Ref No. S(S)P-25(00) 
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2. msMVb (Organization) 

2.1  
cwjwm ev Í̄evqbKivi 

`vwqZ¡cÖvß e¨w³ 
(Responsible person 
for implement the 

policy) 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2.2 
`vwqZ¡cÖvß e¨w³e‡M©i 

KvR 

(Responsibilities 

of Assigned 

Persons) 

e¨e ’̄vcbv cwiPvjK / wbev©nx cwiPvjKt-  

• cÖwZwU KviLvbvi cwjwm Kvh©Ki Kg©KZv©‡K wb‡`k©bv cÖ`vb Ges wbqwgZ cÖwZ‡e`bwU msMÖn 
K‡i e¨e ’̄vcbv cwiPvj‡K AewnZ Kiv|  

• wb‡qvwRZ m`m¨‡K Revew`wni e¨e ’̄v Kiv| 
 

 

• wmGdIt-  

• kÖwg‡Ki Drme †evbvm, AwR©Z QzwUi UvKv, mvwf©m †ewbwdU, gvZ…Z¡Kvjxb myweav I mKj ÿwZc~iY 
g~jK Avw_©K myweav wbwðZK‡í mwVK mg‡q Pvwn`v gvwdK A‡_©i †hvMvb †`Iqv Ges e¨e¯’vcbv 
cwiPvj‡K AewnZ Kiv|  

• gRyix msµvšÍ mKj wel‡q Z`viwK Kiv 
 

 

gnve¨e ’̄vcK (cÖkvmb, gvbe m¤ú` I Kgcøv‡qÝ) t- 

• kÖwg‡Ki Bb AvDU †iKW© I AwZwi³ Kg©N›Uvi wnmve Abyhvqx kÖwgK Zvi cÖvwß Ges Ab¨vb¨ Avw_©K 
myweav mwVK mg‡q cv‡”Q wKbv Zv gwbUwis Kiv| 

• mwVK mg‡q †g‡Uªv wbwUs GÛ WvBs wgjm& wjt MÖæ‡ci mKj Kg©KZ©v, Kg©Pvix Ges kÖwgK †KD †Kvb 
myweav cÖvwß †_‡K ewÂZ n‡j gvwjK c‡ÿi mv‡_ K_v e‡j Zv `ªæZ mgvavb Kiv| 

• kÖwgK gvwj‡Ki cvi¯úwiK m¤úK© DbœqY Ki‡Z cÖ‡qvRbxq c`‡ÿc MÖnY Kiv| 

• kÖwg‡Ki Av¯’v e„w× I gRyix msµvšÍ fzj †evSv‡evwSi Aemvb Kiv 

• ¯^”Q gRyix KvVv‡gv wbwðZ Kiv| 

• cÖwZôv‡b Zzjbvg~jK gRyix a‡i ivLv| 
 

mnt gnve¨e ’̄vcK (cÖkvmb, gvbe m¤ú` I Kgcøv‡qÝ) t- 

• †mjvwi mvgvwi ‰Zwii †ÿ‡Î wbe©vnx †c-†ivj ‡K mvnvh¨ Kiv,  

wbe©vnx cwiPvjK 

gnve¨e ’̄vcK 
cÖkvmb, gvbe GÛ Kgcøv‡qÝ 

  

mn: gnve¨e ’̄vcK 
cÖkvmb, gvbe GÛ Kgcøv‡qÝ 

 
cÖkvmb/gvbe m¤ú`/Kgcøv‡qÝ 

wbe©vnx 
†c‡ivj  
        

   wbe©vnx -
GBP Avi/ 
cÖkvmwbK 
Kg©KZ©v 

 

kÖwgK/ wcwm 
KwgwUi m`m¨ 

 

wmGdI 

GKvD›Um  

Dct gnve¨e ’̄vcK  
(GKvD›Um GÛ wdb¨vÝ) 

gvm‡KvMÖæc 
  

g¨v‡bRvi
- AvB.B 
GÐ cøvwbs  

        

mswkøó 
KwgwU 

e¨e ’̄vcbv cwiPvjK 
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• UvKvi Pvwn`v cÎ †cÖi‡Y mvnvh¨ Kiv,  

• kÖwg‡Ki †eZb I Ab¨vb¨ cÖvwß m¤úwK©Z †Kvb Awf‡hvM _vK‡j Zv MÖnY K‡i gnve¨e¯’vc‡Ki mv‡_ 
Av‡jvPbv K‡i `ªæZ wb®úwËi e¨e¯’v Kiv| 

• kÖwgK gvwj‡Ki cvi¯úwiK m¤úK© DbœqY Ki‡Z cÖ‡qvRbxq c`‡ÿc mg~‡ni ev¯Íevqb Kiv| 

• `ÿZvi Dci gRyix wba©viY K‡i Kv‡Ri cÖwZ kÖwg‡Ki AvMÖn e„w× Kiv| 

wbe©vnx †c‡ivj tÑ 
mKj kÖwgK Kg©Pvix I Kg©KZ©vi Dcw ’̄wZi w`b, Bb AvDU cvÂ †iKW©, ‡fvMK…Z QzwUi wnmve Abyhvqx 

mK‡ji †mjvwi ‰Zix Kiv Ges Zv gnve¨e ’̄vcK Gg AvB Gm Gi wbKU †cÖiY Kiv| 
 

 

wbe©vnx GBP Avi t- 
• h_vmg‡q ‡c-‡iv‡j kÖwg‡Ki ZvwjKv cÖ`vb Kiv 

• h_vmg‡q †d¬v‡i †c-w ø̄c I †mjvix mxU cÖ`vb Kiv 

• ‡mjvix †`Iqv 

• cÖwkÿ‡Yi gva¨‡g gRyix c×wZi Dci m‡PZbZv e„w× Kiv 

• kÖwg‡Ki Kg©mšÍl e„w× Kiv| 

• kÖwg‡Ki `ÿZv e„w×i †ÿ‡Î wewfbœ ai‡bi cÖwkÿ‡Yi e¨e ’̄v Kiv 

• wbqgvbyewZ©Zv/ AvPiY Gi Dci wfwË K‡i kÖwg‡Ki g~j¨vqY Kiv  
 
 

GKvD›Um wefvM t- 
• wbe©vnx †cÑ‡iv‡ji wbKU n‡Z †mjvwi mvgvwi kxU I Pvwn`v Abyhvqx UvKvi Pvwn`v cÎ 

Dc e¨e ’̄vcK GKvD›Um GÛ wdb¨vÝ Gi wbKU †cÖiY K‡i mwVK mg‡q kÖwg‡Ki 
†eZb cÖ`v‡bi e¨e ’̄v Kiv 

 

cÖkvmwbK Kg©KZ©v t- 
• gRyix Avbv-‡bqvi Kv‡R wb‡qvwRZ e¨w³MY †Kvb cÖKvi SzwK/ nqivbxi ¯̂xKvi bv nq 

†m e¨cv‡i wbðqZv cÖ`vb Kiv| 

• myô fv‡e gRyix cÖ`v‡bi wbðqZv cÖ`vb Kiv|  

• gRyix cÖ`v‡bi mgq †d¬v‡i Z`viwK Kiv| 

• gRyix cÖ`v‡bi mgq AbvKvw•LZ †h †Kvb cwiw ’̄wZ †gvKv‡ejv Kiv| 
 
wbe©vnx- AvB.B GÐ cøvwbs :- 

• Kv‡Ri AwfÁZv / `ÿZv Abyhvqx kÖwg‡Ki g~j¨vqY Kiv 
 
kÖwgK/ wcwm KwgwUi m`m¨ t 

• gRywi msµvšÍ wel‡q †Kvb Mowgj _vK‡j gvbe m¤ú` wefvM‡K Rvbv‡e I cvIbv ey‡S 
†b‡e| 

• gRywi KZ©‡bi wel‡q †Kvb wRÁvmv _vK‡j Zv gvbe m¤ú` wefv‡Mi Kg©KZ©‡`i 
Rvbv‡e Ges †Kv¤úvbxi cÖPwjZ wbqg Abyhvqx Ab¨vb¨ mnKg©x‡`i Rvbv‡e| 

• gRyix cÖ`v‡bi mgq AbvKvw•LZ †h †Kvb cwiw ’̄wZ ‰Zwi bv Kiv| 

• mgqgZ †c-w ø̄c ey‡S †bqv| 

• ‡Kv¤úvbxi cÖwZ wek¦vm ’̄vcb Kiv Ges mybvg e„w× Kiv 

• kÖwgK gvwj‡Ki cvi¯úvwiK m¤úK© Dbœ&q‡Y KvR Kiv| 

• Kg©mšÍl e„w× Kiv| 
 

mswkøó KwgwU t- 
 

• ‡Kv¤úvbxi cÖPwjZ wbqg Abyhvqx bxwZgvjvi ev¯ÍevqY Kiv n‡”Q wKbv Zv ch©‡eÿY Kiv I 
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D×©Zb Kg©KZ©vi wbKU wi‡cvU© cÖ`vb Kiv| 

• gRywi msµvšÍ wel‡q †Kvb Mowgj _vK‡j Zv mfvq DÌvcb Kiv| 
 

3. Kvh©m~Px I c×wZ (Routines & Procedure) 

3.1 ev¯Íevqb Kvh©m~Px (Implementation Routine) 

K) `vwqZ¡ t msMV‡bi ewY©Z Kvh©avivµg Ges `vwqZ¡cÖvß e¨w³MY cwjwm ev Í̄evq‡b f~wgKv cvjb Ki‡eb| 

L) Kvh©m~Pxt 

3.1. Kvh©Kix gRyix e¨e¯’vcbv bxwZ (Effective Wages Management Policy):  
 

3.1.1. gRyix (Wages) t- evsjv‡`k kÖg AvBb-2006 Gi (aviv-2Gi Dcaviv 45) ‡gvZv‡eK ÒgRyix A_© 
UvKvq cÖKvk Kiv nq ev hvq Ggb mKj cvwikÖwgK hvnv PvKzixi kZ©vejx, cÖKvk¨ ev Dnv †hfv‡eB _vKzK bv 
†Kb cvjb Kiv nB‡j †Kvb kÖwgK‡K Zvnvi PvKzixi Rb¨ ev KvR Kivi Rb¨ cÖ‡`q nq, Ges aviv-120 
‡gvZv‡eK wb¤œwjwLZ cvIbv¸wjI Bnvi AšÍf©y³ nB‡e, h_vt- 

 wb‡qv‡Mi kZ© †gvZv‡eK cÖ‡`q †Kvb †evbvm A_ev Ab¨ †Kvb AwZwi³ cvwikÖwgK; 
 QzwU, eÜ A_ev AwaKvj K‡g©i Rb¨ cÖ‡`q †Kvb cvwikÖwgK 
 ‡Kvb Av`vj‡Zi Av‡`k A_ev cÿØ‡qi g‡a¨ †Kvb †iv‡q`v` ev wb¯úwËi Aax‡b cÖ‡`q †Kvb 

cvwikÖwgK 
 PvKzixi Aemvb, Dnv QvUvB, wWmPvR©, AcmviY, c`Z¨vM, Aemi, eiLv¯Í A_ev Ab¨ †h fv‡eB nDK 

bv †Kb, Gi Kvi‡Y †Kvb Pzw³ ev GB AvB‡bi Aaxb cÖ‡`q †Kvb A_©; Ges 
 ‡j-Ad A_ev mvgwqK eiLv‡¯Íi Kvi‡Y cÖ‡`q †Kvb A_©| 

 
 

3.1.2.gRyixi Dcv`vb: mvaviY I AwZwi³ Kg©N›Uvi gRyix, nvwRiv ‡evbvm, AwR©Z QzwUi UvKv, Drme †evbvm, 
gvZ…Z¡Kvjxb QzwUi UvKv, †gwW‡Kj, †W-‡Kqvi Ges †MBU cvk myweav| 

 
 

3.1.3.gRyix e¨e¯’vcbv c×wZi ¸iæZ¡: gRyix msµvšÍ wel‡q cÖwZôv‡bi my-wbw`©ó jÿ¨ AR©b, wm×všÍ MÖnY Ges 
ev¯Íevq‡b ¸iæZ¡c~Y© f~wgKv cvjb K‡i| 
 
3.1.4) gRyix wba©viY (Wages Fixation) t 

• evsjv‡`k kÖg AvBb-2006 (ms‡kvaxZ-2013), wb¤œZg gRyix †M‡RU-2018 I ms‡kvwaZ wb¤œZg 
gRyix †M‡RU 2019 Gi cÖKvwkZ evsjv‡`k †M‡RU AwZwi³ msL¨v Abyhvqx †g‡Uªv wbwUs GÛ WvBs 
wgjm& wjt Zvi Aax‡b wb‡qvwRZ kÖwgK I Kg©Pvix‡`i c`ex, Kv‡Ri aiY I cÖK…wZ, PvKzixKvj, Ávb 
I AwfÁZv, `ÿZv I cvwicvwk¦©K Ae¯’v, BZ¨vw` we‡ePbvµ‡g- 
(K) kÖwgK‡`i Zdwmj ÔÔKÕÕ †Z DwjøwLZ h_vµ‡g †MÖW-1, †MÖW-2, †MÖW-3, †MÖW-4, †MÖW-5, †MÖW-6, 
†MÖW-7 GB 7 (mvZ) †kÖYx‡Z; Ges 
(L) Kg©Pvix‡`i Zdwmj ÔÔLÕÕ †Z, DwjøwLZ h_vµ‡g †MÖW-1, †MÖW-2, †MÖW-3, †MÖW-4, GB 4 (Pvi) 
†kÖYx‡Z wef³ Kwiqv c`weY¨vm I †kÖYxwefvM K‡i _v‡Kb| 

• †g‡Uªv wbwUs GÛ WvBs wgjm& wjt Gi kÖwgK I Kg©Pvix‡`i †ÿ‡Î Zdwm‡ji wewfbœ Kjv‡g gvwmK 
wfwË‡Z wb¤œZg gRyix I wewfbœ fvZv wba©viY Kiv mn evrmwiK wfwË‡Z g~j gRyixi 5%-10% nv‡i 
gRyix e„w× K‡i _v‡Kb| 

• †g‡Uªv wbwUs GÛ WvBs wgjm& wjt Gi Zdwmj ÔÔKÕÕ I ÔÔLÕÕ †Z DwjøwLZ h_vµ‡g kÖwgK I Kg©PvixMY 
eZ©gv‡b †h †MÖ‡W Kg©iZ Av‡Qb †mB †MÖ‡WB Zv‡`i‡K ¯’jvwfwl³ K‡i ¯^ ¯^ gRyix wba©viY K‡ib Ges 
eZ©gvb cÖvß gRyixi mv‡_ mycvwikK…Z ewa©Z gRyix †hvM K‡i Zv‡`i gRyix wba©viY K‡ib| 

• †g‡Uªv wbwUs GÛ WvBs wgjm& wjt Zdwmj ÔÔKÕÕ I ÔÔLÕÕ †Z DwjøwLZ c`web¨vm Abyhvqx kÖwgK I 
Kg©Pvix‡`i‡K h_vh_ c‡` mwbœ‡ewkZ K‡i gRyix †iwR÷vifz³ KiZ:gRyix w¯øc cÖ`vb K‡ib Ges 
Zdwmj ÔÔKÕÕ I ÔÔLÕÕ †Z DwjøwLZ gRyix‡K wb¤œZg gRyix wnmv‡e Mb¨ K‡ib| 

• Zdwmj ÔÔKÕÕ I ÔÔLÕÕ †Z DwjøwLZ wb¤œZg gRyix I fvZvw` QvovI kÖwgK I Kg©PvixMY †g‡Uªv wbwUs GÛ 
WvBs wgjm& wjt Ab¨vb¨ †hme my‡hvM-myweav I fvZv †c‡q _v‡Kb Zvnv evsjv‡`k kÖg AvBb-2006 Gi 
aviv 149I 336 †gvZv‡eK ejer I Ae¨vnZ _vK‡e| 
 

3.1.5) gRywi I Dnvi †iKW msiÿY (Wages & Conserve its Record)t †g‡Uªv wbwUs GÛ WvBs wgjm& 
wjt evsjv‡`k kÖg AvBb-2006 Gi wewa 111 (1) †gvZv‡eK cÖwZôv‡b wb‡qvwRZ mKj kÖwgK‡`i kÖwgK 
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†iwR÷v‡ii µgvbymv‡i gRywiKvj Abyhvqx gRyix cwi‡kv‡ai †iKW© msiÿY K‡ib Ges gRyix cwi‡kvaKv‡j 
gyw`ªZ Kwc‡Z †iwfwbD ÷¨v¤ú e¨envi Kiv mn kÖwg‡Ki ¯^vÿi MÖnY K‡ib| 

• kÖg AvBb-2006 Gi wewa 111 (3) †gvZv‡eK cÖwZ gRyix ‡gqv‡` cÖ‡Z¨K kÖwgK‡K gRyix cwi‡kv‡ai 
c~‡e© †g‡Uªv wbwUs GÛ WvBs wgjm& wjt GKwU gRyix w¯øc cÖ`vb K‡ib hv‡Z kÖwg‡Ki cÖvc¨ gRywi, 
AwaKvj fvZv, KZ©b (hw` _v‡K)I cwi‡kva‡hvM¨ †gvU gRyix D‡jøL _v‡K| 

•  kÖg AvBb-2006 Gi wewa 111 (4) †gvZv‡eK cÖwZôv‡b †h †Kvb ai‡bi kÖwgK‡K Kv‡R wb‡qvwRZ 
Kivi c~‡e© Zvi gRyix †NvlYv K‡ib| 

•  kÖg AvBb-2006 Gi wewa 111 (5) †gvZv‡eK †g‡Uªv wbwUs GÛ WvBs wgjm& wjt cÖwZôv‡b wb‡qvwRZ 
kÖwgK‡`i PvKzixi eq‡mi wfwË‡Z wfbœ wfbœ nv‡i (6 gvm n‡j †gvU gRyixi Dci 45% Ges 1 ermi 
n‡j 65% nv‡i) erm‡i `yBwU Drme fvZv cÖ`vb K‡ib| 

 

3.1.6) gRyixKvj w¯’iKiY (Fixation of Wage-Periods): evsjv‡`k kÖg AvBb-2006 (ms‡kvaxZ-
2013) Gi aviv 121 (2) †gvZv‡eK †g‡Uªv wbwUs GÛ WvBs wgjm& wjt kÖwg‡Ki gRyixKvj wba©viY K‡ib (GK 
gv‡mi D‡×© bq)| 
 

 

3.1.7) Am¤ú~Y© gv‡mi Kv‡Ri †ÿ‡Î gRyix wnmve c×wZt †g‡Uªv wbwUs GÛ WvBs wgjm& wjt kÖg AvBb-2006 
(ms‡kvaxZ-2013) Ges kÖgwewa 2015 Gi wewa 114 (1) †gvZv‡eK †Kvb kÖwg‡Ki PvKwi Zvi gRyixi †gqv` 
c~Y© nevi c~‡e© Aemvb n‡j A_ev †Kvb kÖwgK gvm ïiæ nevi c‡i Kv‡R †hvM`vb Ki‡j Dfq †ÿ‡Î Am¤ú~Y© 
gv‡mi Rb¨ kÖwg‡Ki gRyix wnmv‡ei ‡ÿ‡Î Zvi mvßvwnK I Ab¨vb¨ QzwUmn Kg©Kvjxb w`b¸wj‡K MYbv K‡i 
_v‡K| Ges wewa 114 (2) †gvZv‡eK evoxfvov fvZv, hvZvqvZ fvZv, Ges wPwKrmv fvZv mn gv‡mi †gvU 
gRyix‡K D³gv‡mi †gvU w`b¸wj Øviv fvM K‡i D³ †gqv‡`i w`b¸wj‡K ¸b K‡i gRyix wnmve K‡ib|  
3.1.8) KZ©‡e¨ Abycw¯’wZi Rb¨ gRyix KZ©b (Deductions for Absence of Duty)t †g‡Uªv wbwUs GÛ 
WvBs wgjm& wjt kÖg AvBb-2006 Ges kÖgwewa 2015 Gi wewa 115 †gvZv‡eK KZ©‡e¨ Abycw¯’wZi Rb¨ gRyix 
KZ©‡bi †ÿ‡Î  kÖwg‡Ki g~j gRyix‡K 30 Øviv fvM K‡i ˆ`wbK gRyixi cwigvY wba©viY K‡i _v‡Kb Ges Zv 
mswkøó kÖwgK‡K AewnZ K‡ib| 
3.1.9) g„Z kÖwg‡Ki Acwi‡kvwaZ gRywi I Ab¨vb¨ cvIbv cwi‡kva (Payment of Undisbursed 

Wages in case of Death of Workers) t †g‡Uªv wbwUs GÛ WvBs wgjm& wjt kÖg AvBb-2006 Ges 
kÖgwewa 2015 wewa 118 †gvZv‡eK g„Z kÖwg‡Ki Acwi‡kvwaZ gRywi I Ab¨vb¨ cvIbvmg~n mswkøó kÖwg‡Ki 
g‡bvbxZ e¨w³ †K h_vmg‡q cÖ`vb K‡i _v‡Kb| 
aviv 131 Abyhvqx g„Z kÖwg‡Ki Acwi‡kvwaZ gRywii mKj A_© Zvnvi g„Zz¨RwbZ Kvi‡Y hw` cwi‡kva Kiv bv 
hvq, Zvnv n‡j- 
(K) wewa Abyhvqx GZ`y‡Ï‡k¨ mswkøó kÖwgK KZ©„K g‡bvbxZ e¨w³‡K A_ev g„Z kÖwg‡Ki AvBbMZ DËivwaKvix 
ev DËivwaKvixMY‡K Zvnv cÖ`vb Kiv n‡e| 
 
3.1.10) e¨e ’̄vcbv c×wZ wK (What is Management System):  e¨e ’̄vcbv c×wZ nj GKwU ms¯’v 
Øviv e¨eüZ bxwZ, cÖwµqv Ges c×wZi KvVv‡gv hv‡Z GwU Zvi D‡Ïk¨ AR©‡bi Rb¨ cÖ‡qvRbxq mg¯Í KvR¸wj 
c~iY Ki‡Z cv‡i| A_©¨vr cÖwZôv‡bi Avw_©K mvdj¨, wbivc` Acv‡ikb, c‡Y¨i ¸bgvb, K¬v‡q›U m¤úK©, AvBbx 
Ges wbqš¿K m¤§wZ, Kgx© e¨e¯’vcbv BZ¨vw` mn wgjZ GKwU wgkÖY| Ges PviwU cÖwKªqvi (Plan-Do-Check-

Act) gva¨‡g e¨e¯’vcbv c×wZi ev¯Íevqb Kiv nq| 
‡hgb:   

• gRyix e¨e¯’vcbv c×wZ (WweøD Gg Gm) GKwU cÖwZôvb‡K Zvi gRyix msµvšÍ SzwK wbqš¿Y Ki‡Z mÿg 
K‡i| 

• GKwU cwi‡ekMZ e¨e¯’vcbv e¨e¯’v (B.Gg.Gm) msMVb¸wj‡K Zv‡`i cwi‡ekMZ Kvh©KvwiZv DbœZ 
Ki‡Z mÿg K‡i 

• GKwU †ckvMZ ¯^v¯’¨ I wbivcËv e¨e¯’vcbv e¨e¯’v (I.GBP.Gm.Gg.Gm) GKwU cÖwZôvb‡K Zvi 
†ckvMZ ¯^v¯’¨ I wbivcËv SzwK cÖf…wZ wbqš¿Y Ki‡Z mÿg K‡i| 
 

3.1.11) Kvh©Ki gRyix e¨e¯’vcbv c×wZ (Effective Wages Management System) t b¨vh¨ gRyix 
wbwðZ Kivi j‡ÿ¨ Kvh©Ki gRyix e¨e¯’vcbv c×wZ ev¯Íevq‡b †g‡Uªv  KZ…©cÿ `„pfv‡e A½xKvie×| Kvh©Ki 
gRyix e¨e¯’vcbv c×wZi Av‡jvwPZ welqmg~n:- 
3.1.12) Dchy³ I mwVK gRyix cÖ`vb: kÖg AvBb I ¯^”Q kÖwgK g~j¨vqY c×wZ AbymiY K‡i †g‡Uªv  MÖæ‡ci 
e¨e ’̄vcbv KZ…©cÿ kÖwg‡Ki Rb¨ Dchy³ I mwVK gRyix cÖ`vb K‡ib †hgb-†MÖW Abyhvqx kÖwg‡Ki KvR Ges 
gRyix mwVK _vK‡e| 
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3.1.13) mKj Kg©N›Uvi gRyix wbwðZKiY: evsjv‡`k kÖg AvBb-2006 (ms‡kvwaZ -2013) kÖgwewa-2015 
Ges wb¤œZg gRyix †M‡RU-2018 I ms‡kvwaZ wb¤œZg gRyix †M‡RU 2019 ‡gvZv‡eK kÖwg‡Ki mKj Kg©N›Uvi 
gRyix wbwðZKiv|  
3.1.14) Kg©N›Uv c×wZ: evsjv‡`k kÖg AvBb-2006 (ms‡kvwaZ -2013 I 2018) Gi (aviv-100) ‡gvZv‡eK 
cÖvßeq¯‹ †Kvb kÖwg‡Ki ‰`wbK Kg© N›Uv n‡e Avnvi I wekÖv‡gi weiwZ e¨wZZ AvU (8) N›Uv| evsjv‡`k kÖg 
AvBb-2006 Gi (aviv-102) ‡gvZv‡eK †Kvb cÖvßeq¯‹ kÖwgK †Kvb cÖwZôv‡b mvavibZ mßv‡n AvUPwjøk N›Uvi 
AwaK mgq KvR Ki‡eb bv ev Zv‡K w`‡q KvR Kiv‡bv hv‡e bv| aviv-108 Gi weavb mv‡c‡ÿ,‡Kvb cÖvßeq¯‹ 
kÖwgK †Kvb cÖwZôv‡b mßv‡n AvUPwjøk N›Uvi AwaK mgqI KvR Ki‡Z cvi‡eb| Z‡e kZ© _v‡K †h, †Kvb 
mßv‡n D³iæc †Kvb kÖwg‡Ki †gvU Kg©-mgq lvU N›Uvi AwaK n‡e bv, Ges †Kvb erm‡i Dnv M‡o cÖwZ mßv‡n 
Qvàvbœ N›Uvi AwaK n‡e bv| 
KviLvbvi e¨e¯’vcbv KZ©„c¶ hw` mßv‡ni wbw`©ó w`‡b QzwU cÖ`v‡b e¨_© nq, Z‡e Aek¨B hZ `ªæZ m¤¢e cieZx© 
3 Kg© w`e‡mi g‡a¨ 1 w`‡bi QzwU cÖ`vb K‡ib Ges D³ mvßvwnK QzwUi w`b AwZwi³ KvR wnmv‡e MY¨ nq| 

1.7.4. ¯̂”Q gRywi KvVv‡gv: kÖwgK I Kg©Pvix‡`i mwVK fv‡e gRyix, mKj cÖKvi Avw_©K I Ab¨vb¨ my‡hvM myweav h_v 
mg‡q cÖ`vb Kiv mn k„•Ljve× gRywi KvVv‡gv ˆZwi Kiv, e¨w³MZ Abyf~wZ, AwfÁZv A_ev gZvg‡Zi wfwË‡Z 
kÖwgK g~j¨vqY c×wZ cwinvi K‡i ¯^”Q kÖwgK g~j¨vqY c×wZi DbœqY Kiv Ges Ges KviLvbvq Zzjbvg~jK gRyix 
a‡i †i‡L Drcv`b cÖwµqv‡K MwZkxj ivL‡Z †g‡Uªv  KZ…©cÿ `„pfv‡e A½xKvie×| ‡hgb- 

 

• gRyix wba©vi‡Y †Kvb ai‡bi ˆelg¨ bv Kiv| 

• Kv‡Ri `ÿZv Abyhvhx †MÖW wba©viY Kiv 

• ‡MÖW Abyhvqx kÖwg‡Ki gRyix wVK ivLv 

• KPI (Key Performance Indicator) Gi gva¨‡g kÖwg‡Ki evrmwiK gRyix e„w× Ges 

c‡`vbœwZ Kiv | 

• Working Experience, Multi Machine Skill, Multi Process Skill, 

Efficiency, Absence, Late entry & Attitude BZ¨vw`i Gi gva¨‡g KPI wba©viY Kiv| 

• GKB ai‡Yi KvR K‡i Giæc kÖwgK‡`i g‡a¨ Kv‡Ri Competition n‡e| 

• gRyix evovi ci kÖwg‡Ki †Kvb Awf‡hvM _vK‡j Zv‡K Zv h_vh_fv‡e eywS‡q †`qv | 

 

3.1.15) Zzjbvg~jK gRyix: `ÿ kÖwgK a‡i ivL mn Kv‡Ri cÖwZ kÖwgK, Kg©KZ©v I Kg©Pvix‡`i cÖ‡Póv e„w×i 
Rb¨ ‡Kv¤úvbxi gvb/ Standard Abyhvqx gRyix cÖ`v‡bi e¨e¯’v Kiv| kÖwgK g~j¨vqY c×wZi wfwËmg~n:  

• mswkøó Kv‡Ri Dci kÖwg‡Ki AwfÁZv  

• Abycw ’̄wZi nvi 

• `ÿZv 

• wbqgvbyewZ©Zv/ AvPiY 
 

3.1.16) gvbe m¤ú‡`i Avf¨šÍixY Dbœqb : kÖwg‡Ki AwaKvi I my‡hvM myweav Ges Zv‡`i `vwqZ¡ I KZ©e¨ 
wbwðZ Kivi gva¨‡g KviLvbvq Kg©iZ kÖwgK‡`i Avf¨šÍixY Dbœq‡Yi †g‡Uªv  MÖæ‡ci e¨e¯’vcbv KZ…©cÿ wbqwgZ 
KvR K‡ib †hgb-KviLvbvq cÖPwjZ wbqg Kvbyb Ges kÖg AvB‡bi Dci cÖwkÿY I †gŠwLK KvDwÝwjs Gi 
gva¨‡g kÖwgK‡K m‡PZb Kiv 
 

3.1.17) kÖwgK wb‡qvM: Av‡e`bKvixi †gav Ges †hvM¨Zvi wfwË‡Z wb‡qvM cÖ`vb Kiv nq| KviLvbvq Kg©x 
wb‡qv‡Mi †ÿ‡Î KviLvbvi kÖwgK I Kg©PvixM‡bi AMÖwaKvi †`Iqv nq| hw` †hvM¨Zv I `ÿZv m¤úbœ kÖwgK I 
Kg©Pvix _v‡K Zvn‡j Zv‡K D”P c‡` wb‡qvM †`Iqv nq| mKj kÖwgK KviLvbv KZ…K mivmwi wb‡qvM Kiv nq| 
wb‡qv‡Mi †ÿ‡Î †cvóvi, e¨vbvi ev Ab¨ †Kvb Dcv‡q weÁvcb †`qv, wc.G wm‡÷‡g †NvlYv Ges †bvwUk †ev‡W©  
weÁvcb ‡`Iqv nq Ges bZzb †Kvb †cvó ‰Zix n‡j ev †Kvb ‡cv‡ó ‡jvK wb‡qvM Ki‡j gvbe m¤ú` wefvM †_‡K 
kªwgK Kg©Pvix Kg©KZv©‡`i †W‡K †hvM¨ e¨vw³‡`i D³ c‡` Av‡e`b Ki‡Z ejv nq Ges msiwÿZ †Mvôxi 
wb‡qvM cÖ̀ vb Ki‡Z  wewfbœ cÖwZôv‡bi ( hviv cÖwZewÜ†`i wb‡q KvR K‡ib) mv‡_ I ¯’vbxq Rbmvavi‡Yi mv‡_ 
†hvMv‡hvM Kiv nq| wb‡qv‡Mi mgq †Kvb cÖv_x©i wbKU n‡Z g~j mvwU©wd‡KU ev Ab¨vb¨ WKz‡g›Um Gi g~j Kwc 
MÖnb Kiv nq bv| KviLvbvq kÖwgK I Kg©Pvix wb‡qv‡Mi mgq cÖPwjZ AvBb †g‡b Zvnvi eqm, ¯^v¯’¨ I kvwiixK 
mÿgZv cixÿv Kiv nq| gwnjv Kgx© wb‡qv‡Mi mgq Zvnvi pregnancy cixÿv Kiv nq bv Ges Zvnvi m¤ú‡K© 
†Kvb cÖkœ †Zvjv nq bv| wb‡qv‡Mi mgq †Kvb cÖKvi Nyl ev PvKyix cÖ`v‡bi wbwg‡Ë bM` A_© MÖnb Kiv nq bv| 
wb‡qvMK…Z kÖwgK‡`i‡K wb‡qv‡Mi w`‡b wb‡qvMcÎ, †Kv¤úvbxcÖ`Ë cwiPqcÎ Ges kÖwgK mnvwqKv cÖ`vb Kiv nq 
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Ges nvwRiv mdU Iq¨vi Gi gva¨‡g¨ nq| KZ©„cÿ kÖwgK wb‡qv‡Mi †ÿ‡Î kvixwiK I gvbywlK cÖwZewÜ ,gwnjv 
kÖwgK, cÖexY kÖwgK, Mf©eZx kÖwgK, Awfevmx kÖwgK‡K A_©vr cÖ‡UK‡UW MÖæc †K AvbycvwZK nv‡i A_v©r 0.25% 
‡_‡K 1% ch©šÍ AMÖvwaKvi wfwË‡Z  wb‡qvM cÖ`vb K‡i _v‡K| †g‡Uªv wbwUs GÛ WvBs wgjm wjt Gi ‡Kvb †ckvq 
ev cÖwZôv‡b †Kvb AcÖvß eq¯‹ kÖwgK (18 eQ‡ii wb‡P hv‡`i eqm) wb‡qvM Kiv nq bv ev KvR Kwi‡Z †`Iqv 
nq bv| mKj ai‡bi †Rvic~e©K kÖg wbwl×| wb‡qv‡Mi ci mKj‡K †Kv¤úvbxi wbqg-Kvbyb Ges bxwZgvjv 
m¤ú‡K© cÖwkÿY †`qv nq|  
3.1.18) PvKyixi Pzw³cÎ : kªg AvBb Abyhvqx wb‡qvMcÎ cÖ`vb bv K‡i †Kvb kÖwgK‡K wb‡qvM bv Kiv Ges 
PvKixKvjxb †Kvb e¨w³‡K †Kej GKevi wb‡qvMcÎ cÖ`vb Kiv Ges kÖwg‡Ki wb‡qvMcÎ nvivq †M‡j ev bó n‡j 
kÖwg‡Ki Av‡e`‡bi †cÖwÿ‡Z Zvi e¨w³MZ dvB‡j iwÿZ wb‡qvMc‡Îi d‡UvKwc ev ûeû bKj mieivn Kiv| 
GQvov aviv 05 †gvZv‡eK kÖwgK‡K cÖ`Ë wb‡qvMc‡Î Z‡_¨i D‡jøL _vwK‡e Ges kÖgwewa-2015 Gi Dcwewa-19 
G hv wKQzB _vKzK bv †Kb, KviLvbv ev cÖwZôv‡b wb‡qvwRZ †Kvb kÖwgK ev cÖkvmwbK ev e¨e¯’vcbvi `vwq‡Z¡ 
wb‡qvwRZ e¨w³ wbw`©ó `vwqZ¡ cvjbKv‡j ev PvKzwi cwieZ©‡bi †ÿ‡Î cÖwZôv‡bi e¨emvwqK †KŠk‡ji †MvcbxqZv 
msiÿY Ki‡eb| GQvovI  
 

• ¯’vbxq fvlvq wb‡qvMcÎ †jLv nq Ges wb‡qv‡Mi w`b Zv kÖwgK‡K †`qv nq 

• gRyix msµvšÍ hveZxq Z_¨, QzwU, myweavmg~n Ges PvKzix Aemv‡bi wbqg my¯úófv‡e wb‡qvMc‡Î D‡jøL 
Kiv _v‡K 

• wb‡qvM c‡Î kÖwgK I gvwj‡Ki mvBb _v‡K 
 

3.1.19) gRyix ˆelg¨ bv Kiv: †g‡Uªv kÖwg‡Ki gRyix I Dnv cÖ`v‡bi †ÿ‡Î †Kvb ˆelg¨ K‡i bv Ges gRyix I 
Dnvi cwi‡kv‡a kÖg AvB‡bi aviv (120) gRyixi we‡kl msÁv gvwbqv, aviv (121) gRyix cwi‡kv‡ai `vwqZ¡, 
aviv (122) gRyixKvj w¯’wiKiY, aviv (123) gRyix cwi‡kv‡ai mgq wba©viY, aviv (124) cÖPwjZ gy`ªv A_ev 
†bvU Øviv gRyix cwi‡kva, aviv (125) gRyix nB‡Z KZ©b‡hvM¨ welqvw` wba©viY, aviv (126) KZ©‡e¨ 
Abycw¯’wZi Rb¨ gRyix KZ©b, aviv (127) ÿwZ ev webwói Rb¨ gRyix KZ©b, aviv (128) ‡mev cÖ`v‡bi Rb¨ 
gRyix KZ©b, aviv (129) KR© ev AwMÖg Av`v‡qi Rb¨ gRyix KZ©b, aviv (130) gRyix nB‡Z Ab¨vb¨ KZ©b 
wba©vib, aviv (131) g„Z kÖwg‡Ki Acwi‡kvwaZ gRyix cwi‡kva I aviv (137) KwZcq †ÿ‡Î gvwj‡Ki wbKU 
nB‡Z A_© Av`v‡qi †ÿ‡Î Dc‡iv³ aviv¸wji mKj Dcaviv, weavb I cÖweavb gvwbqv KviLvbv cwiPvjbv K‡i| 
GQvovI 

• wb‡qvM/ ‡eZb e„w×/ c‡`vbœwZ mKj‡ÿ‡Î Kv‡Ri `ÿZvi wfwË‡Z gRyix wba©viY Kiv 

• wb‡qvM/ ‡eZb e„w×/ c‡`vbœwZ mKj‡ÿ‡Î gRyix wba©vi‡Yi mgq eqm, RvZxqZv, ag©, eY©, bvix-

cyiæl, cÖwZewÜ, AvÂwjKZv BZ¨vw` †f‡` †Kvb ˆelg¨ bv Kiv| 

• m‡PZbZv e„w×g~jK cÖwkÿ‡Yi gva¨‡g ˆelg¨ `~ixKiY wel‡q mKj kÖwgK‡`i AeMZ Kiv 
 

3.1.20) PvKzixi Aemvb: 
gvwjK KZ…©K PvKzixi Aemvb t kÖg AvBb 2006 (ms‡kvwaZ-2013) Gi aviv-26 Abyhvqx gvwjK wb¤œewb©Z 
Dcv‡q kÖwg‡Ki PvKzixi Aemvb Ki‡Z cv‡i| h_vt- 

• gvwmK gRyixi wfwË‡Z wb‡qvwRZ kÖwg‡Ki †ÿ‡Î 120 w`‡bi Ges Ab¨ kÖwg‡Ki ‡ÿ‡Î 60 w`‡bi wjwLZ 
†bvwUk cÖ̀ vb K‡i †Kvb ¯’vqx kÖwg‡Ki PvKzixi Aemvb Ki‡Z cvi‡eb| 

 

GB Aa¨v‡qi Ab¨Î wea„Z †Kvb cš’v QvovI gvwjK- 
• gvwmK gRyixi wfwË‡Z wb‡qvwRZ kÖwg‡Ki †ÿ‡Î 30 w`‡bi Ges Ab¨ kÖwg‡Ki †ÿ‡Î 14 w`‡bi wjwLZ †bvwUk 

cÖ`vb K‡i †Kvb A¯’vqx kÖwg‡Ki PvKzix Aemvb Ki‡Z cvi‡eb| 
 
‡h †ÿ‡Î gvwjK webv †bvwU‡k †Kvb kÖwg‡Ki PvKzixi Aemvb Ki‡Z Pvb †m †ÿ‡Î †bvwU‡ki cwie‡Z© †bvwUk 
†gqv‡`i Rb¨ gRyix cÖ`vb K‡i Bnv Ki‡Z cvi‡eb| 
 

‡h †ÿ†Î GB avivi Aaxb ‡Kvb ¯’vqx kÖwg‡Ki PvKzixi Aemvb Kiv nq †m‡ÿ‡Î gvwjK kÖwgK‡K Zvi cÖ‡Z¨K 
m¤ú~Y© eQ‡ii PvKzixi Rb¨ ÿwZc~iY wn‡m‡e 30 w`‡bi g~j gRyix A_ev MÖ¨vPzBwU hv AwaK n‡e cÖ`vb Ki‡eb| 
Ges GB ÿwZc~iY kÖwgK‡K cÖ‡`q Ab¨vb¨ myweavi AwZwi³ n‡e| 
 

kÖwgK KZ©„K PvKzixi Aemvbt †Kvb ¯’vqx kÖwgK gvwjK‡K 60 w`‡bi wjwLZ †bvwUk cÖ̀ vb K‡i Zvi PvKzix n‡Z 
B¯Ídv w`‡Z cvi‡eb| 
†Kvb A¯’vqx kÖwgK- 
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• gvwmK gRyixi wfwË‡Z wb‡qvwRZ kÖwg‡Ki ‡ÿ‡Î 30 w`‡bi  

• Ab¨ kÖwg‡Ki †ÿ‡Î 14 w`‡bi wjwLZ †bvwUk cÖ`vb K‡i PvKzix †_‡K Aemvb MÖnY Ki‡Z cvi‡eb| 
 

†h †ÿ‡Î kÖwgK webv †bvwU‡k PvKzix n‡Z B¯Ídv w`‡Z Pvb †m‡ÿ‡Î cÖ‡`q †bvwU‡ki cwie‡Z© †bvwUk †gqv‡`i Rb¨ 
gRyixi mg cwigvb A_© gvwjK‡K cÖ`vb K‡i Aemvb MÖnY Ki‡Z cvi‡eb| 
 

†h‡ÿ‡Î GBavivi Aaxb †Kvb ¯’vqx kÖwgK PvKzix n‡Z B¯Ídv †`b †m‡ÿ‡Î gvwjK D³ kÖwgK‡K Zvnvi ÿwZc~iY 
wn‡m‡e cÖ‡Z¨K m¤ú~Y© eQ‡ii PvKzixi Rb¨  
• hw` wZwb 5 eQ‡ii †ewk wKš‘ 10 eQ‡ii Kg Awew”Pbœfv‡e gvwj‡Ki Aaxb PvKzix K‡i _v‡Kb Zvn‡j 14 w`‡bi 

g~j gRyix| 

• hw` wZwb 10 eQi ev Zvi †ewk mgq gvwj‡Ki Aaxb KvR K‡i _v‡Kb †m‡ÿ‡Î 30 w`‡bi g~j gRyix A_ev 
MÖ¨vPzBwU hvnv AwaK n‡e Zv cÖ`vb Ki‡eb Ges GwU kÖwgK‡K cÖ‡`q Ab¨vb¨ myweavi AwZwi³ wnmv‡e cÖ‡`q n‡e| 
 

 
aviv 27 Abyhvqx †Kvb kªwgK webv †bvwU‡k A_ev webv AbygwZ‡Z 10 w`‡bi AwaK K©g¯’‡j Abycw¯’Z _vwK‡j 
gvwjK D³ kªwgK‡K 10 w`‡bi mgq cÖ`vb Kwiqv GB m¤ú‡©K e¨vLv cÖ`vb Kwi‡Z Ges PvKzix‡Z cybtivq 
†hvM`v‡bi Rb¨ ‡bvwUk cÖ`vb Kwi‡eb Ges GBiƒc †¶‡Î D³ kªwgK wba©vwiZ mg‡qi g‡a¨ wjwLZ e¨vLv cÖ`vb 
ev PvKzix‡Z †hvM`vb bv Kwi‡j mswkó kªwgK‡K Zvnvi AvZœc¶ mg©_‡bi Rb¨ AviI 7 w`‡bi mgq cÖ`vb 
Kwi‡eb| Zvnv‡ZI hw` mswkó kªwgK PvKzwi‡Z †hvM`vb A_ev AvZœc¶ mg©_b bv K‡ib Z‡e, D³ kªwgK 
Abycw¯’wZi w`b nB‡Z PvKzwi nB‡Z B¯Ídv w`qv‡Qb ewjqv Mb¨ nB‡eb| 

 
 

3.1.21) KvR ev `vwqZ¡ cvj‡bi weeiY: 

• Kv‡Ri weeiYx‡Z kÖwg‡Ki KvR I `vwqZ¡ m¤ú‡K© †jLv _v‡K 

• Kv‡Ri aiY cwieZ©b n‡j Zv Kv‡Ri weeiYx‡Z hy³ Kiv nq| 

 
3.1.22) †ckvMZ DbœwZ: KviLvbvq KvwUs, myBs, wdwbwks, †KvqvwjwU mn wewfbœ kvLvq Kg©iZ kÖwgK‡`i wbR 
wbR K‡g©i Dci `ÿZv e„w×i Rb¨ wewfbœ ai‡bi cÖwkÿY †`q nq| 
†gwkb mnKvix †_‡K myBs †gwkb Acv‡iUi evbv‡bvi Rb¨ cÖwkÿb cÖ`vb Kiv nq, D³ cÖwkÿ‡b wb¤œ‡³v welq 
¸‡jvi Dci cÖwkÿY †`qv nq- 

• ‡gwkb cwiPvjbv c×wZ  

• ‡gwkb cwi¯‹vi c×wZ  

• wb‡Wj cwieZ©b c×wZ  
‡ckvMZ `ÿZv AR©‡bi Rb¨ kÖwgK‡`i (Minimum Manufacturing Requirement Training) 
cÖ‡Z¨K †mKk‡b ‡mKkb cªavb Gi gva¨‡g byb¨Zg Drcv`b Pvwn`v msµvšÍ cÖwkÿb cÖ`vb Kiv nq, D³ 
cÖwkÿ‡b wb‡¤œv³ welq ¸‡jvi Dci cÖwkÿY †`qv nq - 

• work instruction / Kg©wb‡`©kbv cÖ`vb Kiv nq | 

• Drcv`bkxjZv evov‡bvi †KŠkj |  
 

 

†ckvMZ `ÿZv AR©‡bi Rb¨ †KvqvwjwU BÝ‡cKUi‡`i‡K wb‡q Defination of defect & How to 

measure the defect ( wW‡d± wK Ges wK fv‡e †gRvi Ki‡Z nq) Gi Dci  wcÖwkÿb Kg©kvjv Kiv‡bv nq 
†mLv‡b wbb¥‡³v welq ¸‡jv wb‡q cÖwkÿb cÖ`vb Kiv nq- 

 

• Mv‡g©›Um †PK c×wZ  

• wW‡d± †gRvi c×wZ  

• ‡gRi wW‡d±  

• gvBbi wW‡d±  
 

kÖwgK‡`i ga¨‡_‡K óvd ev D”P †Kvb †cv‡ó c‡`vbœwZi Rb¨ cÖ_‡g †Kvb mycvifvBRv‡ii ZZ¡veavq‡b †i‡L 
KvR wkLv‡bv nq Ges cieZ©x‡Z c‡`vbœwZ cÖ`vb Kiv nq |  
 
3.1.23) gRyix cwi‡kv‡ai †gqv` I cwi‡kv‡ai †bvwUk (Time & Notice of Payment of Wages)t  
†g‡Uªv wbwUs GÛ WvBs wgjm& wjt kÖwg‡Ki cÖvc¨ gRyix gvm ‡kl nIqvi cieZx© gv‡mi 07 Zvwi‡L cwi‡kva K‡i 
_v‡Kb, Z‡e 07 ZvwiL hw` ïµevi nq Zvn‡j 06 ZvwiL e„n¯úwZevi cwi‡kva K‡i _v‡Kb Ges ÿwZc~iY I 



          Metro Knitting & Dyeing Mills Limited  

Ramarbagh, Kutubpur, Fatullah, Narayangonj 
100% Export Oriented Knit Unit 

 

Prepared by Mr. Gaur Nitai Datta AGM (HR, Admin & Compliance) 
 

Approved by Amal Podder Managing Director  
 

10 

Ab¨vb¨ cvIbv PvKzix ‡Q` NUevi ZvwiL n‡Z cieZx© AbwaK 30 Kg©w`e‡mi g‡a¨ cwi‡kva K‡i _v‡Kb| 
GQvov mKj gRyix Kg© w`e‡m cwi‡kva K‡ib| kÖwgK‡`i mKj gyRyix cÖPwjZ gy`ªv, Kv‡iÝx †bv‡Ui gva¨‡g 
bM` cÖ`vb Kiv nq Ges †g‡Uªv wbwUs GÛ WvBs wgjm& wjt kÖg AvBb-2006 Gi wewa 112 †gvZv‡eK kÖwg‡Ki 
gRyix †Kvb †Kvb Zvwi‡L cwi‡kva Kiv n‡e Zv Av‡M †_‡K wba©viY Kiv mn kÖwgK‡`i‡K AewnZ K‡i _v‡Kb| 
GQvovI 

• gyRyix cÖ`v‡bi c~‡e© †c-w¯øc cÖ`vb Kiv nq 

• gRyix bM‡` cÖ`vb Kiv nq 

• Abycw¯’Z RwbZ Kvi‡Y gRyix †_‡K KZ©b Kiv nq 
 

3.1.24) kÖwgK mswkøóZvi mwVK c×wZ: gRyix Li‡Pi ¯^”QZv, Kg©Pz¨wZ Kgv‡bv, Kv‡Ri cÖwZ AvMÖn, kÖwgK 
gvwj‡Ki cvi¯úwiK m¤úK© DbœqY Kiv, gRyix msµvšÍ fzj †evSv‡evwSi Aemvb, kÖwg‡Ki Av¯’v e„w×, `ÿ kÖwgK 
a‡i ivL‡Z KviLvbvq kÖwgK mswkøóZvi mwVK c×wZ (Kg©‡ÿ‡Î K‡_vcK_b) AbymiY Kiv| GQvovI  

• MYZvwš¿K Dcv‡q †fv‡Ui gva¨‡g kÖwgK cÖwZwbwa wbe©vPb Kiv 

• msjvc ev Av‡jvPbvi gva¨‡g e¨e¯’vcbv KZ©„cÿ Ges kÖwgKMY †Kv¤úvbxi Dbœq‡bi j‡ÿ¨ GKB jÿ¨ 
I D‡Ïk¨ wba©viY K‡i Ges †hŠ_fv‡e D™¢~Z mgm¨vi mgvavb K‡i| 

• kÖwgK‡`i n‡q e¨e¯’vcbv KZ©„c‡ÿi mv‡_ msjvc ev Av‡jvPbv K‡i kÖwgK cÖwZwbwaMY 

• D™¢~Z mgm¨vi mgvavb n‡j d¨v±ixi cÿ †_‡K mswkøó mKj‡KB Rvwb‡q †`qv| 
M) Kvh©m~Px ev¯Íevq‡bi 

mgqmxgv  
3.2 

cwjwm wba©vi‡bi mv‡_ mv‡_ mKj Kvh©µg cwjwm Abyhvqx m¤úv`b Kiv n‡e| 

N) Kvh©m~Px ev¯Íevq‡bi 
c×wZ 
3.3 

Routine 

Implementation 

Procedures 

3.3 

Kvh©µg (wK) 
c×wZ (wKfv‡e)/ 

†hvMv‡hv‡Mi wbqgKvbyb 
`vwqZ¡cÖvß c`ex 

(‡K) 
KLb KviY (‡Kb)  

K) gRyix I 
gRyix wba©viY  

Kvh©Kix gRyix 
e¨e ’̄vcbv bxwZ 3.1.4 

AbymiY K‡i 

gnve¨e¯’vcK -
GBPAviGwm 

wb‡qv‡Mi w`b 
1.3 
1.4 

 

L) gRywi I Dnvi 
†iKW msiÿY 

Kvh©Kix gRyix 
e¨e ’̄vcbv bxwZ 3.1.5 

AbymiY K‡i 

wbe©vnx- GKvD›Um 
I 

BDwbU †c-‡ivj 

gRyix cÖ`v‡bi 
mgq 

1.1 
1.4 

 

M) gRyixKvj 
w¯’iKiY 

Kvh©Kix gRyix 
e¨e ’̄vcbv bxwZ 3.1.6 

AbymiY K‡i 

gnvŸ¨e¯’vcK 
cÖkvt/gvt 

m¤ú`/Kgt 

wba©vwiZ mgq 
Abyhvqx          

1.1 
1.4 

 

N) Am¤ú~Y© 
gv‡mi Kv‡Ri 
†ÿ‡Î gRyix 
wnmve c×wZ 

Kvh©Kix gRyix 
e¨e ’̄vcbv bxwZ 3.1.7 

AbymiY K‡i 

e¨e ’̄vcK 
cÖkvt/gvt 

m¤ú`/Kgt I 
BDwbU †c-‡ivj 

cÖ‡hvR¨ mg‡q          
(gvm †kl 

nIqvi ci) 

1.1 
1.4 

 

O) KZ©‡e¨ 
Abycw¯’wZi Rb¨ 
gRyix KZ©b 

Kvh©Kix gRyix 
e¨e ’̄vcbv bxwZ 3.1.8 

AbymiY K‡i 

wbe©vnx GBP Avi/ 
BDwbU †c- †ivj 

cÖ‡hvR¨ mg‡q          
1.1 
1.4 

 

P) g„Z kÖwg‡Ki 
Acwi‡kvwaZ 
gRywi I Ab¨vb¨ 
cvIbv cwi‡kva 

Kvh©Kix gRyix 
e¨e ’̄vcbv bxwZ 3.1.9 

AbymiY K‡i 

gnve¨e¯’vcK/ 
e¨e ’̄vcK -

GBPAviGwm/ 
wm:wbe©vnx- 
GKvD›Um  

cÖ‡hvR¨ mg‡q             
(gviv †M‡j 
A_ev kÖwgK 

wb‡LvR 
_vK‡j) 

1.1 
1.4 

 

Q) Dchy³ I 
mwVK gRyix cÖ`vb 

Kvh©Kix gRyix 
e¨e ’̄vcbv bxwZ 1.7.1 

AbymiY K‡i 

gnve¨e¯’vcK/ 
e¨e ’̄vcK -

GBPAviGwm/ 
wm:wbe©vnx- 
GKvD›Um 

wb‡qv‡Mi w`b 
†_‡K 

1.1 
1.4 

 

R) mKj 
Kg©N›Uvi gRyix 
wbwðZKiY 

Kvh©Kix gRyix 
e¨e ’̄vcbv bxwZ 1.7.2 

AbymiY K‡i 

gnve¨e¯’vcK/ 
e¨e ’̄vcK -

GBPAviGwm/ 

wb‡qv‡Mi w`b 
†_‡K 

1.1 
1.4 
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wm:wbe©vnx- 
GKvD›Um 

S) Kg©N›Uv 
c×wZ 

Kvh©Kix gRyix 
e¨e ’̄vcbv bxwZ 1.7.3 

AbymiY K‡i 

gnve¨e¯’vcK/ 
e¨e ’̄vcK -

GBPAviGwm/ 
wm:wbe©vnx- 
GKvD›Um 

wb‡qv‡Mi w`b 
†_‡K 

1.1 
1.4 

 

T) ¯̂”Q gRywi 
KvVv‡gv 

Kvh©Kix gRyix 
e¨e ’̄vcbv bxwZ 1.7.4 

AbymiY K‡i 

gnve¨e¯’vcK/ 
e¨e ’̄vcK -

GBPAviGwm/ 
wm:wbe©vnx- GBP 

Avi 

wb‡qv‡Mi w`b 
†_‡K 

1.1 
1.4 

 

U) Zzjbvg~jK 
gRyix: 

Kvh©Kix gRyix 
e¨e ’̄vcbv bxwZ 1.7.5 

AbymiY K‡i 

gnve¨e¯’vcK/ 
e¨e ’̄vcK -

GBPAviGwm/ 
wm:wbe©vnx- GBP 

Avi 

wb‡qv‡Mi w`b 
†_‡K 

1.1 
1.4 

 

V) gvbe m¤ú‡`i 
Avf¨šÍixY Dbœqb 

Kvh©Kix gRyix 
e¨e ’̄vcbv bxwZ 1.7.6 

AbymiY K‡i 

gnve¨e¯’vcK/ 
e¨e ’̄vcK -

GBPAviGwm/ 
wm:wbe©vnx- GBP 

Avi 

wb‡qv‡Mi w`b 
†_‡K 

1.1 
1.4 

 

W) kÖwgK wb‡qvM 

Kvh©Kix gRyix 
e¨e ’̄vcbv bxwZ 1.7.7 

AbymiY K‡i 

gnve¨e¯’vcK/ 
e¨e ’̄vcK -

GBPAviGwm/ 
wm:wbe©vnx- GBP 

Avi 

wb‡qv‡Mi 
mgq 

1.1 
1.4 

 

X) PvKyixi 
Pzw³cÎ 

Kvh©Kix gRyix 
e¨e ’̄vcbv bxwZ 1.7.8 

AbymiY K‡i 

gnve¨e¯’vcK/ 
e¨e ’̄vcK -

GBPAviGwm/ 
wm:wbe©vnx- GBP 

Avi 

wb‡qv‡Mi w`b  
1.1 
1.4 

 

Y) gRyix ˆelg¨ 
bv Kiv 

Kvh©Kix gRyix 
e¨e ’̄vcbv bxwZ 1.7.9 

AbymiY K‡i 

gnve¨e¯’vcK/ 
e¨e ’̄vcK -

GBPAviGwm/ 
wm:wbe©vnx- GBP 

Avi 

wb‡qv‡Mi w`b 
†_‡K 

1.1 
1.4 

 

Z) PvKzixi 
Aemvb: 

Kvh©Kix gRyix 
e¨e ’̄vcbv bxwZ 1.7.10 

AbymiY K‡i 

gnve¨e¯’vcK/ 
e¨e ’̄vcK -

GBPAviGwm/ 
wm:wbe©vnx- GBP 

Avi 

cÖ‡hvR¨ mg‡q 
1.1 
1.4 

 

_) KvR ev `vwqZ¡ 
cvj‡bi weeiY 

Kvh©Kix gRyix 
e¨e ’̄vcbv bxwZ 1.7.11 

AbymiY K‡i 

gnve¨e¯’vcK/ 
e¨e ’̄vcK -

GBPAviGwm/ 
wm:wbe©vnx- GBP 

Avi 

wb‡qv‡Mi w`b 
†_‡K 

1.1 
1.4 

 

`) †ckvMZ 
DbœwZ 

Kvh©Kix gRyix 
e¨e ’̄vcbv bxwZ 1.7.12 

AbymiY K‡i 

e¨e ’̄vcK -
GBPAviGwm/ 

wm:wbe©vnx- GBP 
Avi/ mswkøó 
†mKkb cÖavb 

wb‡qv‡Mi w`b 
†_‡K 

1.1 
1.4 
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a) gRyix 
cwi‡kv‡ai †gqv` 
I cwi‡kv‡ai 
†bvwUk 

Kvh©Kix gRyix 
e¨e ’̄vcbv bxwZ 1.7.13 

AbymiY K‡i 

wm:gnvŸ¨e¯’vcK/  
e¨e ’̄vcK- 
cÖkvt/gvt 

m¤ú`/Kgt 

wba©vwiZ mgq 
Abyhvqx          

1.1 
1.4 

 

b) kÖwgK 
mswkøóZvi mwVK 
c×wZ 

Kvh©Kix gRyix 
e¨e ’̄vcbv bxwZ 1.7.14 

AbymiY K‡i 

gnve¨e¯’vcK/ 
e¨e ’̄vcK -

GBPAviGwm/ 
wm:wbe©vnx- GBP 

Avi/ m`m¨-wcwm| 

memgq 
1.1 
1.4 

 

 

 

3.4   ‡hvMv‡hvM Kvh©m~Px (Communication Routine) 

Kvh©µg (wK) 
c×wZ (wKfv‡e)/ 

†hvMv‡hv‡Mi wbqgKvbyb 
`vwqZ¡cÖvß c`ex (‡K) KLb KviY (‡Kb) 

3.4 K) cwjwm Kvh©Kix 
`‡ji m‡½ †hvMv‡hvM ’̄vcb 
Kiv | 

wgwUs/ m‡PZbZvg~jK 
Kg©m~Pxi gva¨‡g                              

(†iKW© msiÿY Kiv) 

e¨e ’̄vcK / mnt e¨e¯’vcK-
cÖkvmb, gvbe m¤ú` I 

Kgcøv‡qÝ 

cwjwm cÖwZôv/ 
ms‡kvab Kivi ci 

hZ ª̀æZ m¤¢ve| (15 
w`‡bi g‡a¨) 

3.1   3.1.10 

3.4 L) e¨e¯’vcbv 
KZ„©c‡ÿi m‡½ †hvMv‡hvM 
¯’vcb Kiv| 

wgwUs/ m‡PZbZvg~jK 
Kg©m~Pxi gva¨‡g|                              

(†iKW© msiÿY Kiv) 

wm: gnve¨e¯’vcK-            
cÖkvmb, gvbe m¤ú` I 

Kgcøv‡qÝ 

cwjwm cÖwZôv/ 
ms‡kvab Kivi ci 

hZ ª̀æZ m¤¢ve| (30 
w`‡bi g‡a¨) 

3.1   3.1.10 

3.4 M) wgW †j‡ej 
e¨e ’̄vcbv KZ„©c‡ÿi m‡½ 
†hvMv‡hvM ’̄vcb Kiv| 

wgwUs/ m‡PZbZvg~jK 
Kg©m~Px 

/cÖwkÿY/‡bvwU‡ki 
gva¨‡g| (†iKW© 
msiÿY Kiv) 

e¨e ’̄vcK / mnt 
e¨e ’̄vcK/wmwb.wbe©vnx-     
cÖkvmb, gvbe m¤ú` I 

Kgcøv‡qÝ 

cwjwm cÖwZôv/ 
ms‡kvab Kivi ci 

hZ ª̀æZ m¤¢ve| (90 
w`‡bi g‡a¨) 

3.1   3.1.10 

3.4 N) ¯’vqx kÖwg‡Ki mv‡_ 
†hvMv‡hvM ’̄vcb Kiv| 

wgwUs/ m‡PZbZvg~jK 
Kg©m~Px 

/cÖwkÿY/wcG/‡bvwU‡ki 
gva¨‡g| (†iKW© 
msiÿY Kiv) 

e¨e ’̄vcK / mnt 
e¨e ’̄vcK/wmwb.wbe©vnx/ 

wbe©vnx/ Awdmvi-                      
cÖkvmb, gvbe m¤ú` I 

Kgcøv‡qÝ 

cwjwm cÖwZôv/ 
ms‡kvab Kivi ci 
eQ‡i AšÍZ GKevi 
cybt cÖwkÿY †`Iqv 
nq (cÖwZ ‡mk‡b 40 

Rb K‡i)| 

3.1   3.1.10 

3.4 O) bZzb wb‡qvMcÖvß 
kÖwg‡Ki m‡½ †hvMv‡hvM 
¯’vcb Kiv| 

wgwUs/ m‡PZbZvg~jK 
Kg©m~Px 

/cÖwkÿY/wcG/‡bvwU‡ki 
gva¨‡g| (†iKW© 
msiÿY Kiv) 

e¨e ’̄vcK / mnt 
e¨e ’̄vcK/wmwb.wbe©vnx/ 

wbe©vnx/ Awdmvi- 
cÖkvmb, gvbe m¤ú` I 

Kgcøv‡qÝ 

‡hvM`v‡bi ci ciB 3.1   3.1.10 

3.4 P) mswkøó KwgwU  

wgwUs/m‡PZbZvg~jK 
Kg©m~Px 

/cÖwkÿY/wcG/‡bvwU‡ki 
gva¨‡g| (†iKW© 
msiÿY Kiv) 

e¨e ’̄vcK / mnt 
e¨e ’̄vcK/wmwb.wbe©vnx- 
cÖkvmb, gvbe m¤ú` I 

Kgcøv‡qÝ 

cwjwm cÖwZôv/ 
ms‡kvab Kivi ci  
(cÖwZ 03 gv‡m 01 

evi)| 

3.1   3.1.10 

 

3.5 wdWe¨vK Ges wbqš¿b Kvh©m~Px (Feedback & Control Routine) 
cwjwm ev¯Íevq‡b msMV‡bi m`m¨iv mwVKfv‡e wbR wbR `vwqZ¡ cvjb Ki‡Q wKbv, cwjwm ev Í̄evq‡bi c×wZ I iæwUb mwVKfv‡e cwiPvwjZ 
n‡”Q wKbv, †hvMv‡hvM I ev Í̄evq‡bi mKj gva¨g mwµq Av‡Q wKbv, cwjwm ev¯Íevq‡b Aw½Kvi, D‡Ïk¨, jÿ¨, †idv‡iÝ mwVKfv‡e wba©vwiZ 
n‡q‡Q wKbv cÖf~wZ wel‡qi Dci Af¨šÍixb Rwic cwiPvwjZ nq| GQvovI cwjwm ev¯Íevq‡b †hvMv‡hvM I c×wZ m¤ú‡K© mvavib kÖwgK, 
Kg©KZ©v I Kg©Pvix‡`i g‡bvfve, Zv‡`i Rvbvi cwiwa Ges cÖv‡qvwMK †ÿ‡Î Zv‡`i AskMÖn‡Yi gvÎv wbiæc‡bi Rb¨ wewfbœ cÖwkÿY ‡k‡l 
g~j¨vqb c‡Îi gva¨‡g ev¯Íe Ae¯’v Abyaveb K‡i  cÖ‡qvRbxq e¨e¯’v MÖnY Kiv n‡q _v‡K|  

 
Kvh©µg (wK) c×wZ (wKfv‡e) `vwqZ¡cÖvß c`ex (‡K) KLb KviY 
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(‡Kb) 

3.5 K) Af¨šÍixb Rwic    
 

K) cÖkœ cÎ ˆZixi gva¨‡g 

• kÖwg‡Ki B›UviwfD 

• g¨v‡bR‡g‡›Ui B›UviwfD 

• WKz‡g›U ‡PK 

• `„kgvb cwi`k©b 
hvnv 3.1 Ges 3.2 AbymiY K‡i| 
 

Af¨šÍixb Rwic `j 
mswkøó cwjwmi Dci 
cÖwkÿY †`qvi ci      

(eQ‡i AšÍZ GKevi) 

3.1 I  
3.1.10 

3.5 L) Rwic 
cÖwZ‡e`bwU we‡kølY Kiv 
Ges wi‡cvU© cÖ`vb Kiv| 

*AwWU Abyhvqx mgm¨v¸‡jv wi‡cvU© 
Kiv 
*Rwi‡ci djvd‡ji Dci Score 
wba©viY/ g~j¨vqY Kiv| 
* KZ…©cÿ‡K AewnZ Kiv 

Af¨šÍixb Rwic `j 
Af¨šÍixb Rwic ‡kl 

Kivi ci 
3.1 I  
3.1.10 

3.5 M) Rwic 
cÖwZ‡e`‡bi djvd‡ji 
Dci g~j KviY we‡kølY 
Kiv| 

• kÖwg‡Ki B›UviwfD 

• g¨v‡bR‡g‡›Ui B›UviwfD 

• WKz‡g›U ‡PK 

• `„kgvb cwi`k©b 

e¨e ’̄vcK / mnKvix 
e¨e ’̄vcK/ wmwb.wbe©vnx/ 

wbe©vnx- 
cÖkvmb, gvbe m¤ú` I 

Kgcøv‡qÝ| 

Af¨šÍixb Rwic wi‡cvU© 
nv‡Z cvIqvi ci| 

3.1 I  
3.1.10 

3.5 N) ms‡kvabx Kg© 
cwiKíbv (NUbvi 
cybive„wË bv nIqvq 
M„nxZ c`‡ÿc) 

*g~j KviY ¸‡jv wPwýZ K‡i  
cÖ‡qvRbxq c`‡ÿc MÖnY Kiv| 
‡hgb:-  *bxwZgvjv ms‡kvab Kiv 
          *cÖwkÿY c×wZ‡Z cwieZ©b 
          *cÖkœ cw×‡Z cwieZ©b Avbv                    

• AwWU wU‡gi mv‡_ wgwUs 
Kiv| 

• M„nxZ c`‡ÿc mg~‡ni Dci 
d‡jv Avc Kiv|  

• g~j¨vqY Kiv| 

• KZ…©cÿ‡K AewnZ Kiv 

wmt gnve¨e¯’vcK/ 
e¨e ’̄vcK / mnKvix 

e¨e ’̄vcK/ wmwb.wbe©vnx/ 
wbe©vnx-cÖkvmb, gvbe 
m¤ú` I Kgcøv‡qÝ 

Af¨šÍixb Rwic wi‡cvU© 
n‡Z cvIqvi ci hZ 

`ªæZ m¤¢e| 
(15 w`‡bi g‡a¨) 

3.1 I  
3.1.10 

3.5 O) cÖwZ‡iva Kg© 
cwiKíbv (NUbvwU GK 
eviI †hb bv N‡U †m 
j‡ÿ¨ M„nxZ c`‡ÿc) 

wgwUs/ m‡PZbZvg~jK Kg©m~Px/ 
cÖwkÿY/wcG/‡bvwU‡ki gva¨‡g 
kÖwgK‡`i‡K mswkøó cwjwm I 

cÖwmwWDi Gi Dci evievi avibv 
†`qv I m‡PZb Kiv| 

e¨e ’̄vcK / mnt 
e¨e ’̄vcK/wmwb.wbe©vnx/ 

wbe©vnx/ Awdmvi- 
cÖkvmb, gvbe m¤ú` I 

Kgcøv‡qÝ 

‡hvM`v‡bi w`b †_‡K 
3.1 I  
3.1.10 

 

M) ev Í̄evq‡bi mgqmxgv wdWe¨vK Ges K‡›Uªvj wm‡÷‡gi Rb¨ wba©vwiZ mg‡q ev Í̄evqb wbwðZ Ki‡Z n‡e| 

4. ‡hvMv‡hvM Ges ev Í̄evqb (Communication & Implementation) 
4.1 ev¯Íevqb iæwUb 3.3 AbymiY Kiv Ges h_vh_fv‡e WKz‡g›U msiÿY Kiv| 

4.2 ‡hvMv‡hv‡Mi iæwUb 3.4 AbymiY Kiv Ges h_vh_fv‡e WKz‡g›U msiÿY Kiv| 

4.3 cÖwZwµqv I wbqš¿Y iæwUb 3.5 AbymiY Kiv Ges h_vh_fv‡e WKz‡g›U msiÿY Kiv| 

5. wdWe¨vK Ges K‡›Uªvj (Feedback & Control) 
5.1. mKj cwjwm I WKz‡g›U Gi Rb¨ wba©vwiZ †dvìvi ˆZwi Kiv| 

5.2. Back up folder ‰Zix Kiv|  

5.3. `vwqZ¡cÖvß e¨w³ KZ©„K evsjv‡`k kÖg AvBb I evqv‡ii bxwZMZ AvPiY wewagvjv Abyhvqx cwjwm mg~n Update Kiv nq Ges 

h_vh_fv‡e msiÿY Kiv| 

5.4. WKz‡g›U Ggbfv‡e msiÿY Kiv nq †hb `vwqZ¡ cÖvß e¨w³iv mn‡R Zv Ly‡R †ei Ki‡Z cv‡i| 
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1. bxwZgvjv (Policy) 
 

 

†Kv¤úvbx bxwZgvjv †Nvlbv  
(Company Policy Statement) 

 

 

†g‡Uªv wbwUs GÛ WvBs wgjm wjt GKwU 100% ißvwbgyLx wkí cÖwZôvb, hvi jÿ¨ n‡jv 

KviLvbvq mKj kªwgK I Kg©KZ©v‡`i mKj cÖKvi †RÛvi wfwËK mwnsmZv wbim‡bi gva¨‡g 

AvBb I AvB‡bi evB‡i wewfbœ my‡hvM-myweav cÖavb, Rxeb hvÎvi gvb Dbœqb, Kg©‡ÿ‡Î 

m‡ev©”P wbivcËv cÖ`vb, ‡`kxq Ges AvšÍR©vwZK mn wewfbœ evqv‡ii †KvW Ad †KvÛv± 

m¤ú‡K© Rvbv I gvbv Ges ev¯Í‡e Kg©‡ÿ‡Î  cÖ‡qvM Kiv Ges mgv‡R hv‡Z gv_v DuPz K‡i 

Rxeb hvcb Ki‡Z cv‡i †m jÿ¨ AR©‡b KvR Kiv | 
 

jÿ¨ I D‡Ïk¨ 
(Objective & Target) 

• †hŠb wbh©vZb m¤ú‡K© m‡PZbZv M‡o †Zvjv| 

• †hŠb wbh©vZ†bi Kzdj / cªfve m¤ú©‡K m‡PZbZv M‡o †Zvjv| 

• †hŠb wbh©vZb kvw Í̄‡hvM¨ Aciva| 

• Kg©¯’‡j kvwiixK, gvbwmK, wj½ wfwËK †hŠb nqivwb I wbh©vZb gy³ cwi‡ek wbwðZ Kiv| 

• msNwUZ †h †Kvb ai‡bi nqivwbg~jK Kg©Kv‡Ûi Awf‡hvM ª̀æZ Avg‡j †bqv I AvBb 

Abyhvqx mgvavb Kiv| 

• bvixi Rb¨ wbivc` Kg©cwi‡ek cÖ`v‡bi gva¨‡g cÖwZôv‡b bvixi AskMªnb e„w× Kiv | 

mswkøó AvBb I wewa 
weavb/AvB‡bi Drm/myÎ 

(Law Reference/Legal 
Requirements) 

 

 

†g‡Uªv wbwUs GÛ WvBs wgjm wjt †RÛvi wfwËK mwnsmZv wbimb bxwZgvjv cÖq‡bi †ÿ‡Î 

wb‡¤œv³ AvBb, wewa I AvPib mg~n Abymib K‡i‡Q  
 

• evsjv‡`k kÖg AvBb -2006 (ms‡kvabx 2010,2013 I 2018) 

• evsjv‡`k kÖg wewa -2015 

• ‡hŠb nqivbx msµvšÍ D”P Av`vj‡Zi ivq 

• AvB Gj I Kb‡fbkb - 190  

• ‡µZv‡`i AvPib wewa 

• ‡Kv¤úvwbi †KvW Ad KbWv± 
 

bxwZgvjvi cwiwa 
(Scope of the Policy) 

 

‡g‡Uªv wbwUs GÛ WvBs wgjm wj: G wb‡qvwRZ mKj kªwgK I Kg©Pvixi Rb¨ G bxwZgvjv 

cÖ‡hvR¨ n‡e| GKB mv‡_ ‡g‡Uªv wbwUs GÛ WvBs wgjm wj: Gi mv‡_ hviv e¨emvwqK wewfbœ 

Kg©K‡Û RwoZ Zv‡`i †¶‡ÎI G bxwZgvjv cÖ‡hvR¨ n‡e| 
 

 

cÖwZkÖæwZ 
(Commitment) 

 

 

†g‡Uªv KZ…©cÿ KviLvbvi Drcv`b e„w×i j‡¶¨ GKwU my›`i I wbivc` Kv‡Ri cwi‡ek m„wó 

Ki‡Z GKwU myôz I MÖnb‡hvM¨ †RÛvi wfwËK mwnsmZv wbimb bxwZgvjv cÖbqb I 

ev¯Íevq‡bi gva¨‡g KviLvbvq †RÛvi wfwËK mwnsmZv m¤ú~b©iƒ‡c wbimb Ki‡Z „̀X cÖwZÁ| 
 

‡RÛvi wfwËK mwnsmZv wbimb bxwZgvjv 
Gender Based Anti Violence Policy  

bxwZgvjv ïiæi ZvwiL 20/04/2021 Bs 

ms‡kva‡bi ZvwiL 19/01/2023 Bs 

cieZ©x ms‡kva‡bi ZvwiL 19/01/2024 Bs 

ms‡kva‡bi bv¤^vi 01 
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2. msMVb (Organization) 

2.1  
cwjwm ev Í̄evqbKivi 

`vwqZ¡cÖvß e¨w³ 
(Responsible person for 
implement the policy) 

 

 

 

 

 
 

2.2 
`vwqZ¡cÖvß e¨w³e‡M©i KvR 

(Responsibilities of 

Assigned Persons) 

• e¨e ’̄vcbv cwiPvjK / cwiPvjK t-  
 
 

†RÛvi wfwËK mwnsmZv wbimb msµvšÍ †h †Kvb wewai cwieZ©b, cwiea©‡b wb‡`©kbv cÖ`vb 
I m‡e©vcwi bxwZgvjv Aby‡gv`bKvix|  
 

• mnt gnv-e¨e ’̄vcK (gvbe m¤ú` I cÖkvmb) t-  
 

AÎ bxwZgvjv Abymib Ki‡eb Ges bxwZgvjv ev¯Íevqb Kivi wb‡¤œv³ cÖ‡qvRbxq e¨e ’̄v 
wb‡eb: 

- ‡RÛviwfwËK mwnsmZv msÎƒvšÍ bxwZ cÖYqb I Zvi ev¯̂evqb c`‡ÿc MÖnY|  

- kÖwgK- Kg©Pvix‡`i wei¤œ‡× †RÛviwfwËK mwnsmZv msÎƒvšÍ †Kvb Awf‡hvM Dš’vwcZ n‡j 
Zv ch©©v‡jPbv Kiv|  

- cÖvß Awf‡hv‡Mi wfwË‡Z Z`šÍ KwgwU MVb Ges D×©Zb KZ…©c‡ÿi mv‡_ †hvMv‡hvM|  

- ‡RÛviwfwËK mwnsmZv msÎƒvšÍ bxwZi mwVK ev¯̂evqb ch©‡eÿY Kiv Ges D×©Zb 

KZ…©cÿ‡K Zv AeMZ Kiv|  

- msÎƒvšÍ bxwZ c×wZ m¤ú‡K© kÖwgK‡`i e„w× K‡í cÖwkÿY I cÖPvibvq c`‡ÿc MÖnb Kiv|  

- wbqwgZ wgW †j‡fj g¨v‡bR‡g›U Ges mycvifvBRvi‡`i mv‡_ gZ wewbgq Kiv|  

- mswkøó mK‡j wbwðZ Ki‡eb †h KviLvbvq †Kvb ai‡bi †RÛviwfwËK mwnsmZv ev †Kvb 
Am`viPi‡bi NUbv NU‡j Zv ¸iæZ¡ mnKv‡i we‡ePPbv Kiv nq Ges cÖwZKv‡ii `ªiæZ 

e¨e ’̄v †bqv nq|  

• Kj¨vb Kg©KZ©v t 

 

AÎ bxwZgvjv Abymib K‡i KviLvbvi mKj‡K GB wel‡q m‡PZb Kivi Rb¨ ‡RÛvi wfwËK 
mwnsmZv wbimb bxwZgvjv m¤ú‡K© mKj‡K cÖ‡qvRbxq cÖwk¶b cÖ`vb Ki‡eb Ges †Kv_vI GB 
bxwZgvjv cwicš’x wKQz cwijw¶Z n‡j KZ…©c‡¶i mnvqZvq cÖ‡qvRbxq e¨ve ’̄v wb‡eb|  
 

- ‡d¬vi gwbUwis Kiv 

- ‡d¬vi †_‡K cÖvß Awf‡hvM ZvrÿwbK fv‡e AfwnZ Kiv 

- cÖwZôv‡bi kÖwgK Kg©Pvix‡`i †RÛvi wfwËK mwnsmZv bxwZ m¤ú‡K© cÖwkÿb cÖ`vb Kiv 

- Awf‡hvM KwgwUi wm×všÍ mKj‡K AewnZ Kiv 

- kÖwgK Kg©Pvix, wgW †j‡fj g¨v‡bRg¨v›U I cªkvm‡bi g‡a¨ msjv‡ci e¨e ’̄v Kiv  

- cÖwZ `yB gvm AšÍi Awf‡hvM KwgwUi mfvi Av‡qvRb Kiv 

- ‡d¬vi †_‡K cÖvß Awf‡hvM mgvavb Kivi Rb¨ Awf‡hvM KwgwU‡K mvnvh¨ Kiv| 

 

• ewnivMZ m`m¨t 
 

e¨e ’̄vcbv cwiPvjK 

mnt gnv e¨e ’̄vcK, gvbe m¤ú` wefvM 

 

ewnivMZ m`m¨ 2 Rb  
 

gwnjv  
Kj¨vY Kg©KZ©v  

AskMÖnYKvix 
KwgwU cÖwZwbwa 

1 Rb 

mvaviY kÖwgK 
 1 Rb  
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- ‡Kvb kÖwgK b¨vq wePv‡ii my‡hvM n‡Z ewÂZ bv nq †m e¨vcv‡i wbðqZv cÖ`v‡b mnvqZv Kiv| 

- AvB‡bi mnvqZv cÖ`vb Kiv 

- ‡RÛvi wfwËK mwnsmZv wbim‡b Z`šÍ Kiv, kvwj‡mi gva¨‡g we‡iva wb®úwË Kiv| 

- mwnsmZv wel‡q GW‡fv‡Kwm ev Awacivgk© Kiv| 

3. Kvh©m~Px I c×wZ (Routines & Procedure) 

3.1 ev¯Íevqb Kvh©m~Px (Implementation Routine) 

K) `vwqZ¡ t 
msMV‡bi ewY©Z Kvh©avivµg Ges `vwqZ¡cÖvß e¨w³MY cwjwm ev Í̄evq‡b f~wgKv cvjb Ki‡eb| Z‡e mnt 
gnv e¨e ’̄vcK (GBP.Avi GÛ Kgcøv‡qÝ) I Kj¨vb Kg©KZ©vMY ‡RÛvi wfwËK mwnsmZv wbimb 
Kvh©µ‡gi g~j `vwqZ¡ cvjb Ki‡eb| 

L) Kvh©m~Pxt 

‡RÛvi wfwËK mwnsmZv wbimb bxwZgvjv wb‡¤œv³ Dcv‡q wba©viY Kiv n‡e t- 
 

❖ nqivbxg~jK Kg©Kv‡Ûi weeibt- 
 
1. †gŠwLK nqivwb (Verbal Harassment) t  

 

Zxeª wPrKv‡i frm©bv Kiv, wPrKv‡i/ kãvejx cÖ‡qv‡M fxwZ cÖ`k©b Kiv ev m¤§vbnvbxi cÖ‡Póvq 
AkÖve¨ fvlv/kãvejx cÖ‡qvM Kiv| 

2. ‰`wnK/kvixwiK nqivwb (Physical Harassment) t  
 

†mB mKj kvixwiK ms¯úk© hvi Øviv †KD AvNvZ †c‡Z cv‡i Ges †mB mKj kvw Í̄ hv kvwiwiK Amy ’̄Zvi 
m„wó Ki‡Z cv‡i| 

3. gvbwmK nqivwb (Psychological Harassment) t  
 

Kg©Pvixi AvZ¥-m¤§vb nvbx NUv‡bvi D‡Ï‡k¨ kãvejx, A½fw½, Bw½Z e¨envi A_ev Kv‡h©i e¨envi| 

4. †hŠb nqivwb (Sexual Harassment)  
5. A½fw½i gva¨‡g nqivwbg~jK AvPiY (Gesture Harassment) 
6. wjwLZ fv‡e nqivwbg~jK AvPiY (Written Harassment) 
7. Ab¨vb¨ t †hŠw³K weiwZ, cvwb, †kŠPvMvi, ¯̂v ’̄¨‡mev A_ev Aci Ab¨vb¨ †gŠwjK gvbweK 
cÖ‡qvRbxqZv mg~n evavMÖ ’̄ Kivi gva¨‡g nqivwb| 

 

❖ ‡hŠb nqivbx I wbh©vZbg~jK Kg©Kv‡Ûi msÁv t- 
 
 

‡hŠb nqivwb ej‡Z †evSvq--- 
 AbvKvw•ÿZ †hŠb Av‡e`bg~jK AvPiY †hgb: kvixwiK ¯úk© ev G ai‡bi cÖ‡Póv; 

 cÖvwZôvwbK Ges †ckvMZ ÿgZv e¨envi K‡i Kv‡iv mv‡_ †hŠb m¤úK© ’̄vc‡bi †Póv Kiv; 

 ‡hŠb nqivwb ev wbcxoYg~jK Dw³; 

 ‡hŠb my‡hvM jv‡fi Rb¨ A‰ea Av‡e`b; 

 c‡Y©vMÖvwd †`Lv‡bv; 

 ‡hŠb Av‡e`bg~jK gšÍe¨ ev fw½; 

 Akvjxb fw½, Akvjxb fvlv ev gšÍ‡e¨I gva¨‡g DË¨³ Kiv ev Akvjxb D‡Ïk¨ c~i‡Y †Kvb 
e¨w³i Aj‡ÿ¨ Zvi wbKUeZ©x nIqv ev AbymiY Kiv, †hŠb Bw½Zg~jK fvlv e¨envi K‡I VvÆv 
ev Dcnvm Kiv; 

 wPwV, †Uwj‡dvb, †gvevBj, GmGgGm, Qwe, †bvwUk, KvU©yb, †Pqvi †Uwej, †bvwUk †evW©, 
Awdm, d¨v±ix, ev_iæ‡gi †`qv‡j †hŠb Bw½Zg~jK AcgvbRbK †Kvb wKQz †jLv; 

 eøvK‡gBj A_ev PwiÎ nb‡bi D‡Ï‡k¨ w ’̄i ev wfwWIwPÎ avib Kiv; 
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 ‡cÖg wb‡e`b K‡i cÖZ¨vLvZ n‡q ûgwK †`hv ev Pvc cÖ‡qvM Kiv; 

 fq †`wL‡q ev wg_¨v Avk^vm w`‡q ev cÖZvibvi gva¨‡g †hŠb m¤úK© ’̄vcb ev ’̄vc‡b †Póv Kiv| 

 ‡hŠb nqivwbi Kvi‡b cÖvwZôvwbK, mvs¯‹…wZK Kvh©µ‡g AskMÖnY †_‡K weiZ ivLv| 
 

❖ Kg©‡¶‡Î wbgœwjwLZ cÖKv‡ii nqivwb ev Am`vPiY m¤ú~Y© fv‡e wbwl× t 
 

1. †gŠwLKfv‡e MvwjMvjvR K‡i †Kvb kªwgK‡K nqivwb Kiv hv‡e bv| 

2. ‡Kvb kÖwg‡Ki kix‡i, we‡kl K‡i †g‡q‡`i kix‡i ¯úk© K‡i K_v ejv| 

3. †Kvb kªwgK‡K kvixwiK wbh©vZb wKsev gviai Kiv m¤ú~Y© wbwl×| 

4. GKwU †hŠb m¤ú‡K©i wewbg‡q cÖKv‡k¨ A_ev †Mvc‡b myweavRbK Kv‡h © wb‡qvM Kivi 

A_ev DËg ev c¶cvwZZ¡g~jK AvPi‡bi cÖwZkÖæwZ cÖ`vb Kiv| 

5. ‡hŠb m¤ú‡K©i cÖ¯Íve cÖZ¨vLvb Kivi cÖwZ‡kva ¯̂iƒc Kg©Pvix‡K †h †Kvb ai‡bi Ab¨vq 

e¨env‡ii m¤§yLxb Kiv| 

6. AevwÃZ ‡hŠb Dw³, ch©‡e¶Y I gšÍe¨, †hŠb Bw½Zc~b© A½-f½x Kiv| 

7. bvix-cyiæ‡li †f`v‡f‡`i cÖwZ j¶¨nxb Ams‡e`bkxj wbivcËv e¨e¯’v| 

8. gvbwmK cxov`vqK †Kvb AvPiY Kiv hv‡e bv| 

9. A½ f½xi mvnv‡h¨ †Kvb kªwg‡Ki mv‡_ D×Z¨ AvPiY Kiv hv‡e bv| 

10. †Kvb kªwg‡Ki cÖwZ †Kvb cÖKvi e ‘̄ wb‡¶c ev fqfxwZ cÖ`k©b Kiv‡bvi Rb¨ †Kvb e ‘̄ 

cÖ`k©b Kiv hv‡e bv| 

11. †Kvb kªwgK‡K †Kvb Ab¨vq Kv‡Ri Rb¨ kvw Í̄¯^iæc KviLvbvi evB‡i Ae¯’vb Ki‡Z ejv 

hv‡e bv| 

12. †Kvb kªwgK‡K †Kvb cÖKv‡iB Lvevi cvwb MÖnY Ki‡Z evav †`qv hv‡e bv| 

13. †Kvb kªwgK‡K †Kvb Ae ’̄v‡ZB Uq‡jU e¨envi Kivi †¶‡Î evav †`qv hv‡e bv| 

14. †Kvb kªwgK‡K †Kvb A¯’v‡ZB kvw Í̄¯^iƒc AwZwi³ KvR Ki‡Z eva¨ Kiv hv‡e bv| 

15. †Kvb kªwgK‡K †h †Kvb ai‡Yi Ab¨vq AvPi‡Yi Rb¨ gRyix KZ©b ev gRyix            

KZ©‡bi e¨vcv‡i fqfxwZ cÖ`k©b Kiv hv‡e bv| 

16. RvwZ, ag©, eY©, †MvÎ, wj½, AvÂwjKZv, kvwiwiK AÿgZv BZ¨vw`‡K D‡Ïk¨ K‡i 

†Kvb iKg nqivbx, Mvjg›` ev Acgvc/Am¤§vb Kiv hv‡e bv| 

17. Kg©‡ÿ‡Î mwnsmZv m¤ú~Y© fv‡e wbwl×| 

❖ cÖwZôv‡bi cÖwZ‡ivag~jK e¨e ’̄v (Preventive Messuares of Organization)  
 

1. ‡RÛviwfwËK mwnsmZv wbim‡bi j‡ÿ¨ Kvh©Ki bxwZgvjv cÖbqb Ges Zv ev¯Íevqb 
wbwðZ Kiv| 

2. ‡hŠb nqivwb wbimb bxwZgvjv m¤ú‡K© e¨vcK cÖPvibv I cÖPvicÎ wewji gva¨‡g 
mKj‡K m‡PZb Kiv| 

3. gnvgvb¨ nvB‡Kv‡U©i wb‡`kbv Abyhvqx mwnsmZv wbim‡bi j‡ÿ¨ Awf‡hvM KwgwU 
MVb Kiv|  

4. ‡hŠb nqivwb wbim‡b Awf‡hvM KwgwU‡K ¯̂vaxbfv‡e I ¯^”QZvi mv‡_ KvR Kivi 

my‡hvM cv‡i|  

5. ‡hŠb nqivwb wkKvi ‡h †Kvb bxwZgvjv Abyhvqx Awfhy‡³i wei¤œ‡× kvwšÍi e¨e¯’v 
MÖnb Kiv|  
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6. ‡hŠb nqivwb wbigb KwgwUi wbqwgZ 2 gvm AšÍi mfv Kiv| Z‡e we‡kl cÖ‡qvRb 
‡h †Kvb mgq mfv msNwUZ n‡Z cv‡i|  

❖ kÖwgK‡`i cÖwZ‡hvag~jK e¨e ’̄v t  
 

1. ‡hŠb nqivwb m¤ú‡K© wbR AewnZ Ges mnKg©x‡K AenwZ Kiv|  

2. KviLvbvi †RÛviwfwËK bxwZgvjv m¤ú‡K© wb‡R Rvbv Ges Aci‡K Rvbv‡bv|  

3. †RÛviwfwËK mwnsmZv n‡j f~³‡fvMx‡K Awf‡hvM `vwLj Ki‡Z Drmvn cÖ`vb Kiv|  

4. nqivwi wbimb KwgwUi wbKU wbf©‡q Awf‡hvM `vwLj Kiv Ges G e¨vcv‡i Z`šÍ 

Kvh©Îæ‡g mn‡hvwMZv Kiv|  

5. Awf‡hvM Z`šÍ I mgvavb nIqv ch©šÍ welqwU †Mvcb ivLv|  

❖ KviLvbvq †WÛviwfwËK mwnsmZv wbim‡bi j‡ÿ MwVZ nqivwb wbimb 
KwgwUi m`m¨‡`i mywbwÏ©ófv‡e `wq‡Z¡ I KZ©e¨| 

 
▪ ‡RÛvi wfwËK mwnsmZv I ‡hŠb nqivwb m¤ú‡K© KviLvbvi bxwZgvjv I RvZxq AvBb-

Kvbyb m¤ú‡K© Ávb I `ÿZv AR©b Kiv| 

▪ ‡WÛviwfwËK mwnsmZv m¤ú‡K© Awf‡hvM MÖnb Kiv, Aciv‡ai wkKvi wb‡R ev eÜz ev 
wPwV ev AvBbRxwei gva¨‡g wjwLZ Awf‡hvM `v‡qi Ki‡Z cv‡i| 

▪ wjwLZ di‡gU e¨envi K‡i/ Awf‡hvMKvixi ` Í̄LZ †bqv| 

▪ ‡gŠwLK (Awf‡hv‡Mi we¯ÍvwiZ eb©bv di‡gU Abyhvqx c~ib Kiv I Awf‡hvMKvixi `¯ÍLZ 
†bqv) 

▪ Awf‡hv‡Mi Z`šÍ I mgvavb bv nIqv ch©šÍ welqwU †Mvcb ivLv| 

▪ Awfhy³ e¨vw³‡K ‰KwdqZ Zje Kiv I AvËcÿ mg_©‡bi my‡hvM w`‡q mgq cÖ`vb Kiv 
(AbwaK 7 w`b) 

▪ NUbv Z`šÍ Kiv (AbwaK 30 w`‡bi ga¨-m¤¢e bv n‡j AviI 30w`b e„w× Ki‡Z cvi‡e| 

▪ mswkøó KZ©„cÿ Awf‡hvMKvixi wbivcËv wbwðZ Ki‡e| 

▪ mwnsZi aib we‡ePbv K‡I Z`šÍKvjxb mgq Awfhy³ e¨w³‡K mvgwqK eiL‡¯Íi mycvwik 
Ki‡Z cvi‡e| 

▪ ¯^vÿx Z_¨ cÖgvb, mswkøó `wjj †RMvo Kiv ïbvbx cwiPvjbv Kiv Ges e³e¨ †bvU K‡i 
`¯ÍLZ †bqv|  

▪ Awf‡hvMKvixi ¯^vÿ MÖn‡bi mgq Ggb †Kvb cÖkoe ev AvPiY Kiv hv‡ebv h 
D‡Ïk¨g~jKfv‡e AcgvbRbK Ges nqivwbg~jK nq| 

▪ ¯^vÿ¨ MÖn‡bi mgq h_vm¤¢e †MvcbxqZv eRvq ivL‡Z n‡e| 

▪ RvZxq AvBb, nvB‡Kv‡U©I wb‡`©kbv I KviLvbvi bxwZgvjvi wKwK aviv Ask wK jswNZ 
n‡q‡Q Zv wPwýZ Kiv| 

▪ Z_¨-hyw³-¯^ÿx- cÖgvb I cwicvwk¦K Ae ’̄v we‡ePbv K‡i KviLvbvi bxwZgvjv Abyhvqx wK 
ai‡bi kvw Í̄g~jK e¨e ’̄v MÖnb Kiv †h‡Z cv‡i †m e¨vcv‡i KwgwUi mK‡jB HK¨gZ †cvlb 
K‡i h_vh_ Da©Zb KZ©„cÿi wbKU mycvwik †ck Kiv| 
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▪ Kv‡iv weiæ‡× wg_¨v Awf‡hvM `v‡qi n‡j, Z`šÍ mv‡c‡ÿ Awf‡hvMKvixi weiæ‡× 
bxwZgvjv Abyhvqx h_v‡hvM¨ kvw Í̄gyjK e¨e ’̄v MÖn‡bi Rb¨ KwgUi †ekxifvM m`‡m¨i 
KZ©„c‡ÿi wbKU mycvwik †ck Kiv  

▪ jNy nqivwbi ‡ÿ‡Î hw` m¤¢e nq, KwgwU mswkøó Dfq c‡ÿi m¤§wZ wb‡q Awf‡hvM 
wb®úwËi e¨e¯’v wb‡Z cvi‡e| 

▪ Awfhy³ e¨w³i weiæ‡× †hŠb wbcxo‡bi Awf‡hvM cÖgvwbZ n‡j mswkøó KZ©„cÿ Mb¨ Ki‡e 
Ges wbwZgvjv / wewa Abymv‡i 30 Kvh©w`e‡mi g‡a¨ Dchy³ e¨e ’̄v MÖnb Ki‡e| 

▪ hw` Awf‡hvM `Ûwewai †h †Kvb aviv Abyhvqx Aciva wn‡m‡e Mb¨ nq Zvn‡j cÖ‡qvRbxq 
†dŠR`vix AvB‡bi AvkÖq wb‡Z n‡e| 

▪ KviLvbvi bxwZgvjv / wewa Abyhvqx cÖwZ 2 gv‡m wbqwgZ KwgwUi mfv Av‡qvRb Kiv| 

▪ ‡WÛvi wfwËK mwnsmZv m¤úwK©Z mKj ai‡bi Awf‡hvM Ges mfv m¤úwK©Z †iKW©/ cÎ 
(†bvwUk. Kvh©weeibx, mycvwik BZ¨vw`) msiÿb Kiv | 

▪ ‡RÛviwfwËK mwnsmZvi evwl©K cÖwZ‡e`b ˆZix K‡i mswkøó GjvKvi kÖg cwi`ß‡ii 
wbKU †ck Kiv| 

▪ ‡RÛviwfwËK mwnsmZv m¤ú‡K© KviLvbvi mKj‡K m‡PZb Kivi j‡ÿ cÖPvi cÖKvkbv 
Kvh©µg cwiPvjbv Kiv I DØy× Kiv | 
RvwZmsN KZ©„K †NvwlZ cÖwZ ermi 25 b‡f¤̂i †_‡K cieZ©x 16 w`‡bi g‡a¨ †h †Kvb 

GKw`b Kg©‡ÿ‡Î †RÛviwfwËK mwnsmZv wbimb w`em cvjb Dcj‡ÿ¨ wewfbœ ai‡bi 

Kg©mywP MÖnb Kiv Ges ev¯Íevq‡b mwµq fzwgKv cvjb Kiv| 
 

❖ Awf‡hvM c×wZ t 
 

d¨v±ix‡Z Kg©iZ kªwgK-Kg©PvixMY Ab¨vq AvPiY I nqivwbg~jK e¨envi m¤ú‡K© wb‡gœv³ 
c×wZ‡Z Zv‡`i Awf‡hvM †ck Ki‡Z cv‡ib :- 
 

K) mivmwi †gŠwLK Awf‡hvM t (Verbal Complain) 
 

✓ †h ‡Kvb kªwgK Zvi Awf‡hvM cÖ_‡g Zvi wi‡cvwU©s KZ…©cÿ Ges µgvš̂‡q Dea©Zb 
KZ©„c‡¶i (m‡e©v”P Dea©Zb KZ©„cÿ ch©šÍ) eive‡i mivmwi DÌvcb Ki‡Z cv‡ib| 

✓  kªwgKiv mivmwi Awf‡hvM KwgwU, AskMÖnbKvix KwgwU, Kj¨vb Kg©KZ©v, gvbem¤ú` 
I cÖkvmb wefvM eive‡i mivmwi Awf‡hvM DÌvcb Ki‡Z cv‡ib| 

✓ mivmwi cwiPvjK g‡nv`q eive‡i mivmwi Awf‡hvM DÌvcb Ki‡Z cv‡ib| 
✓ kÖwgK nU jvB‡bi gva¨‡g kÖwg‡Kiv Zv‡`i Awf‡hvM Rvbv‡Z cv‡ib| 

 
L) wjwLZ Awf‡hvM t (Written Complain) 

 

✓ Dc‡iv³ c×wZ AbymiY K‡i †h †Kvb kªwgK/Kg©Pvix/Kg©KZ©v Zv‡`i †h †Kvb Awf‡hvM 
wjwLZfv‡e wi‡cvwU©s KZ…©cÿ Ges µgvš̂‡q Dea©Zb KZ©„c‡¶i (m‡e©v”P Dea©Zb 
KZ©„cÿ ch©šÍ) eive‡i mivmwi DÌvcb Ki‡Z cv‡ib| 
 

✓ GQvov cwiPvjK g‡nv`q Ges gvbem¤ú` I cÖkvmb wefv‡Mi cÖav‡bi wVKvbv (†hgb- 
WvK wVKvbv, †gvevBj bv¤^vi, B-‡gBj wVKvbv BZ¨vw`) kªwgK‡`i Rvbv‡bv nq hv‡Z †h 
†Kvb kªwgK Zvi Awf‡hvM ‡h †Kvb gva¨‡g Rvbv‡Z cv‡ib| 
 

✓ GQvovI †Kvb wjwLZ Awf‡hvM KZ…©c‡ÿi AeMwZi Rb¨ KviLvbvi Uq‡jUmg~‡n 
kªwg‡Ki mn‡R Mgb‡hvM¨ ’̄v‡b Zvjve× Ae ’̄vq ¯’vwcZ Awf‡hvM ev‡· †dj‡Z cv‡ib| 
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kªwgK‡`i †KD B‡”Q Ki‡j Zvi/Zv‡`i cwiPq †Mvcb †i‡L Awf‡hvM †ck Ki‡Z cv‡i| 
G‡ÿ‡Î kªwgK‡`i Giƒc wbðqZv Ges Drmvn †`qv n‡q _v‡K †h, †KD Awf‡hvM ev‡· 
Awf‡hvM Rvbv‡j Zvi ev Zv‡`i weiæ‡× †Kvb ‡bwZevPK e¨e ’̄v †bqv n‡e bv| 

 

✓ Awf‡hvM ev‡· cÖvß Awf‡hvMmgyn wbw ©̀ó †iwRóv‡i wjwce× K‡i cÖ‡qvRbxq e¨e ’̄v 
MÖn‡bi Rb¨ hZ ª̀æZ m¤¢e h_vh_ KZ©„c‡¶i wbKU †ck Ki‡Z n‡e| 
 

GQvovI ‡RÛvi wfwËK mwnsmZv, nqivbx A_ev Ab¨ †h †Kvb wel‡q Kv‡iv †Kvb m‡›`n _vK‡j 
A_ev †KD hw` m‡›`n †cvlY K‡i †h ‡KD Zv‡K nqivwb ev Drcxob Ki‡Z cv‡i ev Ki‡Q Zv 
wZwb mivmwi, †gŠwLK, wjwLZ, e‡· Awf‡hvM †d‡j, nUjvB‡bi gva¨‡g h_vh_ KZ…©cÿ‡K 
Rvbv‡Z cvi‡eb| 
 
 

❖ Kg©‡ÿ‡Î †hŠb nqivwb cÖwZ‡iv‡a gnvgvb¨ nvB‡KvU© KZ…©K cÖ`Ë 
bxwZgvjv: 

 
‡h mKj †hŠb nqivwbg~jK KvR I AvPiY cÖPwjZ AvB‡bi AšÍf©~³ bq Ggb A‡kvfb AvPiYmg~n 
m¤ú‡K© hw` Aciv‡ai wkKvi bvix Awf‡hvM Ki‡Z Pvq Zv MÖnY Kivi mwVK I ch©vß e¨e ’̄v 
_vK‡Z n‡e Ges hvi d‡j wfKwUg Awf‡hvM `v‡qi Ki‡Z cv‡i| Awf‡hvM `v‡qi I cwiPvjbvi 
†ÿ‡Î wb‡¤œv³ c×wZ AšÍf©~³ _vK‡e: 
▪ Aciva cÖgvwbZ bv nIqv ch©šÍ Awf‡hvMKvix Ges Awfhy³ e¨w³i cwiPq †Mvcb ivL‡Z 

n‡e| 
▪ mswkøó KZ…©cÿ KZ…©K Awf‡hvMKvixi wbivcËv wbwðZ Ki‡Z ne| 
▪ Aciv‡ai ¯^xKvi e¨w³ wb‡R A_ev eÜz A_ev wPwV ev AvBbRxwei gva¨‡g wjwLZfv‡e 

Awf‡hvM `v‡qi Ki‡Z cvi‡e| 
▪ Awf‡hvMKvix e¨w³ ¯̂Zš¿fv‡e Awf‡hvM KwgwUi bvix m`‡m¨i Kv‡Q Awf‡hvM Rvbv‡Z 

cv‡i| 
▪ bxwZgvjv ewY©Z aviv Abyhvqx MwVZ Awf‡hvM KwgwUi wbKU Awf‡hvM ̀ v‡qi Ki‡Z n‡e| 

 

❖ Awf‡hvM KwgwU MVY: 
1. Awf‡hvM MÖn‡Yi Rb¨, Z`šÍ cwiPvjbvi Rb¨ Ges mycvwik Kivi Rb¨ Kg©‡ÿ‡Î GKwU 

KwgwU MVb Ki‡e| 
2. Kgc‡ÿ 5 m`m¨ wewkó GKwU KwgwU MVY Ki‡Z n‡e hvi †ewkifvM m`m¨ n‡eb bvix| 

m¤¢e n‡j KwgwUi cÖavb n‡eb bvix| 
3. KwgwU‡Z 2 Rb m`m¨ mswkøó cÖwZôv‡bi evB‡I Ab¨ cÖwZôvb †_‡K wb‡Z n‡e, †h 

cÖwZôvb †RÛvi wel‡q Ges †hŠb wbh©vZ‡bi weiæ‡× KvR K‡i| 
4. Awf‡hvM KwgwU miKv‡ii Kv‡Q G bxwZgvjv ev¯Íevqb msµvšÍ evwl©K Awf‡hvM cÖwZ‡e`b 

†ck Ki‡e| 
 
 

❖ Awf‡hvM KwgwUi Kvh©c×wZ: 
 

1. jNy nqivwbi †ÿ‡Î hw` m¤^e nq, Awf‡hvM KwgwU cÿØ‡qi m¤§wZ wb‡q Awf‡hvM 
wggvsmvi e¨e¯’v wb‡e Ges G wel‡q mswkøó KZ…©c‡ÿi Kv‡Q cÖwZ‡e`b `vwLj Ki‡e| 

2. Ab¨ mKj †ÿ‡Î Awf‡hvM KwgwU welqwU Z`šÍ Ki‡e| 
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3. Awf‡hvM KwgwU Dfq cÿ‡K Ges ¯^vÿx‡`i †bvwUk cvVv‡e| Awfhy³ e¨vw³ Abycw¯’Z 
_vK‡j Wv‡Ki gva¨‡g †iwRwóªK…Z †bvwUk Gi ïbvbx cwiPvjbv, Z_¨ cÖgvb msMÖn Ges 
mKj mswkøó `wjj ch©‡eÿY ÿgZv _vK‡e| G ai‡bi cvwicvwk^©K Awf‡hv‡Mi †ÿ‡Î 
†gŠwLK cÖgvY QvovI cvwicvwk̂©K cÖgv‡Yi Dci ¸iæZ¡ †`qv n‡e| 

4. Awf‡hvM KwgwUi Kvh©µg wbwðZ Ki‡Z Kg©‡ÿ‡Îi mswkøó Awdm mKj ai‡bi 
mn‡hvwMZv cÖ`v‡b eva¨ _vK‡e| Awf‡hvM KwgwU Awf‡hvMKvixi cwiPq †Mvcb ivL‡e| 

5. Awf‡hvM KwgwU 30 w`‡bi g‡a¨ Zv‡`i mycvwikmn Z`šÍ cÖwZ‡e`b mswkøó KZ…©cÿ‡K 
cÖ`vb Ki‡e| cÖ‡qvR‡b G mgqmxgv 30 Kvh©w`em †_‡K 60 Kvh©w`e‡m evov‡bv hv‡e| 

6. Z‡e hw` GUv cÖgvwbZ nq †h D‡Ïk¨ cÖ‡Yvw`Zfv‡e wg_¨v gvgjv `v‡qi Kiv n‡q‡Q, 
Zvn‡j mswkøó KZ…©c‡ÿi Kv‡Q Awf‡hvMKvixi weiæ‡× Dchy³ e¨e ’̄v MÖn‡Yi Rb¨ 
mycvwik Kiv n‡e| 

 

❖  kvw Í̄: 
 

mswkøó KZ…©cÿ Awfhy³ e¨w³‡K mvgwqKfv‡e eiLv¯Í Ki‡Z cv‡i| Awfhy³ e¨w³i weiæ‡× †hŠb 
wbcxo‡bi Awf‡hvM cvIqv †M‡j mswkøó KZ…©cÿ Zv vm`vPiY wn‡m‡e Mb¨ Ki‡e Ges Kg©‡ÿ‡Îi 
k„•Ljv wewa Abymv‡i 30 Kvh©w`e‡mi g‡a¨ Dchy³ e¨e ’̄v MÖnY Ki‡e ev hw` D³ Awf‡hvM †Kvb 
`Û‡hvM¨ Aciva e‡j MY¨ nq Zvn‡j mswkøó Av`vj‡Z cvwV‡q w`‡e| 
 

❖ wg_¨v Awf‡hvM t 
 
hw` GUv cÖgvwYZ nq †h, D‡Ïk¨ cÖ‡bvw`Zfv‡e wg_¨v gvgjv / Awf‡hvM `v‡qi Kiv n‡q‡Q 
Zvn‡j mswkøó KZ…©c‡ÿi Kv‡Q Awf‡hvMKvixi weiæ‡× Dchy³ kvwšÍ cÖ`v‡bi Rb¨ mycvwik Kiv 
n‡e| Awf‡hvM KwgwUi †ekxifvM m`m¨ †h ivq w`‡e Zvi Dci wfwË K‡i wmÜvšÍ †bqv n‡e|  
 

M) Kvh©m~Px ev¯Íevq‡bi 
mgqmxgv 

cwjwm wba©vi‡bi mv‡_ mv‡_ ‡RÛviwfwËK mwnsmZv wbim‡bi bxwZgvjv Abyhvqx nqivwbi weiæ‡× 
kvw Í̄g~jK e¨e ’̄v MÖnY Kiv n‡e| 

N) Kvh©m~Px ev¯Íevq‡bi 
c×wZ 

Routine 

Implementation 

Procedures 

 
 

Kvh©m~Px ev Í̄evq‡bi c×wZ mg~n wb¤œiæc t 
 

 cÖwZôv‡b k„•Ljvg~jK e¨e ’̄v wbwðZ Kiv t  
cÖwZôv‡b ‡RÛviwfwËK mwnsmZv wbimb bxwZgvjvv mwVK cÖ‡qvM I Zvi ev¯Íevq‡bi gva¨‡g 
k„•Ljv wbwðZ Kiv n‡e Ges ‡R¨ô e¨e ’̄vcK GBP.Avi. GÛ Kgcøv‡qÝ GB ̀ vwqZ¡ cvjb Ki‡eb| 

 AvPvi-e¨envi msµvšÍ k„•Ljvg~jK e¨e ’̄v t  
ga¨ e¨e ’̄vcbv KZ ©…cÿ‡K h_vh_ cÖwkÿb I m‡PZbZv e„w×i gva¨‡g Zv‡`i AvPvi-e¨envi Dbœq‡b 
KvR Kiv n‡e| e¨e ’̄vcK GBP.Avi. GÛ Kgcøv‡qÝ G msµvšÍ cÖwkÿ‡bi e¨e ’̄v MÖnb Ki‡eb| 

 Awf‡hvM ev Aby‡hv‡Mi mgvavb t  
Awf‡hvM, Aby‡hv‡Mi ¸iæZ¡vbymv‡i mgvavb Kiv n‡e Ges GB msµvšÍ cÖwZ‡e`b msiÿb Kiv 
n‡e| mnKvix gnve¨e ’̄vcK/ e¨e¯’vcK, GBP Avi GÛ Kgcøv‡qÝ GB `vwqZ¡ cvjb Ki‡eb| 
 

3.2 ev Í̄evqb c×wZ (Implementation Procedure) 

Kg©KvÛ c×wZ ‡K KLb mgqmxg 

(K) cÖavb jÿ¨ n‡”Q Kg©‡ÿ‡Î ‡g‡Uªv 
wbwUs GÛ WvBs wgjm wjwg‡UW Gi 
bxwZgvjv I AvPiYwewa ev¯ Íevqb Ges 

 
mKj Kg©x‡`i mv‡_ ‡g‡Uªv 
wbwUs GÛ WvBs wgjm 

gvbem¤ú` Uxg 
Awf‡hvM c×wZ 

ev¯ Íevq‡bi 
c~‡e©| 

Awf‡hvM cwiPvjbv 
c×wZ ev¯ Íevq‡bi 

Av‡M| 
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Gi j•Nb‡KB GB cÖwZôv‡b Awf‡hvM 
wn‡m‡e MY¨ Kiv n‡e| 

wjwg‡UW Gi bxwZgvjv I 
AvPiYwewa †hvMv‡hvM Kiv 
n‡e| 
 

(L) Kg©‡ÿ‡Îi cÖwZw`‡bi DÌvwcZ 
Awf‡hvM| 

Awf‡hv‡Mi me welq mfvq 
Av‡jvPbvi Rb¨ msMÖn 

Kiv|  

Awf‡hvM cwiPvjbv 
KwgwUi m`m¨iv 

Awf‡hvM 
cwiPvjbv 

KwgwUi wkwWDj 
mfv 

Awf‡hvM cwiPvjbv 
KwgwUi mfvi GKw`b 

ci| 

(M) hw` †Kvb Riæix welq DÌvwcZ 
nq Z‡e Awf‡hvM KwgwUi m`m¨iv 
mwPe Ggb wK mfvcwZi mv‡_ 
†hvMv‡hvM Ki‡eb| 

Riæix mfv WvK‡e (hw` 
cÖ‡qvRb nq) 

  
‡g‡Uªv wbwUs GÛ WvBs 
wgjm wjwg‡UW Gi Dci 
wfwË K‡i Awf‡hvM 
KwgwU mgvavb Ki‡eb| 

Riæix mfvq 
Awf‡hvM cwiPvjbv 

KwgwUi mfvi GKw`b 
ci| 

(N) mvcøvBqvi, ‡÷K‡nvìvi, ev _vW© 
cvwU©‡`i Rvbv‡bv 

B‡gBj Kgcøv‡qÝ 

hLb cÖ‡qvRb 
nq A_ev e¨emv 

msµvšÍ 
†hvMv‡hv‡Mi 

mgq| 

‡gBj KwgDwbK‡kb 
†iKW© 

 

4.  ‡hvMv‡hvM c×wZ (Communication Procedure) 

Kg©KvÛ c×wZ ‡K KLb mgqmxg 
(K) Awf‡hvM cwiPvjbv KwgwUi mv‡_ ‡g‡Uªv 
wbwUs GÛ WvBs wgjm wjwg‡UW Gi bxwZgvjv 
I AvPiYwewa Ges Awf‡hvM cwiPvjbv c×wZ 
Rvbv‡bv|  

mfv/‡bvwUk 
Awf‡hvM cwiPvjbv 
KwgwUi mKj m`m¨ 

Awf‡hvM 
cwiPvjbv c×wZ 
cwieZ©b n‡j 

‡g‡Uªv wbwUs GÛ WvBs wgjm 
wjwg‡UW Gi bxwZgvjv I 
AvPibwewa Ges Awf‡hvM 
cwiPvjbv c×wZi 
†hvMv‡hv‡Mi 1 w`‡bi g‡a¨ 

(L) D”P c` ’̄  e¨e¯’vcbv KZ…©c‡ÿi ‡g‡Uªv 
wbwUs GÛ WvBs wgjm& wjwg‡UW Gi bxwZgvjv 
I AvPiYwewa Ges Awf‡hvM cwiPvjbv c×wZ 
Rvbv‡bv|  

mfv/‡bvwUk 
kxl© e¨e¯’vcbvi me 
cÖavb e¨w³| 

Awf‡hvM 
cwiPvjbv c×wZ 
cwieZ©b n‡j 

‡g‡Uªv wbwUs GÛ WvBs wgjm 
wjwg‡UW Gi bxwZgvjv I 
AvPibwewa Ges Awf‡hvM 
cwiPvjbv c×wZi 
†hvMv‡hv‡Mi 1 w`‡bi g‡a¨ 

(M) ga¨ ch©v‡qi e¨e¯’vcbv /mycvifvBRvi 
óvd‡`i mv‡_ bxwZgvjv I AvPiYwewa Ges 
Awf‡hvM cwiPvjbv c×wZ Rvbv‡bv| mfv/‡Uªwbs 

ga¨ ch©v‡qi 
e¨e ’̄vcbvi / 
mycvifvBRwi 

óvd‡`i mevB| 

Awf‡hvM 
cwiPvjbv c×wZ 
cwieZ©b n‡j 

‡g‡Uªv wbwUs GÛ WvBs wgjm 
wjwg‡UW Gi bxwZgvjv I 
AvPibwewa Ges Awf‡hvM 
cwiPvjbv c×wZi 
†hvMv‡hv‡Mi 1 w`‡bi g‡a¨ 

(N) eZ©gvb kªwgK‡`i mv‡_ ‡g‡Uªv wbwUs GÛ 
WvBs wgjm wjwg‡UW Gi bxwZgvjv I 
AvPiYwewa Ges Awf‡hvM cwiPvjbv c×wZ 
Rvbv‡bv| 

mfv/‡Uªwbs/wcG 
wm‡óg/‡bvwUk 

†evW© 

AskMÖnYKvix 
KwgwUi m`m¨‡`i 
`vwqZ¡ cÖvß `j| 

eZ©gvb kªwgK‡`i 
mevB 

‡Uªwbs wkwWD‡ji AbymiY| 

 (O) bZzb kªwgK‡`i mv‡_ ‡g‡Uªv wbwUs GÛ 
WvBs wgjm wjwg‡UW Gi bxwZgvjv I 
AvPiYwewa Ges Awf‡hvM cwiPvjbv c×wZ 
Rvbv‡bv| 

mfv/‡Uªwbs/wcG 
wm‡óg/‡bvwUk 

†evW© 

AskMÖnYKvix 
KwgwUi m`m¨‡`i 
`vwqZ¡ cÖvß `j| 

‡hvM`v‡bi c‡i 
(cÖwZ ˆeV‡K 40 
R‡bi †ewk bq) 

‡hvM`v‡bi 1 gv‡mi g‡a¨ 

 

5. djvdj Ges wbqš¿Y c×wZ (Communication & Implementation) 

Kg©KvÛ c×wZ ‡K KLb mgqmxgv 



     ‡g‡Uªv wbwUs GÛ WvBs wgj&m wjwg‡UW  
       ivgvievM, KzZzecyi, dZzjøv, bvivqYMÄ XvKv-1400|                     

 

Prepared by Gaur Nitai Datta AGM (HR, Admin & Compliance) 
 

Approved by Amal Podder Managing Director  

Gender Based Anti Violence Policy 

(K) †PKwjó* 

1. Awf‡hvM c×wZi cwiPvjbv mwVKfv‡e n‡”Q 
wKbv hvPvB K‡i †`Lyb| 

2. †h †Kvb Awf‡hv‡Mi Kvi‡Y c`Z¨vM/PvKzixi 
Aemv‡bi c×wZi hvPvB Kiæb| 

3. Kg©‡ÿ‡Îi cwi‡ek hvPvB Kiæb| 
4. mvßvwnK cÖwZ‡e`b, AskMÖnYKvix KwgwUi 

mfvi welqvejx, Awf‡hvM I civgk© ev‡·i 
Z_¨ hvPvB Kiæb| 

5. AwZwi³ mg‡q Kv‡Ri mgqmxgv hvPvB KiY 
(†Kvb Am¤§Z Kg©x KvR Ki‡Q wKbv) 

6. †h ‡Kvb Awf‡hv‡Mi wel‡qi Rb¨ QzwU Ges 
Abycw¯’wZi Kvib we‡kølb Kiæb| 

7. kªwgK‡`i cÖwkÿY/cwiwPwZi iæwUb Ges 
mgqm~wP mwVKfv‡e AbymiY Kiv n‡”Q wKbv|  

Awf‡hvM cwiPvjbv 
KwgwU Awf‡hvM 
bxwZi ev Í̄evqb 
wbwðZ Ki‡e| 

cÖwZôv‡bi 
AMÖvwaKv‡ii 

Dci wfwË K‡i 
n‡e| 

GKwU wbqg 
gvwdK c×wZ 
AbymiY K‡i 

Dnv 
mywbw`©ófv‡e 
Rvbv‡Z n‡e| 

iæwUb Abymv‡i 
(gvwmK/Aa© 

evrmwiK/evrmwi
) 

(L) cÖkœvejx** 
Dc‡iv³ 3(K) Gi b¨vq GKB c×wZ AbymiY Kiv 
†h‡Z cv‡i|  

H H H 

(M) Avf¨šÍixb AwWU 
Dc‡iv³ 3(K) Gi b¨vq GKB c×wZ AbymiY Kiv 
†h‡Z cv‡i|  

H H H 

(N) cÖwZ‡e`b 
Dc‡iv³ 3(K) Gi b¨vq GKB c×wZ AbymiY Kiv 
†h‡Z cv‡i|  

H H H 

(O) wbqš¿Y 
Dc‡iv³ 3(K) Gi b¨vq GKB c×wZ AbymiY Kiv 
†h‡Z cv‡i|  

H H H 
 

❖ KZ…©cÿ KZ…©K chv©‡jvPbv (Management Review): 
 
KZ©„cÿ KZ…©K eQ‡i 1 evi G bxwZgvjv ch©v‡jvPbv Ki‡e Ges wb¤œ wjwLZ cw×wZ Abymib Kiv n‡e| cÖwZ ermi AšÍZt 
GK evi g¨v‡bR‡g›U wiwfD wgwUs Kwi‡Z nB‡e| 
 

• GQvovI cwjwm‡Z †Kvb cwieZ©b, cwiea©b, cwigvR©b nB‡j Zv e Í̄evq‡bi Rb¨ Top Management Gi 

wm×v‡šÍi cÖ‡qvRb nB‡j Management Review Meeting hZkÖxNªB m¤¢e cwiPvwjZ nB‡Z nB‡e|  

• Management Review Meeting Gi cÖ‡qvRb nB‡j Kg©iZ e¨e ’̄vcK (cÖkvmb, gvbe m¤ú` I Kgcøv‡qÝ) 

wgwUs GRÛ mn †bvwUk / B‡gB‡ji gva¨‡g mn-gnve¨e ’̄vcK (cÖkvmb gvbem¤ú` I Kgcøv‡qÝ) eivei Aby‡iva 
Rvbv‡eb | 

• mn- gnve¨ve ’̄vcK (cÖkvmb gvbem¤ú` I Kgcøv‡qÝ) Zv KZ©„cÿ‡K AewnZ Ki‡eb wgwUs G Dcw ’̄Z _vKvi 

Rb¨ Ges Management Review Meeting cwiPvjbvi ZvwiL wbav©ib Kwi‡eb  

• e¨ve ’̄vcK (cÖkvmb, gvbem¤ú` I Kgcøv‡qÝ) D³ ZvwiL Abyhvqx mswkøó mKj‡K †bvwUk/B-‡gB‡ji gva¨‡g 
wgwUs G Dcw ’̄Z _vKvi Rb¨ AewnZ Ki‡eb Ges GKwU aivevwnK DbœqY wbwðZ Ki‡eb| 
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1. bxwZgvjv (Policy) 
 

 

†Kv¤úvbx bxwZgvjv †Nvlbv  
(Company Policy Statement) 

 
‡g‡Uªv wbwUs GÛ WvBs wgjm wj: e¨e ’̄vcbv KZ©…cÿ cÖwZôv‡b Kg©iZ kÖwgK‡`i wbivcËv eRvq ivL‡Z 
e× cwiKi| GKwU myô I Kvh©Ki e¨w³MZ wbivcËv miÄvgv`x e¨envi e¨e¯’v cÖwZôv‡bi mKj ¯Í‡i Kg©x 
wbivcËv weavb I kÖwgK Kg©Pvwi‡`i g‡a¨ wbivc` I myô Kg©cwi‡ek ˆZwi Ki‡e|  

jÿ¨ I D‡Ïk¨ 
(Objective & Target) 

 
‡g‡Uªv wbwUs GÛ WvBs wgjm wj: G wb‡qvwRZ mKj kªwgK‡`i m‡e©v”P wbivcËv I ¯^v¯’¨Ki Kv‡Ri 
cwi‡ek wbwðZ KivB gva¨‡g mKj kªwgK Kg©Pvix‡`i e¨w³MZ wbivcËv miÄvg e¨envi kZfvM wbwðZ 
Kiv GB bxwZi D‡Ïk¨| 

bxwZgvjvi cwiwa 
(Scope of the Policy) 

‡g‡Uªv wbwUs GÛ WvBs wgjm wj: G wb‡qvwRZ mKj kªwgK I Kg©Pvixi Rb¨ G bxwZgvjv cÖ‡hvR¨ n‡e|  

m~Î 
(Law Reference) 

 
‡g‡Uªv wbwUs GÛ WvBs wgjm wj: Gi wb‡qvM bxwZgvjv evsjv‡`k kÖg AvBb-2006 Ges Gi me©‡kl 
ms‡kvabx 2013 mv‡ji evsjv‡`k kÖg AvBb, evsjv‡`k kÖg wewagvjv -2015 I AvB Gj I Kb‡fbkb 
(ILO Convention) Gi wewaweavb Ges m¤§vwbZ MÖvnK/†µZve„‡›`i AvPiYwewa (Code of 

Conduct) we‡ePbvc~e©K h_vh_fv‡e M„nxZ n‡q‡Q|  
 

cÖwZkÖæwZ 
(Commitment) 

 
Kg©‡ÿ‡Î kÖwg‡Ki e¨w³MZ wbivcËv ‡g‡Uªv wbwUs GÛ WvBs wgjm wj: KZ©…cÿ Kvh©Ki e¨w³MZ wbivcËv 
miÄvgv`x e¨envi Gi gva¨‡g myô Kg©cwi‡ek weivRgvb ivLvi e¨vcv‡i `„p cÖwZÁ I A½xKvie×| 

2. msMVb (Organization) 

2.1  
cwjwm ev Í̄evqb Kivi 

`vwqZ¡cÖvß e¨w³ 
(Responsible person for 
implement the policy) 

 

 

 

 

 
 

 

 

 

 
 
 

3. Kvh©m~Px I c×wZ (Routines & Procedure) 

3.1 ev¯Íevqb Kvh©m~Px (Implementation Routine) 

K) `vwqZ¡ t msMV‡bi ewY©Z Kvh©avivµg Ges `vwqZ¡cÖvß e¨w³MY cwjwm ev Í̄evq‡b f~wgKv cvjb Ki‡eb| 

AGM (Admin, HR) 

Deputy Manager 
(Admin & HR) 

Asst. Manager (Compliance) Dept. Head 

Sr. Officer (Admin, HR & Comp.) 
 

Welfare Officer 
 

HR Officer 

PM 
 

In-Charge 
 

Supervisor 
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L) Kvh©m~Pxt 

cÖwZôv‡b Kg©iZ mKj Kg©KZ©v Kg©PvixMY Zv‡`i e¨w³MZ myi¶v wbwðZK‡í  wb‡¤œv³ bxwZmg~n 
h_vh_fv‡e cvjb Ki‡eb- 
 

KZ…©c†¶i `vwqZ ¡ t 
1| wbqwgZ m‡PZbZv g~jK cÖwk¶Y cÖ`vb Kiv| 
2| wc.wc.B mieivn wbwðZ Kiv | 
3| wbqwgZ ZË¡veavb/Z`viwKi Gi gva¨‡g wc.wc.B e¨envi wbwðZ Kiv| 
 

kªwg‡Ki `vwqZ ¡ t 
1. mKj kªwgK Zv‡`i mieivnK…Z wc.wc.B h_vh_ wbq‡g Kg©Kvjxb e¨envi Ki‡eb| 
2. kªwgK‡`i e¨env‡ii R‡b¨ mieivnK…Z wc.wc.B †Kvb Kvi‡b hw` e¨envi Abyc‡hvMx nq 

ev nvwi‡q hvq †m †¶‡Î Zvi wc.wc.Gi Rb¨ mycvifvBRvi ev GBP.Avi wefv‡Mi gva¨‡g 
Zvr¶wbKfv‡e KZ©„c¶‡K AewnZ Kwi‡eb |  

3. m‡PZbZvg~jK cÖwk¶Y Ges wc.wc.B mieivn wbwðZ Kivi ciI hw` †Kn Kg©Kvjxb 
Zv e¨envi bv K‡ib Ges †Kvb ai‡bi `~N©Ubvq cwZZ nq Z‡e evsjv‡`k kªg ms‡kvwaZ 
AvBb 2013 †gvZv‡eK wZwb D³ kªwgK `vqx nB‡eb | 
 

M) wc.wc.B e¨env‡ii †¶‡Î Kibxq t  
KviLvbvq Kg©iZ †Kvb kÖwgK/Kg©PvixMY hw` wc.wc.B e¨envi bv K‡i Zv n‡j wb‡b¥v³ 
cš’v Aej¤̂b c~e©K e¨e ’̄v Mªnb Ki‡Z n‡e: 
‡h mKj kÖwgKMY AvBb Agvb¨ K‡i Kg©¯’‡j  wc.wc.B e¨envi K‡ibv, Zv‡`i weiy‡× 
AvBb f‡½i Rb¨ evsjv‡`k kÖg AvBb Abyhvqx kvw Í̄g~jK e¨e¯’v  MÖnb Kiv n‡e| 
 

N) wc.wc.B e¨env‡ii †¶‡Î M„nxZ e¨e ’̄v: 
 

‡Kvb Kvi‡Y kÖwgK/Kg©PvixMY hw` wc.wc.B h_v mg‡q bv †c‡q _v‡Kb Z‡e Zv m‡½ m‡½ 
Zvi mycvifvBRvi/kvLv cÖavb Ges GBP.Avi/I‡qj‡dqvi Awdmv‡ii gva¨‡g KZ©„c¶‡K 

AewnZ Ki‡eb| Z`vbyhvqx KZ…c¶ webvg~‡j¨ wc.wc.B mieivn wbwðZ Ki‡eb| 
 

M) Kvh©m~Px ev¯Íevq‡bi mgqmxgv 
cwjwm wba©vi‡bi mv‡_ mv‡_ wc.wc.B e¨envi msµvšÍ mKj Kvh©µg cwjwm Abyhvqx 
m¤úv`b Kiv n‡e| 

3.2   ‡hvMv‡hvM Kvh©m~Px (Communication Routine) 

K) `vwqZ ¡ 
 

G¨vIqvi‡bm GÛ †Uªwbs - I‡qj‡dqvi Awdmvi/†UªBbvi 
wcG †NvlYv   - I‡qj‡dqvi Awdmvi/wiwmckwb÷ 
†gBj KwgDwb‡Kkb - wmwbqi g¨v‡bRvi, g¨v‡bRvi GBP.Avi   
†bvwUk †evW©  - GBP.Avi Awdmvi 
wc.wm KwgwU  - I‡qj‡dqvi Awdmvi 

 

L) ‡hvMv‡hvM Kvh©µg 
 

▪ e¨e ’̄vcbv KZ©…c‡ÿi mv‡_ †hvMv‡hvM t  
 

‡Rbv‡ij wgwUsG Av‡jvPbvi gva¨‡g A_ev B-‡gB‡ji gva¨‡g AvewnZ Ki‡Z n‡e Ges mfvi 
Kvh© weeiYx ms‡hvRb K‡i Zv msiÿb Ki‡Z n‡e| Ges gvbe m¤ú` e¨e ’̄vcK D³ `vwqZ¡ 
cvjb Ki‡eb| 

▪ `vwqZ¡ cÖvß `‡ji mv‡_ †hvMv‡hvM t 
 

mvaviY wgwUs Ges †UªwbsGi gva¨‡g D³ cwjwm mevB‡K AeMZ Kiv n‡e Ges Gi WKz‡g›Um& 
bw_f…³ Kiv n‡e| 

▪ óvd‡`i m‡½ †hvMv‡hvM t 
 

KviLvbvi mKj Kg©KZ©v I Drcv`b Kg©KZ©v I Drcv`b ÷vd‡`i D³ bxwZgvjv m¤ú‡K© AewnZ 
Kiv n‡e| ZvQvovI ev Í̄evqb c×wZ m¤ú‡K© aviYv cÖ`vb Kiv mvaviY wgwUs Gi AvqvR‡bi 
gva¨‡g mevB‡K AeMZ Kiv Ges cÖ‡Z¨‡K D³ cwjwm eyS‡Z †c‡i‡Q ev AeMZ n‡q‡Q GB g‡g© 
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¯̂vÿi MÖnb Kiv Ges cÖkœ DËi ce© mn mfvi Kvh© weeiYx msiÿY| gvbe m¤ú` e¨e ’̄vcK D³ 
`vwqZ cvjb Ki‡eb| 

▪ kÖwgK Kg©Pvix‡`i m‡½ †hvMv‡hvM t  
 

wc.G. wm‡÷‡gi gva¨‡g kÖwgK-Kg©Pvix‡`i wc.wc.B e¨envi msµvšÍ bxwZgvjv m¤ú‡K© AewnZ 
Kiv Ges †bvwUk †ev‡W© cÖ`k©‡bi gva¨‡g D³ cwjwm m¤ú‡K© AeMZ Kiv n‡e| gvbe m¤ú` 
e¨e ’̄vcK/wbe©vnx D³ `vwqZ¡ cvjb Ki‡eb| 
 

▪ bZzb Kg©x‡`i mv‡_ †hvMv‡hvM t 
 

Iwi‡q‡›Ukb, wi‡d«kvi †Uªwbs G D³ bxwZ m¤ú‡K© avibv cÖ`vb Kiv| 

M) ‡hvMv‡hv‡Mi gva¨g 

wb‡¤œv³ Dcv‡q D³ cwjwm m¤ú‡K© †hvMv‡hvM iÿv Kiv n‡e t 

• †Uªwbs Gi gva¨‡g †hvMv‡hvM t  
 

d¨v±ixi kÖwgK-Kg©Pvix Ges Kg©KZ©vM‡Yi wbqwgZ m‡PZbZv Kg©m~Px/c~Ytm‡PZbZv 
Kg©m~Pxi gva¨‡g GBPAvi wefvM †_‡K cwjwm m¤ú‡K© avibv cÖ`vb Kiv n‡e Ges bZzb 
kÖwgK‡`i‡K cwiwPwZg~jK cÖwkÿ‡Yi gva¨‡g D³ bxwZgvjv m¤ú‡K© aviYv cÖ`vb Kiv 
n‡e| 

• wc.G wm‡÷‡gi gva¨‡g †hvMv‡hvM t  
 

wc.G wm‡÷‡g †Nvlbvi gva¨‡g D³ bxwZgvjv m¤ú‡K© m‡PZbZv e„w× Kiv n‡e| 

• †bvwUm †ev‡W©i gva¨‡g †hvMv‡hvM t  
†bvwUk †ev‡W© cÖ`k©‡bi gva¨‡g wc.wc.B e¨envi msµvšÍ bxwZgvjv m¤ú‡K© †hvMv‡hvM iÿv 
Kiv n‡e| 

• wc.wm KwgwUi gva¨‡g †hvMv‡hvM t  
wc.wm KwgwUi mvaviY mfvq Av‡jvPbvi gva¨‡g wc.wc.B e¨envi msµvšÍ bxwZgvjv m¤ú‡K© 
†hvMv‡hvM iÿv Kiv n‡e| GQvovI D³ bxwZgvjv wiwfI Kivi mgq Zv‡`i mv‡_ mwµq 
†hvMv‡hvM iÿv Kiv n‡e| 

• B-‡gB‡ji gva¨‡g †hvMv‡hvM t  
 

B-‡gB‡ji gva¨‡g ga¨g I D”P ch©v‡qi e¨e ’̄vcbv KZ…©c‡ÿi mv‡_ †hvMv‡hvM iÿv Kiv 
n‡e| 

3.3 wdWe¨vK Ges wbqš¿b Kvh©m~Px (Feedback & Control Routine) 

K) `vwqZ¡  

 

‡Rô¨ e¨e ’̄vcK GBP.Avi GÛ Kgcøv‡qÝ  wdWe¨vK Ges wbqš¿b Kvh©µ‡gi g~j `vwqZ¡ 
cvjb Ki‡eb| GQvovI GBP Avi g¨v‡bRvi Ges wefvMxq cÖavbMY ‡Rô¨ e¨e¯’vcK 
GBP.Avi GÛ Kgcøv‡qÝ‡K D³ cwjwm wbqš¿‡b mn‡hvMxZv Ki‡eb| 

L) wdWe¨vK c×wZ 

 

wb‡¤œv³ Dcv‡q wdWe¨vK Ges wbqš¿b Kvh©m~Px cwiPvjbv Kiv nq- 
▪ kÖwgK, Kg©Pvix‡`i Rb¨ wdWe¨vK t 

 

wjwLZfv‡e wc.wc.B e¨envi m¤úwK©Z †h †Kvb civgk©, Awf‡hvM †iKW© Kiv n‡e| †Kvb 
Awf‡hvM cvIqv †M‡j Zvi Z`šÍ mv‡c‡ÿ cÖ‡qvRbxq e¨e ’̄v MÖnY Kiv n‡e| AskMÖnY 
KwgwUi wgwUs G Av‡jvPbvi gva¨‡g wc.wc.B e¨envi bxwZgvjv m¤ú‡K© †Kvb ai‡bi 
civgk© wKsev Awf‡hvM wb®úwËi e¨e ’̄v i‡q‡Q| I‡qj‡dqvi Awdmvi‡K AewnZ Kivi 
gva¨‡g wc.wc.B e¨envi msµvšÍ †Kvb civgk© wKsev AmsMwZ Rvbv‡bv n‡j I‡qj‡dqvi 
Awdmvi civgk© D×©Zb KZ…©cÿ‡K Rvbv‡eb Ges Z`šÍ mv‡c‡ÿ Awf‡hv‡Mi †cÖwÿ‡Z 
h_vh_ e¨e ’̄v MÖnY Ki‡eb| 



         Metro Knitting & Dyeing Mills Limited  

Ramarbagh, Kutubpur, Fatullah, Narayangonj 
100% Export Oriented Knit Unit 

 

Prepared by Gaur Nitai Datta AGM (HR, Admin & Compliance) 
 

Approved by Amal Podder Managing Director 
 

 
Personal Protective Equipment Use Policy 

▪ KZ…©cÿxq wbqš¿b t 
 

e¨e ’̄vcbv KZ…©cÿ cÖwZ Qq gvm cici wc.wc.B e¨envi msµvšÍ g¨v‡bR‡g›U wiwfD wgwUs 
Av‡qvRb Ki‡eb| D³ wgwUs‡q D×©Zb KZ…©cÿ weMZ Qq gv‡mi wc.wc.B e¨envi msµvšÍ 
mKj wjwLZ Bmy¨¸‡jv wiwfD mv‡c‡ÿ cÖ‡qvRbxq civgk© cÖ`vb Ki‡eb| 

▪ Af¨šÍixb AwW‡Ui gva¨‡g wdWe¨vK I wbqš¿b t 
 

‡g‡Uªv wbwUs GÛ WvBs wgjm& wjt G wc.wc.B e¨envi bxwZgvjvi Kvh©KvwiZv ch©‡eÿ‡Yi 
Rb¨ B›Uvibvj AwWU Uxg B›Uvibvj AwWU Ki‡e| AwW‡U cÖvß ch©‡eÿY m¤ú‡K© wjwLZ 
wi‡cvU© g¨v‡bRg¨v›U wiwfD Ki‡e Ges cÖ‡qvRbxq mycvwik Ki‡e| 

 wi‡cv©wUs t  
 

B›Uvibvj AwWU m¤úbœ Kivi ci AwWU n‡Z cÖvß welqvw` wb‡q GKwU wi‡c©vU ‰Zix Kiv 
n‡e Ges D³ wi‡cvU© DaŸ©Zb KZ…cÿ‡K AewnZ Kiv n‡e| 

 wbqš¿b t  
 

Kj¨vb Kg©KZ©vmn GBP Avi GÛ Kgcøv‡qÝ wefv‡Mi mKj m`m¨e„›` mve©ÿwbKfv‡e 
ch©‡eÿY Ki‡eb| 

M) ev Í̄evq‡bi mgqmxgv 
msMV‡bi e¨w³MY G cÖwµqvi mswkøó KvR¸‡jv m¤úv`b Ki‡e| wdWe¨vK Ges K‡›Uªvj 
wm‡÷‡gi Rb¨ wba©vwiZ mg‡q ev¯Íevqb wbwðZ Ki‡Z n‡e| 

4. ‡hvMv‡hvM Ges ev¯Íevqb (Communication & Implementation) 

• †hvMv‡hvM Ges ev¯Íevqb Kvh©m~Px Abyhvqx| 

5. wdWe¨vK Ges K‡›Uªvj (Feedback & Control) 

• wdWe¨vK Ges wbqš¿b Kvh©m~Px Abyhvqx| 
 

GKwU ¯̂xK…Z Ges gvbweK kÖg aviv Ae¨vnZ ivLvi Rb¨ KviLvbvq Kg©iZ mKj e¨w³eM© KZ…©K Dc‡iv³ bxwZgvjv h_vh_fv‡e 

cvjb Kiv evÃbxq, KZ…©cÿ Avkv †cvlb K‡i AÎ wkí cwiev‡i Kg©iZ mKj Kg©KZ©v Ges Kg©PvixMY D³ bxwZgvjv ev Í̄evq‡b 

mKj cÖKvi mn‡hvwMZv cÖ`vb Ki‡eb| 

 

wc wc B e¨envi bxwZgvjv hvPvBKib 
PPE Policy Check List 

 
KviLvbvi bvg t †g‡Uªv wbwUs GÛ WvBs wgjm& wjt 
bxwZgvjvi bvg t wcwcB bxwZgvjv  
wbixÿKt------------------------------------- 
ZvwiLt-------------------------------------- 
 

µwgK hvPvB Kib welq nu¨v bv gšÍe¨ 

1 
Has the factory established a control & feedback mechanism for the 

related activity? 
   

2 Does the factory keep checking record?    
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Personal Protective Equipment Use Policy 

3 Are checking result evaluated by related people?    

4 
Has the factory defined corrective action plans accordingly to result 

from checking activity? 
   

5 

Have the corrective actions been 

-Planed 

-Conducted 

-Follow up 

-Completed on time 

   

6 Are corrective action records kept?    
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‡g‡Uªv wbwUs GÛ WvBs wgjm& wjt 
ivgvievM, dZzjøv, bvivqYMÄ 
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eR©¨ wbtmiY bxwZgvjv (Wastage Disposal Policy) 
 

 
‡Kv¤úvbx bxwZgwjv t 

(Company Policy) 

‡g‡Uªv wbwUs GÛ WvBs wgjm wjt GKwU 100% ißvbxg~Lx bxU K‡¤úvwRU †cvkvK cÖ¯‘ZKvix 

¯^bvgab¨ cÖwZôvb| GB cÖwZôv‡b wb‡qvwRZ mKj kªwgK Kg©Pvixi hveZxq AwaKvi I my‡hvM 

myweav ILO Kb‡fbkb, evsjv‡`k kÖgAvBb 2006, kÖg wewagvjv 2015 I m¤§vwbZ 

†µZvM‡bi AvPib wewa (Buyer Code Of Conduct) Abyhvqx cwiPvwjZ nq| †g‡Uªv 

KZ…©c¶ eR©¨ wbtmiY bxwZgvjvi †¶‡Î cÖPwjZ cwi‡ek msµvšÍ AvBb I wewagvjv Abyhvqx 

mywbw`©ó bxZgvjv AbymiY K‡i _v‡Kb|  

cÖwZkÖæwZt 

(Commitment) 

†g‡Uªv KZ…©cÿ KviLvbvi Af¨šÍ‡ii I evwn‡ii cwi‡ek my›`i I ~̀lYgy³ ivLvi gva¨‡g GKwU 
eR©¨ wbtmiY bxwZgvjv cÖbqb I ev¯Íevq‡bi gva¨‡g KviLvbvq GKwU ~̀lYgy³ I ¯^v¯’¨m¤§Z 
Kv‡Ri cwi‡ek M‡o Zzj‡Z „̀o cÖwZÁ |  

 
 

D‡Ïk¨ t 
(Objective) 

‡g‡Uªv wbwUs GÛ WvBs wgjm& wjt Gi D‡Ïk¨ n‡”Q GKwU my-cwiKwíZ ev Í̄eZv m¤cbœ eR©¨ 
wbtmiY bxwZgvjv cÖYqb Kiv| Avi †mB Rb¨ KviLvbvi Af¨šÍ‡ii I evwn‡ii cwi‡ek my›`i I 
~̀lYgy³ ivLvi j‡ÿ eR©¨ wbtmiY bxwZgvjv cÖbqY K‡i‡Qb| KZ…©c¶ KviLvbvq e¨eüZ I 

RgvK…Z †h †Kvb ai‡bi eR©¨ RvZxq ª̀e¨ / c`v_© wb®‹vlY / wbtmi‡Yi †¶‡Î GKwU mywbw`©ó 
c×wZ AbyimiY K‡i _v‡Kb| 
 

wb‡¤œ eR©¨ RvZxq ª̀e¨ / c`v_©¸‡jvi bvg †`Iqv n‡jv t 
 KUb I‡q÷,  †dweªK I‡q÷,  †cvov gwej / †Zj,  
 m¨vwbUvix I‡q÷,  †gwWK¨vj I‡q÷,  †ccvi I‡q÷, 
 KvUz©b I‡q÷,  ˆe ỳ¨wZK I‡q÷,  †KwgK¨vj I‡q÷,  
 cwj RvZxq I‡q÷,  fv½v I A‡K‡Rv wb‡Wj, Lvev‡ii Dw”Qôvsk,  
 cvwb RvZxq I‡qó  DW I‡qó ‡gUvj I‡qó, 
 G‡mvmwRi I‡qó  
 

Dc‡i D‡jøwLZ I KviLvbvq e¨eüZ I RgvK…Z †h †Kvb ai‡bi eR©¨ RvZxq ª̀e¨ / c`v_© †hwU 
†h fv‡e wb®‹vlY / wbtmiY Ki‡j cwi‡ek ỳwlZ n‡e bv †mwU †mfv‡e wb®‹vlY / wbtmiY K‡i 
_v‡Kb| 
 

 * †gvU K_v d¨v±ix‡Z fv‡jv fv‡e KvR Kivi GKwU ¯̂v¯’¨m¤§Z cwi‡ek m„wó Kiv| 
 

 
 

‡g‡Uªv wbwUs GÛ WvBs wgjm& wjt 
ivgvievM, KzZzecyi, dZzjøv, bvivqYMÄ| 

 

bxwZgvjvi bvg t eR©¨ wbtmiY bxwZgvjv| 

bxwZgvjv ïiæi ZvwiL t 01/01/2009 Bs 

ms‡kva‡bi ZvwiL t 01/01/2023Bs  

cieZ©x ms‡kva‡bi ZvwiL t 01/01/2024Bs 

ms‡kva‡bi bv¤^vi t 05 

Ref No:  S(S)P-16(05)  
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bxwZgvjvi AvIZv 
(Scope)t 

‡g‡Uªv wbwUs GÛ WvBs wgjm& wjt G wb‡qvwRZ mKj kªwgK I Kg©Pvixi Rb¨ G bxwZgvjv cÖ‡hvR¨ 
n‡e| GKB mv‡_ ‡g‡Uªv wbwUs GÛ WvBs wgjm& wjt Gi mv‡_ hviv e¨emvqxK wewfbœ Kg©K‡Û 
RwoZ Zv‡`i †¶‡ÎI G bxwZgvjv cÖ‡hvR¨ n‡e| 

m~Î t 
(Reference) 

GB bxwZgvjv evsjv‡`k kªg AvBb 2006, kÖgwewagvjv 2015, m¤§vbxZ ‡µZvM‡Yi AvPib 
wewa (Buyer Code Of Conduct), ILO Ges cwi‡ek msµvšÍ AvBb we‡ePbv c~e©K 
M„nxZ n‡q‡Q|  

Organogram t 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
\ 
 

bxwZgvjv ev¯Íevqb 
c×wZt  

(Policy 
Implementation 

Procedure) t 

‡g‡Uªv wbwUs GÛ WvBs wgjm& wjt GKwU 100% ißvbxg~Lx bxU K‡¤úvwRU †cvkvK cÖ¯‘ZKvix I 
¯^bvgab¨ cÖwZôvb| AÎ cÖwZôv‡b Kg©iZ mKj kªwg‡Ki my¯’¨ fv‡e KvR Kiv wKsev my¯’¨ Kv‡Ri 
cwi‡ek m„wó Kivq e×cwiKi weavq wbgœewb©Z c×wZ Aej¤̂b K‡i| 

Cleanliness Procedure:  KviLv 

bvi cwi®‹vi cwi”PbœZvi Rb¨ wbgœwjwLZ c×wZ¸‡jv Abymib Kiv nq t 

1. KviLvbvi cÖwZ wmwo‡Z gqjv I Kd- _y_y †djvi Rb¨ 1wU K‡i Spittoon †`Iqv i‡q‡Q| 
2. cÖwZ †d¬v‡i h‡_ó msL¨K gqjv †djvi Szwo †`Iqv Av‡Q| 
3. gqjv Ges bó wRwbmcÎ cwi®‹v‡ii Rb¨ cÖ‡Z¨K †mKk‡b Ges jvB‡b GKRb K‡i wK¬bvi 

i‡q‡Q| 
4. Uq‡jU cwi®‹vi mn Ab¨vb¨ gqjv cwi®‹v‡ii Rb¨ cÖ‡Z¨K †d¬v‡i GKRb K‡i myBcvi †`Iqv 

Av‡Q| 

KvwUs, wdwbwks Ges WvBwbs GjvKvq RyU, gqjv, Lvev‡ii Dw”Qóvsk cwi®‹v‡ii Rb¨ cÖ‡qvRbxq msL¨K 
wK¬bvi i‡q‡Q| 

Disposal Policy :  ‡d¬v‡ii mKj gqjv wbw`ó Szwo‡Z †djv nq| D³ Szwo ¸‡jv cÖwZw`b 
wK¬bvi/myBcvi cwi®‹vi K‡i Ges KviLvbvi evB‡i wbw`ó Wv÷we‡b †d‡j †`q hv ¯’vbxq KZ…©c¶ 
KZ…©K Dispose nq| 

Wastage- 01 Disposal Policy: Used water/Sanitation/ Natural Sanitation Gi cvwb, 
e¨eüZ gqjv cvwb Ges cÖevwnZ cvwb †mwb‡Uk‡bi cvBc w`‡q KviLvbvi Sanitation Tank G 

MD/Director 

Fire Safety 

Dept. 

Manager (Admin, 
HR & Com.) Store 

 Dept. 

EMS 

 Dept. 

Maintenance 

 Dept. 

Sr. Officer / Officer  
 

(Admin, HR & Com.) 
Security 

Dept. 

 

 

 

Doctor 

Nurse 

Welfare 
 

 Officer 
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Dispose nq| 

KUb RvZxq I‡q÷ t KviLvbvi Ae¨eüZ I bó KUb RvZxq I‡q÷¸‡jv cÖwZw`b GKwU 
wbw`©ó ¯’v‡b msi¶Y Kiv nq Ges 15 w`b AšÍi AšÍi RgvK…Z KUb RvZxq I‡q÷¸‡jv 
wVKv`v‡ii wbKU wewµ Kiv nq| 

†dweªK RvZxq I‡q÷ t KviLvbvi Ae¨eüZ I bó ‡dweªK RvZxq I‡q÷¸‡jv cÖwZw`b GKwU 
wbw`©ó ’̄v‡b msi¶Y Kiv nq Ges 15 w`b AšÍi AšÍi RgvK…Z ‡dweªK RvZxq I‡q÷¸‡jv 
wVKv`v‡ii wbKU wewµ Kiv nq|  

†ccvi, KvUz©b I cwj RvZxq I‡q÷ t KviLvbvi Ae¨eüZ I bó †ccvi, KvUzb I cwj 
RvZxq I‡q÷¸‡jv cÖwZw`b GKwU wbw ©̀ó ¯’v‡b msi¶Y Kiv nq Ges 15 w`b AšÍi Aš Íi RgvK…Z 
†ccvi, KvUzb I cwj RvZxq I‡q÷¸‡jv wVKv`v‡ii wbKU wewµ Kiv nq| 

†Rbv‡iUi I wewfbœ †gwk‡bi †cvov †Zj RvZxq c`v_© t myBs †gwkb Ges †Rbv‡iU‡ii 
jyweª‡KwUs I‡qj cwieZ©b Kivi mgq †h mg Í̄ A‡qj e¨envi A‡hvM¨ e‡j Mb¨ nq, Zv 
e`jv‡bvi ci wbw`©ó Wªv‡g ivLv nq| wKQzw`b ci G Ae¨envi †hvM¨ A‡qj mwg‡j e¨env‡ii 
Rb¨ wewµ Kiv nq| 

†m‡bUvix I‡q÷ t KviLvbvq e¨eüZ mKj ai‡bi †m‡bUvix I‡q÷¸‡jv cÖwZw`b cÖ_‡g 
KviLvbvi wba©vwiZ myBcvi Øviv Wªvg fwZ© Kiv nq Ges Gi ci BDwbqb cwil` KZ…©K wK¬bvi 
Øviv ¯’vbxq miKvix Wv÷we‡b †djv nq| 

†gwWK¨vj I‡q÷ t †gwWK¨vj iæ‡gi mKj ai‡bi I‡q÷¸‡jv GKwU Wªv‡g msi¶Y Kiv nq| 
Gici w`b †k‡l †m¸‡jv GKwU wbw ©̀ó ¯’v‡b gvwU MZ© K‡i cy‡Z †djv nq| 

ˆe`y¨wZK I‡q÷ t KviLvbvi Ae¨eüZ I bó ˆe ỳ¨wZK RvZxq I‡q÷¸‡jv cÖwZw`b GKwU 
wbw`©ó ¯’v‡b msi¶Y Kiv nq Ges 7 w`b AšÍi AšÍi RgvK…Z ˆe ỳ¨wZK RvZxq I‡q÷¸‡jv 
wVKv`v‡ii wbKU wewµ Kiv nq| 

fv½v I A‡K‡Rv wb‡Wj t KviLvbvi wewfbœ †mKk‡bi fv½v I A‡K‡Rv wb‡Wj I‡q÷¸‡jv 
cÖwZw`b GKwU wbw ©̀ó ’̄v‡b Rgv †i‡L KZ…©c‡¶i AbygwZ mv‡c‡¶ wimvBwK¬s Kivi Rb¨ eQ‡i 1 
†_‡K 2 evi wVKv`v‡ii wbKU wewµ Kiv nq| 

Lvev‡ii Dw”Qóvsk t KviLvbvq Kg©iZ mKj Kg©KZ©v, Kg©Pvix I kªwgK‡`i Lvev‡ii 
Dw”Qóvsk¸‡jv cÖwZw`b GKwU wbw ©̀ó Rgv Kivi ci ’̄vbxq BDwbqb cwil‡`i Wv÷we‡b †d‡j 
†`qvi gva¨‡g AcmviY Kiv nq| 

cvwb RvZxq I‡qó t  
K) KviLvbvi Lvevi/nvZ g~L †avqvi cvwb RvZxq I‡qó KviLvbvi Avf¨šÍixY †Wªb w`‡q ’̄vbxq 
BDwbqb cwil‡`i wbR¯^ ewn©tMgb †Wª‡bi gva¨‡g Acmvib Kiv nq|  

L) KviLvbvi Uq‡j‡U e¨eüZ cvwb ¯’vbxq BDwbqb cwil‡`i wbR¯^ m~q¨v‡iR †Wª‡bi gva¨‡g 
AcmviY Kiv nq|  

Dusty/ Wastage Food/ Garbage/ Jute/ Wastage Paper: G¸‡jv †d¬v‡i iw¶Z Wvówe†b 
Rgv nq Ges cÖwZw`‡bi gqjv KviLvbvi Wvówe‡b †djv nq hv ¯’vbxq e¨e ’̄vi gva¨‡g cwi®‹vi 
nq| cÖwZw`bKvi †dweª‡Ki SzU ev wi‡R± KvUwcm ¸‡jv Designated Area †Z ivLv nq G¸‡jv 
mßvnv‡šÍ Local Agent Gi wbKU wewµ Kiv nq|  

Wastage- 02 Disposal Policy: Empty Drum/ Empty Container/ Empty Bottle/ 
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Wastage Plastic D³ Lvwj Wªvg ¸‡jv †d¬v‡ii GKwU wbw`ó ’̄v‡b (Designated Area) Rgv nq 
Ges cieZ©x‡Z G¸‡jvi Supplier/Local Agent Gi Kv‡Q Recycle Gi Rb¨ †dir / wewµ Kiv 
nq|  

Wastage- 03 (Wood) Disposal Policy:  Broken Wooden box, Wastage Table, 

Chair, Wastage Furniture G¸‡jv cÖ_‡g Repair Kiv nq| †h¸‡jv Repair Kiv m¤¢e bv 
†m¸‡jv †óv‡i Designated Area †Z Rgv Kiv nq Ges cieZ©x‡Z G¸‡jv Recycling Gi Rb¨ 
cÖ¯‘ZKviK/ Local Agent Gi wbKU wewµ Kiv nq| 

Wastage- 04 (Metal) Disposal Policy:  Wastage Iron/ Boiler, Wastage Iron Rod, 

Unusable Machinery, Parts, Wastage Scissors/ Cutter, Cables G¸‡jv cÖ_‡g Repair 

Kiv nq| †h¸‡jv Repair Kiv m¤¢e nq bv †m¸‡jv †óv‡i Designated Area †Z mvgwqK Rgv 
Kiv nq Ges cieZ©x‡Z G¸‡jv Recycling Gi Rb¨ cÖ¯‘ZKviK/ Local Agent Gi wbKU wewµ 
Kiv nq|  

Wastage- 05 (Accessories) Disposal Policy:  Carton, Button, Hanger, Fabric, 

Polly, Zipper BZ¨vw` †h mKj Accessories Leftover nq Zv g~jZ wZb fv‡e Dispose Kiv 
nqt 1. Repeat Order 2. Stock Order 3. New Order Ges wKQz Sample ˆZixi Kv‡R 
e¨envi Kiv nq| 
 

`vwqZ¡cÖvß e¨w³e‡M©i KvRt 
(Responsibilities of 
Assigned Persons) 

KviLvbvi mKj‡K GB wel‡q m‡PZb Kivi Rb¨ `vwqZ¡cÖvß e¨w³MY ÒeR©¨ wbtmiY 
bxwZgvjvÓ †bvwUk‡ev‡W© Uvwb‡q w`‡eb Ges KviLvbvi Af¨šÍ‡i †Kvb kªwgK‡K †Kvb cÖKvi 
ÒeR©¨ wbtmiY bxwZgvjvÓ AvIZvf~³ bq Ggb Kv‡R eva¨  K‡i KvR Av`vq bv Kiv nq Zv 
wbwðZ Kivi Rb¨ gvbem¤ú`, Kgcøv‡qÝ Ges Kj¨vbKg©KZ©vMb m`v mRvM _vK‡eb Ges 
Gai‡bi †Kvb NUbv hw` N‡U Z‡e Zv wbgœwjwLZ Dcv‡q Z`šÍ mv‡c‡¶ mgvavb Ki‡eb| 
Awf‡hvM (Complain) t ‡g‡Uªv wbwUs GÛ WvBs wgjm wj: ‡Z Kg©iZ †h ‡Kvb Kg©KZ©v, 
Kg©Pvix I kªwg‡Ki weiæ‡× ÒeR©¨ wbtmiY bxwZgvjvÓ Gi cwicš’x †Kvb Awf‡hvM cvIqv 
†M‡j `vwqZ¡cÖvß e¨w³MY Zvi weiæ‡× kvw Í̄g~jK e¨e¯’v MÖnY Ki‡Z cvi‡eb| 
Z`šÍ (Investigation) t G ai‡bi †Kvb Awf‡hvM cvIqv †M‡j Zr¶wYKfv‡e cÖ‡qvRbxq 
AvBbvbyM e¨e ’̄v MÖnY Kiv n‡e| 

mivmwi ch©e¶Y t¡ 
(Directly Monitoring) 

E.M.S Responsible Ges cwi‡ek msµvšÍ mKj e¨w³eM©|  

cÖwk¶Y I bw_e×KiYt 
(Training & 

Documentation) 

`vwqZ¡cÖvß e¨w³ Kg©‡¶‡Î cÖwk¶‡Yi gva¨‡g kªwgK Kg©PvixMY‡K ÓeR©¨ wbtmiY bxwZgvjvÓ 
m¤ú‡K© AewnZ Ki‡eb Ges kªwgK‡`i †gŠwjK gvbewaKvi wbwðZ Kivi Rb¨ cÖ‡qvRbxq 
c`‡¶c wb‡eb Ges Kg©‡¶‡Î Gi cÖ‡qv‡Mi w`Kwb‡`©kbv w`‡eb Ges G msµvšÍ mKj †iKW© 
msi¶Y Ki‡eb|  
G msµvšÍ mgy`q bw_cÎvw` gvbe m¤ú` wefv‡M msi¶Y Kiv n‡e Ges cieZ©x †h ‡Kvb mg‡q 
Zv hvPvB Kivi Rb¨ msiw¶Z _vK‡e| 

`wjjv`x msiÿb c×wZt 
(Documents Keeping 

Procedure) 

kÖwgK Kg©Pvix‡`i‡K ÓeR©¨ wbtmiY bxwZgvjvÓ m¤ú‡K© cÖ‡qvRbxq cÖwkÿb cÖ`v‡bi ci cÖwkÿ‡bi 
hveZxq `wjjv`x ‡hgb cÖwkÿ‡bi welqe Í̄, cÖwkÿ‡bi Qwe, cÖwkÿ‡b Dcw ’̄wZi ¯̂vÿi c Öf…wZ 
gvbem¤ú` wefvM dvBj AvKv‡i msiÿb Ki‡e| 

 

bxwZgvjv ev Í̄evqb I 
m‡PZbZv e„w×t 

(Policy Implementation 

K) Kj¨vbKg©KZ©v GB bxwZgvjv m¤ú‡K© mK‡ji g‡a¨ m‡PZb Kvivi Rb¨ Bnv †bvwUk ‡ev‡W© 
Uvwb‡q w`‡eb| 
L) KviLvbvi EMS Responsible GB bxwZgvjv m¤ú‡K© mswkøó mKj‡K cÖ‡qvRbxq cªwk¶Y 
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& Awareness Create) cÖ`vb Ki‡eb| cÖwZ GK gvm ci ci Kj¨vb Kg©KZ©v GB bxwZgvjv m¤ú‡K© wc.G wm‡÷g I 
mivmwi cÖwkÿ‡bi gva¨‡g mKj‡K AewnZ Ki‡eb| 
M) GB bxwZgvjv h_vhZfv‡e cvjb Kiv n‡”Q wKbv Zv wbwðZ Ki‡Z cÖwZgv‡mB Dc-
gnve¨e ’̄vcK (gvbem¤ú`, cÖkvmb I Kgcøv‡qÝ) KZ…©K g‡bvbxZ cÖwZwbwa KviLvbv cwi`k©b 
Ki‡eb I wi‡cvU© †ck Ki‡eb| 

djveZ©b I wbqš¿bt 
(Feed Back & 

Control) 

K) GB bxwZgvjv h_vhZfv‡e cvjb Kiv n‡”Q wKbv Zv wbwðZ Ki‡Z GKwU †PKwj÷ ‰Zix 
Kiv n‡q‡Q| KviLvbvi gvbem¤ú` cÖwZwbwa Ges Kj¨vbKg©KZ©v GB †PKwj÷ Abymib K‡i 
bxwZgvjvi h_vhZ ev Í̄evqb n‡”Q wKbv Zvi wdWe¨vK MÖnY Ki‡eb| 
L) GB bxwZgvjv h_vhZfv‡e cvjb Kiv n‡”Q wKbv Zv wbwðZ Ki‡Z cÖwZgv‡mB Dc-gnv 
e¨e ’̄vcK (gvbem¤ú`, cÖkvmb I Kgcøv‡qÝ) KZ…©K g‡bvbxZ cÖwZwbwa KviLvbv cwi`k©b 
Ki‡eb I D³ †PKwj÷ †_‡K wdWe¨vK wb‡eb I  wi‡cvU© †ck Ki‡eb|  

 

 

 

 

mf¨Zvi µgweKv‡ki mv‡_ mv‡_ Mv‡g©›Um wk‡íi Pvwn`v w`b w`b †e‡oB Pj‡Q| evsjv‡`‡ki ˆZwi †cvlvK wk‡íi gvb 

BwZg‡a¨B ewnt we‡k¦ GKwU ¯̂Zš¿ cwiPq Lyu‡R †c‡Z m¶g n‡q‡Q| ZvB GB wk‡íi gva¨‡g ˆe‡`wkK gy`ªv AR©‡bi GB 

MwZ‡K Z¡ivwš^Z Ki‡Z n‡j, GB wkí‡K evuwP‡q ivL‡Z n‡j cÖ_‡gB `„wócvZ Ki‡Z n‡e Gi cªvY kw³i w`‡K| Avi Zv n‡jv 

GB wk‡í Kg©iZ kªwgK-Kg©Pvix|  
 

 
 



           Metro Knitting & Dyeing Mills Limited.  

Ramarbagh, Fatullah, Narayangonj 
100% Export Oriented Knit Composite Unit 

 

Prepared by Gaur Nitai Datta AGM (HR, Admin & Compliance) 
 

Approved by Amal Podder Managing Director 
 

Wastage Disposal Policy 

7 

 

eR©¨ wbtmiY bxwZgvjv hvPvB KiY 
Wastage Disposal Policy Check List 

 
KviLvbvi bvg t †g‡Uªv wbwUs GÛ WvBs wgjm& wjt  
bxwZgvjvi bvgt eR©¨ wbtmiY bxwZgvjv| 
wbixÿKt------------------------------------- 
ZvwiLt-------------------------------------- 
 

µwgK 
bs 

hvPvBKib welq n&u¨v bv gšÍe¨ 

1 eR©¨ wbtmiY bxwZ †bvwUk †ev‡W© Uvwb‡q ‡`qv n‡q‡Q wKbv?    
2 bxwZgvjv m¤ú‡K© mswkøó mKj‡K cÖ‡qvRbxq cÖwk¶b cÖ`vb Kiv n‡q‡Q wKbv?    
3 eR©¨ wbtmiY bxwZ cwicš’x nIqvi Kvi‡b Zvi weiæ‡× e¨e ’̄v MÖnxZ nq wK bv?    
4 eR©¨ wbtmiY bxwZ mwVK fv‡e AbymiY Kiv nq wK bv?    
5 eR©¨ wbtimY Kivi c~‡e© mKj cÖKvi I‡qó ¸‡jv mwVK RvqMv‡Z msiÿb Kiv 

nq wK bv? 
   

6 mKj cÖKvi I‡qó mwVK c×wZ‡Z AcmviY Kiv nq wK bv?    
7 wi-mvB‡Kj Kiv hv‡e GB iƒc I‡qó ¸‡jv cybivq e¨envi Kiv nq wK bv?    
8 Repair Kiv hv‡e GB iæc I‡qó ¸‡jv cybivq Repair Kiv nq wK bv?    
9 Repair Kiv hv‡e bv GB iƒc I‡qó ¸‡jv wbw`©ó ¯’v‡b ivLv n‡q‡Q wK bv?    
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     [  

 
 

 

 
‡g‡Uªv wbwUs GÛ WvBs wgjm& wjt 

ivgvievM, KzZzecyi, dZzjøv, bvivqYMÄ| 
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‡Kv¤úvbx cwjwm 
(Company Policy) t 

‡g‡Uªv wbwUs GÛ WvBs wgjm wj: GKwU 100% ißvbxg~Lx bxU K‡¤úvwRU †cvkvK cÖ¯‘ZKvix 
¯^bvgab¨ cÖwZôvb| GB cÖwZôv‡b wb‡qvwRZ mKj kªwgK Kg©Pvixi hveZxq AwaKvi I my‡hvM 
myweav ILO Kb‡fbkb, cÖPwjZ AvBb I evqvi‡`i Pvwn`v Abyhvqx cwiPvwjZ nq †g‡Uªv 
KZ…©cÿ Òwb‡lavÁv Av‡ivcK…Z ivmvqwbK `ªe¨ mieivn I e¨envi bv Kivi ‡¶‡ÎÓ GKwU 
mywbw`©ó bxZgvjv AbymiY K‡i _v‡Kb|  

Procedure / Routines 
‡Kv¤úvbxi bxwZmg~n 
ev¯Íevqb Kivi bxwZgvjv 
(Procedure for 
Implementation 
the Policy) t  

ivmvqwbK c`v‡_©i wbqš¿bnxb e¨env‡ii d‡j gvby‡li g‡a¨ bvbv cÖKvi RwUj †ivMe¨vwa m„wó 
n‡”Q Ges bvbv cÖRvwZi Dw™¢`-cÖvbx asm n‡”Q| ZvB GB bxwZgvjv I c×wZi †gŠwjK I 
g~L¨ D‡Ïk¨ nj cÖwZôv‡bi Rb¨ ivmvqwbK `ªe¨ µq, e¨envi, msiÿb Ges Acmvib msµvšÍ 
wbqgvejx I `vwqZ¡ I KZ©e¨ we¯ÍvwiZ eb©bv I ev¯Íevq‡bi Rb¨ wb‡`©kbv ‡`Iqv, hv‡Z K‡i 
myiwÿZfv‡e ivmvqwbK `ªe¨ e¨env‡ii wbqš¿b cÖwZwôZ nq| 
AÎ cÖwZôv‡bi wb‡lavÁv Av‡ivcK…Z ivmvqwbK `ªe¨ µq I e¨envi bv Kivi †¶‡Î wb‡¤œi 
wbqg gvwdK Kg©aviv I Kg© c×wZ Aej¤̂b Kiv nq| 
 

wK ev¯Íevqb Kiv 
n‡e| 

wKfv‡e ev¯Íevqb 
Kiv n‡e| 

‡K ev¯Íevqb 
Ki‡eb (c`ex) 

KLb ev¯Íevqb 
Kiv n‡e| wb®úwËi mgq mxgv 

wb‡lavÁv 
Av‡ivcK…Z 
ivmvqwbK `ª‡e¨i 
ZvwjKv ˆZix 
Kiv| 

wewfbœ evqv‡ii 
wb‡lavÁv 
Av‡ivcK…Z 
ivmvqwbK `ª‡e¨i 
ZvwjKv Abymib | 

Iqvm †Ukwbwkqvb 
I B.wm.Avi| 

evqvi KZ©„K 
wb‡lavÁv 
Av‡ivcK…Z 
ivmvqwbK `ª‡e¨i 
ZvwjKv cÖKv‡ki 
mv‡_ mv‡_| 

1 mßvn| 

miKvix 
cÖwZôvb‡K 
AewnZ Kiv| 

bxwZgvjv 
Abymib| 

Iqvm †Ukwbwkqvb 
I B.wm.Avi| 

evqvi KZ©„K 
wb‡lavÁv 
Av‡ivcK…Z 
ivmvqwbK `ª‡e¨i 
ZvwjKv cÖKv‡ki 
mv‡_ mv‡_| 

1 mßvn| 

wb‡lavÁv 
Av‡ivcK…Z 
ivmvqwbK `ªe¨ 
µ‡qi Rb¨ 
wiKzBwRkb ˆZix 
bv Kiv| 

bxwZgvjv 
Abymib| 

Iqvm †Ukwbwkqvb 
I B.wm.Avi| 

ivmvqwbK `ªe¨ 
µ‡qi mgq| 

Pjgvb| 

wb‡lavÁv 
Av‡ivcK…Z 
ivmvqwbK `ª‡e¨i 
ZvwjKv m¤ú‡K© 
µq wefvM‡K 

mfv/wgwUs Gi 
gva¨‡g| 

B.wm.Avi 

evqvi KZ©„K 
wb‡lavÁv 
Av‡ivcK…Z 
ivmvqwbK `ª‡e¨i 
ZvwjKv cÖKv‡ki 

1 mßvn| 

wb‡lavÁv Av‡ivcK…Z ivmvqwbK ª̀e¨ 
mieivn I e¨envi bv Kivi bxwZgvjv| 

cwjwm ïiæi ZvwiL t 01/01/2009Bs 

ms‡kva‡bi ZvwiL t 01/01/2023Bs 

cieZx© ms‡kva‡bi ZvwiL t 01/01/2024Bs 

ms‡kva‡bi bv¤^vi t 05 

Ref No:  S(S)P-18(05) 
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AewnZ Kiv| mv‡_ mv‡_| 
wb‡lavÁv 
Av‡ivcK…Z 
ivmvqwbK `‡ªe¨i 
ZvwjKv  m¤ú‡K© 
†óvi wefvM‡K  
AewnZ Kiv| 

mfv/wgwUs Gi 
gva¨‡g| 

B.wm.Avi 

evqvi KZ©„K 
wb‡lavÁv 
Av‡ivcK…Z 
ivmvqwbK `ª‡e¨i 
ZvwjKv cÖKv‡ki 
mv‡_ mv‡_| 

7 w`b| 

wb‡lavÁv 
Av‡ivcK…Z 
ivmvqwbK `ªe¨ 
e¨envi bv Kiv 
m¤ú‡K© mswkøó 
mKj‡K AewnZ 
Kiv| 

mfv/wgwUs Gi 
gva¨‡g| 

B.wm.Avi µ‡qi ci| 
1 w`b| 
Pjgvb| 

 

 
cÖwZkÖæwZ (Commitment) t 

 

†g‡Uªv KZ…©cÿ Òwb‡lavÁv Av‡ivcK…Z ivmvqwbK ª̀e¨ mieivn I e¨envi bv Kivi ‡¶‡ÎÓ 
GKwU mywbw`©ó bxZgvjv AbymiY Kivi j‡ÿ¨  GKwU myô I MÖnb‡hvM¨ Òwb‡lavÁv Av‡ivcK…Z 
ivmvqwbK ª̀e¨ mieivn I e¨envi bv Kivi bxwZgvjv cÖbqb K‡ib| GB bxwZgvjv 
ev¯Íevq‡bi gva¨‡g c‡b¨i ¸bMZ gvb I cwi‡e‡ki fvimvg¨ wVK ivLvB Gi g~j j¶¨ †mB 
mv‡_ KZ…©cÿ evqvi KZ©„K wb‡lavÁv Av‡ivcK…Z ivmvqwbK ª̀e¨ µq bv Kiv I e¨envi bv 
Kivi  ‡ÿ‡Î A½xKvie×|  

Organization Chart / Organogram 

 
 
 
 
 
 
 
 
 
 

 
 

Implementation/Communication Document/Records 
bxwZgvjv m¤ú‡K© m‡PZbZv Ges 
ev¯Íevqb (Awarness & 
Implementation of 
Procedure)| 

K) I‡qj‡dqvi Awdmvi GB bxwZgvjv m¤ú‡K© mK‡ji g‡a¨ m‡PZb Kvivi Rb¨ Bnv †bvwUk‡ev‡W© 
Uvwb‡q w`‡eb| 
L) KviLvbvi GBP.Avi Kg©KZ©vMY Ges I‡qj‡dqvi Awdmvi Ges GB bxwZgvjv m¤ú‡K© mswkøó 
mKj‡K cÖ‡qvRbxq cwk¶Y cÖ`vb Ki‡eb| 
M) GB bxwZgvjv h_vhZfv‡e cvjb Kiv n‡”Q wKbv Zv wbwðZ Ki‡Z cÖwZgv‡mB Dc-gnv e¨e ’̄vcK 
(GWwgb, GBP.Avi I Kgcøv‡qÝ) KZ…©K g‡bvbxZ cÖwZwbwa KviLvbv cwi`k©b Ki‡eb I wi‡cvU© 
†ck Ki‡eb| 

 
Procedure of 

Documentation/Record :- 
`wjjv`x msiÿY c×zwZt- 

‡g‡Uªv wbwUs GÛ WvBs wgjm wj: G wb‡qvwRZ mKj kªwgK I Kg©Pvix †hb †¯^”Qvq Ges 

Zv‡`i c~Y© m¤§wZ‡Z, †Kvb e¨w³ ev cÖwZôv‡bi cÖ‡ivPbvq eva¨ bv n‡q ¯^vaxbfv‡e KvR 

Ki‡Z cv‡i †m j‡ÿ¨ `vwqZ¡cÖvß e¨vw³ Øviv mve©ÿwbK gwbUwis Kiv nq| GmsµvšÍ ‡Kvb 

Awf‡hvM Avm‡j Zv AwZ ¸iæ‡Z¡i mv‡_ †`Lv nq Ges Zvi mwVK mgvavb mn GKwU 

†iwRóv‡i msiÿY Kiv nq Ges Zv wc, G wm‡ó‡g Rvwb‡q ‡`Iqv nq I Zvi †iKW© wc, G 

gnv-e¨e¯’vcK 

e¨e ’̄vcbv cwiPvjK /cwiPvjK 

B,wm,Avi 

Gw·wKDwUf 
(cÖwKig¨v›U) 

Gw·wKDwUf 
(‡óvi) 

gnv-e¨e¯’vcK 
(Ki‡cv‡iU) 

mnKvix gnve¨e ’̄vcK 
(cÖkvmb) 

Gw·wKDwUf (GBP,Avi) 

e¨e ’̄vcK (cÖkvmb) 

Kj¨vY Kg©KZ©v 



           Metro Knitting & Dyeing Mills Limited.  

Ramarbagh, Kutubpur, Fatullah, Narayangonj 
100% Export Oriented Knit Composite Unit 

 

Prepared by Gaur Nitai Datta AGM (HR, Admin & Compliance) 

 

Approved by Amal Podder Managing Director 
 

Band Chemical no use Policy & Procedure 

4 

wm‡óg †iwRóv‡i msiÿY Kiv nq G QvovI Awf‡hvM ev· n‡Z G msµvšÍ †Kvb Awf‡hvM 

cvIqv †M‡j Zv mv‡_ mv‡_ Z`šÍ Kiv nq Ges Zvi †iKW© msiÿb Kiv nq|     

  wbqš¿b / djveZ©b K‡›Uªvj 
(Feed Back & Control) t 

GB bxwZgvjv h_vhZfv‡e cvjb Kiv n‡”Q wKbv Zv wbwðZ Ki‡Z GKwU †PKwj÷ ‰Zix Kiv 
n‡q‡Q| KviLvbvi GBP.Avi cÖwZwbwa Ges I‡qj‡dqvi Awdmvi GB †PKwj÷ Abymib K‡i 
bxwZgvjvi h_vhZ ev Í̄evqb n‡”Q wKbv Zvi wdWe¨vK MÖnY Ki‡eb Ges wb‡¤§v³ c×wZi 
gva¨‡g Zv wbqš¿b Ki‡eb| 
 

Kvh©vejx c×wZ gva¨g KLb 

Avf¨šÍixb cwi`k©b| 

K) B›UviwfD c×wZ| 

1. Kgx©‡`i B›UviwfD| 

2. KZ©„c‡ÿi B›UviwfD| 

3. bw_cÎ hvPvB| 

4. cwi`k©b| 

Af¨šÍixb cwi`k©b wUg| 

iæwUb Abyhvqx| 

wi‡cvwUs 

1. cÖvß Z‡_¨i Dci wfwË K‡i 
wi‡cvU© Kiv| 

2. cwi`k©K Ges KZ…©c‡ÿi mv‡_ 
wgwUs| 

3. cÖvß Bmy¨i g~j Kvib D`NvUb| 

4. Kvh©Kix c`‡ÿc MÖnb| 

Af¨šÍixb cwi`k©b wUg| 

iæwUb Abyhvqx| 

wbqš¿b 
1. wi· GbvjvBwmm 2. wcÖ‡fw›Uf 
G¨vKkb 3. Z`viKx| 

GBP.Avi I I‡qj‡dqvi wUg| 
iæwUb Abyhvqx| 

ms‡kvab 

1.cÖvß djvdj Abyhvqx bxwZgvjv 
hw` †Kvb cÖKvi cwieZ©b cÖ‡qvRb 
nq Zv n‡j Zv cwieZ©b Ki‡Z 
n‡e| 

mswkøó wefvMxq cÖavb| 

cÖ‡qvRbxqZv ¸iZ¡ Abymv‡i| 

 

m~Î (Reference) cÖ‡hvR¨ 
AvBb mg~n t  

GB bxwZgvjv evsjv‡`k kÖg wewagvjv-2015, kªg AvBb 2006 , KviLvbv wewagvjv 1995 
(ms‡kvwaZ 2010), m¤§vbxZ ‡µZvM‡Yi bxwZgvjv (†KvW Ad KbWv±) Ges ILO 
Kb‡fbkb we‡ePbv c~e©K M„nxZ n‡q‡Q| KZ©„cÿ mwVKfv‡e ivmvqwbK `ªe¨ µq, e¨envi, 
msiÿb I Acmvi‡bi Rb¨ evsjv‡`k cwi‡ek msiÿb AvBb †`‡ki cÖPwjZ cwi‡ek 
AvB‡bi mv‡_ m¤ú~iK RvwZms‡Ni cwi‡ek bxwZmg~n, MYcÖRvZš¿x evsjv‡`k miKvi KZ©„K 
wewfbœ mg‡q ¯^vÿwiZ cwi‡ek wbq‡š¿i Rb¨ cÖwea ivmvqwbK ª̀e¨ e¨envi I wbq‡š¿i †ÿ‡Î 
†µZv‡`i wb‡`©kbv, evsjv‡`k K¨vwg‡Kj Ki‡cv‡ikb KZ©„K ivmvqwbK `ªe¨ e¨envi I 
wbqš¿b wewagvjv Abymib K‡i _v‡Kb| 
 

 
  jÿ¨/ D‡Ïk¨ 
(Objective) t 

‡g‡Uªv KZ©„cÿ GB bxwZgvjv ev¯Íevq‡bi gva¨‡g wbwðZ K‡ib †h, KviLvbvi Af¨šÍ‡i 
wb‡lavÁv Av‡ivcK…Z ivmvqwbK ª̀e¨ e¨envi bv K‡i cwi‡ek ~̀lbgy³ ivLv| GB bxwZgvjv 
ev¯Íevq‡bi gva¨‡g c‡Y¨i ¸bMZ gvb I cwi‡e‡ki fvimvg¨ wVK ivLvB Gi g~j jÿ¨|  
 

 
 

bxwZgvjvi AvIZv 
(Scope)t 

‡g‡Uªv wbwUs GÛ WvBs wgjm wj: G wb‡qvwRZ mKj kªwgK I Kg©Pvixi Rb¨ G bxwZgvjv 
cÖ‡hvR¨ n‡e| GKB mv‡_ ‡g‡Uªv wbwUs GÛ WvBs wgjm wj:  Gi mv‡_ hviv e¨emvqxK wewfbœ 
Kg©K‡Û RwiZ Zv‡`i †¶‡ÎI G bxwZgvjv cÖ‡hvR¨ n‡e| 
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`vwqZ¡cÖvß e¨w³‡`i KvR 
(Responsibility of 
Assigned Person)t 

e¨e ’̄vcbv cwiPvjK / cwiPvjK t- e¨e ’̄vcbv cwiPvjK / cwiPvjK n‡”Q AÎ bxwZgvjv Aby‡gv` 
`vbKvix|  
gnv-e¨e ’̄vcKt- evqvi KZ©„K wb‡lavÁv Av‡ivcK…Z ivmvqwbK ª̀e¨ µq I e¨envi bv Kiv Ges 
cÖwkÿb I Acmvi‡bi wel‡q wb‡`©kbv  ev¯Íevqb Kiv‡eb| 
Iqvm †UKwbwkqvb I B.wm.Avit- ‡µZvi Pvwn`v  Abyhvqx wb‡lavÁv Av‡ivcK„Z ivmvqwbK 
ª̀‡e¨i ZvwjKv ˆZix K‡i mswkøó mKj‡K AewnZ Ki‡eb| ivmvqwbK ª̀e¨ mieiv‡ni mv‡_ 

RwoZ Kg©KZ©ve„›` I ivmvqwbK `ªe¨ mieivnKvix cÖwZôvb‡K wb‡lavÁv Av‡ivcK…Z 
ivmvqwbK `ªe¨ hv‡Z KviLvbvq mieivn bv K‡i †m e¨vcv‡i AeMZ Ki‡eb Ges ivmvqwbK 
ª̀e¨ µ‡qi mv‡_ RwoZ Kg©KZ©ve„›`‡`i‡K wb‡lavÁv Av‡ivcK…Z ivmvqwbK ª̀e¨ µ‡qi Rb¨ 

wiKzBwRkb bv †`Iqvi Rb¨ AeMZ Ki‡eb| 
Dc-gnve¨e ’̄vcK(cÖkvmb) t- Dc-gnve¨e ’̄vcK(cÖkvmb) wb‡¤§v³ e¨vw³M‡Yi gva¨‡g GB bxwZgvjv 
ev Í̄evqb Ki‡eb|  
e¨e ’̄vcK (cÖkvmb) t- AÎ bxwZgvjv Abymib K‡i e¨e ’̄vcK wb‡¤§v³ e¨vw³M‡Yi gva¨‡g bxwZgvjv 
ev Í̄evqb Ki‡Z cÖ‡qvRbxq e¨e ’̄v wb‡eb Ges Dc-gnve¨e ’̄vcK (cÖkvmb) †K AeMZ Ki‡eb|  
cÖkvmwbK Kg©KZ©v t- AÎ bxwZgvjv Abymib K‡i KviLvbvi mKj‡K GB wel‡q m‡PZb Kivi Rb¨ 
wb‡lavÁv Av‡ivcK…Z ivmvqwbK `ªe¨ mieivn I e¨envi bv Kivi bxwZgvjvwU †bvwUk‡ev‡W© 

Uvwb‡q w`‡eb Ges Òwb‡lavÁv Av‡ivcK…Z ivmvqwbK ª̀e¨ mieivn I e¨envi bv Kivi 
bxwZgvjvÓ Abymib Kiv n‡”Q wK bv Zv wbwðZ Kivi Rb¨ GBP.Avi, Kgcøv‡qÝ Ges I‡qj‡dqvi 
AwdmviMY m`v mRvM _vK‡eb| 
Kj¨vb Kg©KZ©v t- AÎ bxwZgvjv Abymib K‡i KviLvbvi mKj‡K GB wel‡q m‡PZb Kivi Rb¨ 
Òwb‡lavÁv Av‡ivcK…Z ivmvqwbK ª̀e¨ mieivn I e¨envi bv Kivi bxwZgvjvÓ m¤ú‡K© mKj‡K 
cÖ‡qvRbxq cÖwk¶b cÖ`vb Ki‡eb Ges †Kv_vI Gi e¨vwZµg cwijw¶Z n‡j KZ…©c‡¶i mnvqZvq 
cÖ‡qvRbxq e¨ve ’̄v wb‡eb| 
bxwZgvjv cwicwš’ †Kvb NUbv hw` N‡U Z‡e Zv wbgœwjwLZ Dcv‡q Z`šÍ mv‡c‡¶ mgvavb Ki‡eb| 
Awf‡hvM (Complain) t- †g‡Uªv wbwUs GÛ WvBs wgjm& wjt ‡Z Kg©iZ †h ‡Kvb Kg©KZ©v, Kg©Pvix 
I kªwg‡Ki weiæ‡× Òwb‡lavÁv Av‡ivcK…Z ivmvqwbK ª̀e¨ mieivn I e¨envi bv Kivi 
bxwZgvjvÓ cwicš’x †Kvb Awf‡hvM cvIqv †M‡j `vwqZ¡cÖvß e¨w³MY Zvi weiæ‡× kvw Í̄g~jK e¨e ’̄v 
MÖnY Ki‡Z cvi‡eb| 
Z`šÍ (Investigation) t- G ai‡bi †Kvb Awf‡hvM cvIqv †M‡j Zr¶wYKfv‡e cÖ‡qvRbxq 
AvBbvbyM e¨e ’̄v MÖnY Kiv n‡e| 
bw_cÎ msi¶Y (Documentation) t- G msµvšÍ mgy`q bw_cÎvw` gvbe m¤ú` wefvM / †óvi-G 
msi¶Y Kiv n‡e Ges cieZ©x †h‡Kvb mg‡q Zv hvPvB Kivi Rb¨ msiw¶Z _vK‡e| 
kvw Í̄g~jK e¨e ’̄vmgyn (Sanctions) t- GB bxwZgvjv cwicwš’ †Kvb Kv‡R †Kn wjß n‡j Zvi 
weiæ‡× cÖPwjZ AvBbvbyM e¨e ’̄v †bIqv n‡e| 

mivmwi ch©‡e¶‡bi `vwqZ¡ 
(Monitoring) t 

I‡qj‡dqvi Awdmvi, GBP.Avi Awdmvi, e¨e ’̄vcK, Dc-gnv e¨e ’̄vcK (GWwgb, GBP.Avi I 
Kgcøv‡qÝ) 

cÖwk¶Y I bw_e×KiY 
(Training & Documentation)| 

`vwqZ¡cÖvß e¨w³ Kg©‡¶‡Î cÖwk¶‡Yi gva¨‡g kªwgK Kg©PvixMY‡K Òwb‡lavÁv Av‡ivcK…Z 
ivmvqwbK `ªe¨ mieivn I e¨envi bv Kivi bxwZgvjvÓ m¤ú‡K© AewnZ Ki‡eb Ges Kg©‡¶‡Î 
Gi  mieivn I e¨envi bv Kivi w`Kwb‡`©kbv w`‡eb Ges G msµvšÍ mKj †iKW© msi¶Y Ki‡eb| 

DcwiD³ Av‡jvPbv n‡Z GB wm×v‡šÍ DcbxZ nIqv hvq †h, mf¨Zvi µgweKv‡ki mv‡_ mv‡_ Mv‡g©›Um wk‡íi Pvwn`v w`b 
w`b †e‡oB Pj‡Q| evsjv‡`‡ki ˆZwi †cvlvK wk‡íi gvb BwZg‡a¨B ewnt we‡k¦ GKwU ¯^Zš¿ cwiPq Lyu‡R †c‡Z m¶g n‡q‡Q| 
ZvB GB wk‡íi gva¨‡g ˆe‡`wkK gy ª̀v AR©‡bi GB MwZ‡K Z¡ivwš^Z Ki‡Z n‡j, GB wkí‡K evuwP‡q ivL‡Z n‡j cÖ_‡gB 
„̀wócvZ Ki‡Z n‡e Gi cªvY kw³i w`‡K| Avi Zv n‡jv GB wk‡í Kg©iZ kªwgK-Kg©Pvix| ZvB kÖwgKiv hv‡Z K‡i mwVK c_ 

Aej¤^b K‡i ÿwZKviK/wb‡lavÁv ivmvqwbK `ªe¨ cwinvi K‡i, ‡m wel‡q cÖwkÿY cÖ`vb Kiv nq Zvn‡j  cÖwZwU kªwgK-
Kg©Pvix‡K wbRK‡g© Av‡iv AbycÖvwYZ Ki‡e †mB mv‡_ Kg©‡ÿ‡Î SuywK wbimb n‡e I Drcv`b e„w× cv‡e|  
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wb‡lavÁv Av‡ivcK…Z ivmvqwbK ª̀e¨ mieivn I e¨envi bv Kivi bxwZgvjv hvPvBKib 
Band Chemical no use policy and Procedure Check List 

 
KviLvbvi bvgt- †g‡Uªv wbwUs GÛ WvBs wgjm& wjt 
cwjwmi bvgt- wb‡lavÁv Av‡ivcK…Z ivmvqwbK `ªe¨ mieivn I e¨envi bv Kivi bxwZgvjv| 
AwWUit------------------------------------- 
ZvwiLt-------------------------------------- 
 

µwgK 
bs 

hvPvB Kib welq n&u¨v bv gšÍe¨ 

1 wb‡lavÁv Av‡ivcK…Z ivmvqwbK `ª‡e¨i ZvwjKv ˆZix Kiv n‡q‡Q wKbv?    
2 wb‡lavÁv Av‡ivcK…Z ivmvqwbK `ª‡e¨i bxwZgvjvwU †bvwUk †ev‡W© Av‡Q wKbv|    
3 wb‡lavÁv Av‡ivcK…Z ivmvqwbK `ª‡e¨i bxwZgvjv m¤ú‡K© cÖwkÿY cÖ`vb Kiv nq wK bv?    
4 wb‡lavÁv Av‡ivcK…Z ivmvqwbK ª̀‡e¨i e¨envi  m¤ú‡K© µq / †óvi wefvM‡K AewnZ Kiv nq wKbv?    
5 ivmvqwbK ª̀‡e¨ e¨enviKvix‡`i wb‡lavÁv Av‡ivcK…Z ivmvqwbK ª̀‡e¨ m¤ú‡K© AeMZ Kiv nq wKbv?    
6 mKj Iqvmg¨vb  wc,wc,B e¨envi K‡i wKbv?     
7 e¨env Dc‡hvMx mKj ivmvqwbK ª̀‡e¨i  e¨eüZ ’̄v‡b ‡gUvwiqvj †md&wU WvUv mxU Av‡Q wKbv?    
8 mKj Iqvmg¨vb  ‡gUvwiqvj †md&wU WvUv mxU m¤ú‡K© AeMZ wKbv?    
9 ivmvqwbK `ªe¨vw` SzuwKc~Y© ¯’vb †_‡K mwVK¯’v‡b ¸`vgRvZ Kiv Av‡Q wK bv?    
10 ivmvqwbK `ªe¨vw`  e¨env‡ii ¯ ’vb Avjv`v wK bv?    
11 ivmvqwbK `ªe¨vw`  mwVKfv‡e †j‡ewjs Kiv Av‡Q wKbv?    
12 ivmvqwbK `ªe¨vw`  e¨env‡ii ¯’v‡b AvB Iqvm  mPj Av‡Q wKbv?    
13 cÖwZw`b ivmvqwbK `ªe¨vw`i  I‡q‡÷R wbw`©ó RvqMvq ivLv nq wK bv?    
14 ivmvqwbK ª̀e¨vw`i I‡q‡÷R weµ‡qi †¶‡Î wVKv`v‡ii mv‡_ †Kv¤úvbxi PzwµcÎ Av‡Q wK bv?    
15 ivmvqwbK `ªe¨vw`  e¨enviKvix‡`i cÖ‡qvR‡b wPwKrmv myweav †`Iqv nq wKbv?    
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ivmvqwbK e¨e¯’vcbv bxwZgvjv 
(Chemical Management Policy) 

 
 

f~wgKv (Introduction) t 
 

‡g‡Uªv wbwUs GÛ WvBs wgjm& wjwg‡UW 100% Drcv`bgyLx GKwU ¯̂bvg ab¨ wkí cÖwZôvb| GB cÖwZôv‡b Kvco 
Drcv`b Gi cÖ‡qvR‡b wewfbœ cÖKv‡ii ivmvqwbK `ªe¨ e¨envi Ki‡Z nq, wbwUs †gwk‡bi Rb¨ †gwkb A‡qj Ges 
†Rbv‡iU‡i e¨env‡ii Rb¨ wW‡Rj I gwej e¨eüZ n‡q _v‡K| Gi d‡j ‰ewPÎ, Kg©cwi‡ek Ges Kg©iZ kªwgK‡`i 
hv‡Z K‡i †Kvb cÖKvi ¶wZ mvwaZ bv nq †mw`‡K j¶¨ †i‡L KZ©„c¶ Gi mwVK msi¶b, i¶bv‡e¶b I e¨env‡i 
†`kx I we‡`kx cÖPwjZ wbqg- bxwZ Ges w`K wb‡ ©̀kbv †g‡b P‡jb|  
 

D‡Ïk¨ (Objective) t  
 

‡g‡Uªv wbwUs GÛ WvBs wgjm& wjwg‡UW KZ©„c¶ Kg©‡¶‡Îi cwi‡ek, Av‡k-cv‡ki cwi‡ek, Rxe ˆewPÎ Ges GLv‡b 

Kg©iZ kÖwgK, Kg©Pvix I Kg©KZ©v‡`i ¯̂v¯’¨ wbivcËv wbwðZ Ki‡Z „̀p cÖwZÁ| GB D‡Ï‡k¨ KZ©„c¶ wbw ©̀ó 

bxwZgvjvi gva¨‡g kÖwgK‡`i ¯^v¯’¨ wbivcËv, KviLvbvi cwi‡ek Ges KviLvbvi Pvicv‡ki cwi‡ek hv‡Z my¯’¨, my›`i 

I wbivc` _v‡K Zv wbwðZ K‡ib|  
 

‡¶Î (Scope) t  
 

‡g‡Uªv wbwUs GÛ WvBs wgjm& wjwg‡UW G Kg©iZ mKj kÖwgK, Kg©Pvix I Kg©KZ©v‡`i †¶‡Î AÎ bxwZgvjv mgfv‡e 

cÖ‡hvR¨| 
 

e¨e ’̄vcbv cÖwZwbwa (Management Representative) t 
 

‡Kv¤úvbx e¨e ’̄vcbvi c¶ †_‡K GKwU `j‡K cÖwZwbwa K‡i Giƒc ¶gZv †`qv Av‡Q, hviv D³ bxwZgvjvi gva¨‡g 

mwVK fv‡e Kg©‡¶‡Îi my¯’¨ cwi‡ek, Kg©iZ kÖwgK Kg©Pvix I Kg©KZ©v‡`i ¯^v¯’¨ wbivcËv I KviLvbvi Pvicv‡ki 

¯^v¯’¨Ki cwi‡ek wbwðZ Ki‡eb| 

ev¯Íevqb (Organization) t †KwgK¨vj e¨envi Gi bxwZgvjv ev¯Íevq‡bi Rb¨ wbw`©ó e¨w³e‡M©i Dci `vwqZ¡ 

Ac©b Kiv Av‡Q hv wb‡P mvsMVwbK wP‡Îi gva¨‡g Dc ’̄vcb Kiv n‡jv t  

 

 

 

 

 

 

 

bxwZgvjv ev Í̄evq‡bi `vwqZ¡ (Responsibility of Implementation of the Policy) t  
 

†KwgK¨vj e¨envi bxwZgvjv ev¯Íevq‡bi Rb¨ wbw ©̀ó e¨w³e‡M©i Dci `vwqZ¡ Ac©b Kiv n‡q‡Q| `vwqZ¡ cÖvß 

e¨w³e‡M©i g‡a¨ †KwgK¨vj wefv‡Mi Kg©KZ©vMb cÖavb f~wgKv cvjb K‡ib, †hgb t †KwgK¨vj Gi mwVK msi¶b, 

Store Incharge 
(Store) 

Store Keeper 

 
Asst. Store Keeper 

 

Store Asst 

Manager  
(ECR) 

Ref No. S(S)P-23(05) 
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i¶bv‡e¶b, e¨env‡ii mKj w`K, †j‡ej, †m‡KÛvix K‡›UBb‡g›U, Gg.Gm.wW.Gm, wcwcB BZ¨vw` welq mg~n 

Z`viwK K‡i Gi mwVK I wbivc` e¨envi wbwðZ Ki‡Z me©vZ¡K †Póv K‡ib| 
 

e¨e ’̄vcK (Manager – ECR)t 

`vwqZ¡ (Responsibility) t 

1| †KwgK¨vj Gi GgGmwWGm I †m‡KÛvix Kb‡UBb‡g›U Av‡Q wK bv Zv Z`viwK Kiv Ges Zvnv wbwðZ Kiv| 
2| ‡KwgK¨vj e¨enviKvixM‡bi ¯^v¯’¨ wbivcËv wbwðZ Kiv| 
3| †÷v‡ii ¯^v¯’¨Ki Kg©-cwi‡ek eRvq Av‡Q wKbv Zvnv Z`viwK Kiv| 
4| kÖwgKiv h_vh_fv‡e wc.wc.B e¨envi Ki‡Q wK bv Zv Z`viwK Kiv Ges Zvnv wbwðZ Kiv| 
4| gvwmK I cÖvZ¨wnK cÖwZ‡e`b ˆZix Ki‡Q wKbv Zvnv ch©‡eÿb Kiv| 
5| ¯̂-kix‡i Dcw ’̄Z n‡q ‡Kwg‡Kj Bb‡f›Uwi †PK Kiv| 
6| †÷v‡ii e¨e¯’vcbv Z`viwK Kiv| 
7| ‡¯cÖ Kivi mgq mveavbZv Aej¤̂b Ki‡Q wKbv Zvnv Z`viwKKib Kiv| 
8| ‡¯cÖ Kivi mgq Aek¨B Gi `iRv eÜ K‡i Ki‡Q wKbv Zvnv Z`viwKKib Kiv| 

09| cÖvZ¨wnK Ges gvwmK AvKv‡i g¨vUvwiqvj Bb‡f›Uwi wi‡cvU© cÖ¯‘Z Ki‡Q wKbv Zvnv Z`vwiKib| 
10| cv‡m©m Z`viwK ev †`Lfvj Kiv| 
11| ‡¯cÖ Kivi mgq kvwiwiK mgm¨v n‡j Wv³vi Gi ¯^ibvcbœ n‡”Q wKbv Zvnv †`Lv| 

Awdmvi BwmAvi (Officer - ECR)t 

`vwqZ¡ (Responsibility) t 

1| †KwgK¨vj Gi Gg.Gm.wW.Gm, †j‡ej †m‡KÛvix Kb‡UBb‡g›U Av‡Q wK bv Zv Z`viwK Kiv| hw` bv _v‡K Z‡e 

Zv wbwðZ Kiv||  

2| †KwgK¨vj e¨enviKvixM‡bi ¯^v¯’¨ wbivcËv wbwðZ Kiv| 

3| †÷v‡ii ¯^v¯’¨Ki Kg©-cwi‡ek eRvq ivLv| 

4| kÖwgKiv h_vh_fv‡e wc.wc.B e¨envi Ki‡Q wK bv Zv Z`viwK Kiv|  hw` bv K‡i Z‡e Zv wbwðZ Kiv| 

4| gvwmK I cÖvZ¨wnK cÖwZ‡e`b ˆZix Kiv| 

5| ¯̂-kix‡i Dcw ’̄Z n‡q ‡Kwg‡Kj Bb‡f›Uwi †PK Kiv| 

6| †÷v‡ii e¨e¯’vcbv Z`viwK Kiv| 

7| ‡¯cÖ Kivi mgq mveavbZv Aej¤̂b Ki‡Q wKbv Zvnv Z`viwKKib Kiv| 

8| ‡¯cÖ Kivi mgq Aek¨B Gi `iRv eÜ K‡i Ki‡Q wKbv Zvnv Z`viwKKib Kiv| 

09| cÖvZ¨wnK Ges gvwmK AvKv‡i g¨vUvwiqvj Bb‡f›Uwi wi‡cvU© cÖ¯‘Z Kiv| 

10| cv‡m©m Z`viwK ev †`Lfvj Kiv| 

11| ‡¯cÖ Kivi mgq kvwiwiK mgm¨v n‡j Wv³vi Gi ¯^ibvcbœ n‡”Q wKbv Zvnv †`Lv| 
 

‡óvi BbPvR© („„„„ Store Incharge)/ mswkø÷ wefvMt 

`vwqZ¡ (Responsibility) t 

1| †KwgK¨vj Gi Gg.Gm.wW.Gm, †j‡ej †m‡KÛvix Kb‡UBb‡g›U Av‡Q wK bv Zv Z`viwK Kiv| hw` bv _v‡K Z‡e 

Zv wbwðZ Kiv||  

2| K¨vwg‡Kj e¨enviKvixM‡bi ¯^v¯’¨ wbivcËv wbwðZ Kiv| 

3| †÷v‡ii ¯^v¯’¨Ki Kg©-cwi‡ek eRvq ivLv| 
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4| kÖwgKiv h_vh_fv‡e wc.wc.B e¨envi Ki‡Q wK bv Zv Z`viwK Kiv|  hw` bv K‡i Z‡e Zv wbwðZ Kiv| 

4| gvwmK I cÖvZ¨wnK cÖwZ‡e`b ˆZix Kiv| 

5| ¯̂-kix‡i Dcw ’̄Z n‡q ‡Kwg‡Kj Bb‡f›Uwi †PK Kiv| 

6| †÷v‡ii e¨e¯’vcbv Z`viwK Kiv| 

7| ‡¯cÖ Kivi mgq mveavbZv Aej¤̂b Ki‡Q wKbv Zvnv Z`viwKKib Kiv| 

8| ‡¯cÖ Kivi mgq Aek¨B Gi `iRv eÜ K‡i Ki‡Q wKbv Zvnv Z`viwKKib Kiv| 

09| cÖvZ¨wnK Ges gvwmK AvKv‡i g¨vUvwiqvj Bb‡f›Uwi wi‡cvU© cÖ¯‘Z Kiv| 

10| cv‡m©m Z`viwK ev †`Lfvj Kiv| 

11| ‡¯cÖ Kivi mgq kvwiwiK mgm¨v n‡j Wv³vi Gi ¯^ibvcbœ n‡”Q wKbv Zvnv †`Lv| 
 

†÷vi wKcvi (Store Keeper)t 

`vwqZ¡ (Responsibility) t 

1| mKj †KwgK¨vj Ges is mg~‡ni Gg.Gm.wW.Gm, †j‡ej †m‡KÛvix Kb‡UBb‡g›U Av‡Q wK bv Zv †`Lv| hw` bv 

_v‡K Z‡e Zv wbwðZ Kiv| 

2| kÖwgK‡`i ¯^v¯’¨ wbivcËv wbwðZ Kiv| 

3| †÷v‡ii ¯^v¯’¨Ki Kg©-cwi‡ek wbwðZ Kiv| 

4| e¨enviKvix h_vh_fv‡e wc.wc.B e¨envi Ki‡Q wK bv Z`viwK Kiv| hw` bv K‡i, Z‡e Zv wbwðZ Kiv| 

5| ‡÷v‡ii ¯̂vwe©K Kg© cwi‡ek Kgcøv‡qÝ Gi Pvwn`v gvwdK mvwR‡q ivLv| 

6| †KwgK¨vj Bmy¨ wi‡cvU© ˆZix Kiv| 

7| cÖwZw`‡bi †KwgK¨vj ÷K †iwR÷v‡i †gBb‡UBb Kiv| 

8| †÷vi BbPv‡R©i Abycw¯’wZ‡Z †÷v‡ii mKj `vwqZ¡ cvjb Kiv| 
 

mnKvix †÷vi wKcvi (Asst. Store Keeper)t 

`vwqZ¡ (Responsibility) t 

1| Kgcøv‡qÝ Gi Pvwn`v Abyhvqx †÷v‡ii GKwU myôz I my›`i Kg© cwi‡ek eRvq ivLv| 
2| †÷vi mnKvix h_vh_ fv‡e wc.wc.B e¨envi Ki‡Q wK bv Z`viwK Kiv| hw` bv K‡i Z‡e Zv wbwðZ Kiv| 
3| †KwgK¨vj Gg.Gm.wW.Gm, †j‡ej, †m‡KÛvix Kb‡UBb‡g›U wVK Av‡Q wK bv Zv †`L I Zv wbwðZ Kiv| 
4| wewfbœ Kv‡R †÷vi wKcvi‡K mnvqZv Kiv| 
 

mnKvix (Store Asst.)t 

`vwqZ¡ (Responsibility) t 

1| Kg©iZ Ae ’̄vq cÖ‡qvRb Abyhvqx mKj wc.wc.B cwiavb/e¨envi Kiv| 
2| K¨vwg‡Kj e¨env‡ii mgq cÖ‡qvRbxq wcwcB cwiavb K‡i KvR Kiv| 
 

Kvh©cÖbvjx I Kvh©‡cvKib (Routine & Procedure) t 

ev¯Íevq‡bi Rb¨ Kvh©cÖYvjxt 

wµqvKjvc  
(Activities) 

cÖwµqv  
(Procedure) 

`¦vwqZ¡cÖvß e¨w³ 
(Responsible Person) 

hLb wµqv m¤úv`b nq 
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1. ‡KwgK¨vj mieivn Kiv 

mieivnK„Z †KwgK¨vj wia©vwiZ ¯’v‡b ivLv nq|  
†KwgK¨vj mwVKfv‡e ivLvi Rb¨ †m‡KÛvix 
K‡›Ub‡g›U, evsjv †j‡ej I Gg. Gm. wW. Gm. 
jvwM‡q †`qv nq| 

mn:e¨e¯’vcK 
(‡÷vi) 

 

cÖ‡qvRbxq mg‡q 

2. wc.wc.B mieivn Kiv 

†KwgK¨vj e¨env‡ii mgq hv‡Z K‡i KviI kvixwiK 
‡Kvb ¶wZ bv nq †m Rb¨ †KwgK¨vj e¨enviKvix‡K 
h_vh_ AvZ¥i¶vg~jK miÄvg     (wc wc B) ‡`qv 
nq | 

†÷vi wKcvi cÖ‡qvRbxq mg‡q 

 

†hvMv‡hv‡Mi  Rb¨ Kvh©cÖYvjx t 

wµqvKjvc cÖwµqv `¦vwqZ¡cÖvß e¨w³ wµqvKjv‡ci mgq 

1. KviLvbv e¨e¯’vc‡Ki mv‡_ †hvMv‡hvM wgwUs mn:e¨e¯’vcK (‡÷vi) cÖ‡qvRbxq mg‡q 

2. †KwgK¨vj we‡µZvi mv‡_ †hvMv‡hvM| wgwUs Purchase cv‡m©m wefvM cÖ‡qvRbxq mg‡q 

3.  †KwgK¨vj wiwmf Kiv  wgwUs mn:e¨e¯’vcK (‡÷vi)/ wKcvi cÖ‡qvRbxq mg‡q 

4. wefvM Abyhvqx †KwgK¨vj †W‡jfvix I msi¶b wgwUs †÷vi wKcvi cÖ‡qvRbxq mg‡q 

 

cÖwZwµqv c×wZ (Procedure of Feedback and Control): 

 

wµqvKjvc 
(Activities) 

cÖwµqv (Procedure) `¦vwqZ¡cÖvß e¨w³ 
(Responsible Person) 

wµqvKjv‡ci mgqKvj 

1.m‡PZbg~jK Kvh©µg cÖwk¶b EMS Team gvwmK 

2.Avf¨šÍixb wbix¶v 
miÄvgvw` : 

▪ †PKwjó 
▪ cÖkœvejx 

i.Kg©x ¯^v¶vZKvi 
ii.e¨e ’̄vcK ¯^v¶vZKvi 
iii.‡d¬vi cwi`k©b 

EMS Team gvwmK 

3.wi‡cvwU©s Avf¨šÍixb wbix¶vi Dci wfwË K‡i 
wi‡cvU© ‰Zix Kiv 

EMS Team hZ ZvovZwo m¤¢e mgvavb 
Kiv 

4.wbqš¿b I wbav©ib i. Preventive Action Plan 
ii. Follow Up 

EMS Team I অ্যাডমিন 

মিভাগ 

hZ ZvovZwo m¤¢e mgvavb 
Kiv 

 

‡hvMv‡hvM I ev Í̄evq‡bi Rb¨ Kvh©cÖbvjx (Procedure of Communication & Implementation) t 

01| †KwgK¨vj e¨envi, msi¶b I i¶bv‡e¶‡bi wel‡q kÖwgK/ Kg©Pvix‡`i‡K m‡PZb Ki‡Z wbqwgZ cÖwk¶‡bi 
e¨e ’̄v Kiv nq| 
02| cÖwZgv‡m ÔÔgvwmK cÖwk¶b ZvwjKvÓ cÖ¯‘Z Kiv nq Ges Gi wcwcB e¨envi cÖwk¶b Ges Gg.Gm.wW.Gm Abyhvqx  
kÖwgK/ Kg©Pvix‡`i cÖwk¶b †`qv nq |   
03| †KwgK¨vj e¨envi, msi¶b I i¶bv‡e¶‡bi `vwq‡Z¡ wb‡qvwRZ kªwgK/ Kg©PvixMY wbqwgZ wcwcB e¨envi 
Ki‡Qb wK bv Zv gvbe m¤ú` wefv‡Mi Kg©KZ©vMb wbqwgZ †d¬vi wfwR‡Ui mgq ch©‡e¶b K‡ib|  
04| †KwgK¨vj e¨envi bxwZgvjvi mKj w`K †bvwUk †evW© I †KwgK¨vj ivLvi ¯’vb mg~‡n †`qv Av‡Q hvi gva¨‡g 
kÖwgK/ Kg©PvixMb G wel‡q Rvb‡Z cv‡i |  
05| wcG wm‡÷‡gi gva¨‡g kÖwgK/ Kg©Pvix‡`i †KwgK¨vj e¨envi m¤ú‡K© m‡PZb Kiv nq| 
06| kÖwgK AskMÖnbKvix KwgwU, ¯̂v¯’¨ I wbivcËv KwgwU I wgW ‡j‡ej g¨v‡bR‡g›U KwgwUi wgwUs G †KwgK¨vj 
e¨envi bxwZgvjv wb‡q Av‡jvPbv Kiv nq Ges D³ KwgwUi m`m¨‡`i gva¨‡g kÖwgK/ Kg©PvixMY Rvb‡Z cv‡i| 
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❖ cÖwZwµqv c×wZ (Procedure of Feedback & Control) t 
 

wKQy Kg© cwiKíbvi gva¨‡g cÖwZwµqv c×wZ ev¯Íevqb Kiv nq, hv wb‡¤œ Av‡jvPbv Kiv n‡jv t 
 
❑ †KwgK¨vj e¨envi bxwZgvjv m¤ú‡K© kªwgK/ Kg©Pvix‡`i m‡PZbZv e„w×i j‡¶¨ †KwgK¨vj e¨envi cÖwk¶b, 

wc.wc.B. cÖwk¶b I cwi‡ek, ¯̂v¯’¨ I wbivcËv cÖwk¶‡bi e¨e ’̄v Kiv nq| D³ cÖwk¶b †k‡l cÖwk¶b 
g~j¨vqb di‡gi gva¨‡g Zv‡`i KvQ †_‡K cÖwk¶b cÖwZwµqvi g~j¨vqb Kiv nq|  

 

❑ gvbe m¤ú` wefv‡Mi Kg©KZ©vMY †d¬vi wfwR‡Ui mgq Z`viwK K‡i _v‡Kb †h, kªwgKMY †KwgK¨vj e¨envi 
wewa †g‡b Ges wc.wc.B e¨envi K‡i KvR Ki‡Q wK bv Zv ch©‡e¶b K‡i _v‡Kb| 
 

❑ Avf¨šÍixb Kgcøv‡qÝ wUg cÖwZ gv‡m Zv‡`i wbR¯^ Kg© cwiKíbv Abyhvqx wbqwgZ Avf¨šÍixb AwW‡Ui 
gva¨‡g G bxwZgvjv ev Í̄evqb, mgm¨v wPwýZKibmn cÖ‡qvRbxq †¶‡Î gvbe m¤ú` wefvM, †÷vi, cÖkvmb 
wefvM‡K civgk© cÖ`vb K‡ib|  
 

❑ bxwZgvjvi cwieZ©b/ ms¯‹i‡bi cÖ‡qvRb n‡j welqwU KZ©„c‡¶i wbKU Dc ’̄vcb K‡i cieZx©‡Z gvbe 
m¤ú` wefv‡Mi mnvqZvq Zv mgvavb Kiv nq| 
 

❑ Kgcøvv‡qÝ wUg cÖwZ Qq gvm AšÍi MS check list Gi gva¨‡g Zv‡`i ch©‡e¶b Kvh©µg cwiPvjbv K‡i 
_v‡Kb Ges Findings wPwýZ Kivi ci GKwU Corrective action plan K‡ib| cieZx©‡Z 
Findings mgvavb Kiv nq|  

 
fv‡jvfv‡e wµqv m¤úv`‡bi LvwZ‡i, Dc‡iv³ cwjwmi †Kvb fwel¨r ms‡hvRb we‡ePbvq Avbv †h‡Z cv‡i| 

 
Prepared by Gaur Nitai Datta Manager (HR, Admin & 

Compliance)  
Approved by Ranabir Roy Director  
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‡g‡Uªv wbwUs GÛ WvBs wgjm& wjt 
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  1.0 f~wgKv (General Information) t WKz‡g›U K‡›Uªvj †h †Kvb e¨emv cÖwZôv‡bi Rb¨ gyL¨ welq Ges `ÿZv, Kg©ÿgZv, 

wek¦vm‡hvM¨Zv, Traceability, ¸bgvb Ges wbivcËv wbwðZKi‡Yi GKwU ¸iæZ¡c~Y© Dcv`vb| ‡g‡Uªv wbwUs GÛ WvBs wgjm& wjt WKz‡g›U 

K‡›Uªv‡ji cÖwZ me©`v m‡PZb Ges †Kv¤úvbxi hveZxq Z_¨mg~n  wbw ©̀ó c×wZ‡Z wbqš¿Y K‡i _v‡Kb|  

1.1 Aw½Kvi (Commitment) t WKz‡g›U cÖ¯‘Z, ch©v‡jvPbv, Aby‡gv`b, †gvPb Kiv, weZiY, cÖ‡ekvwaKvi, msiÿY c×wZ, 

wbivcËv, cyb:ms¯‹i, cwieZ©b Ges AcmiY BZ¨vw` wbw`©ó c×wZ‡Z wbqš¿Y Ki‡Z ‡g‡Uªv wbwUs GÛ WvBs wgjm& wjt Gi e¨e¯’vcbv 

KZ…©cÿ `„pfv‡e Aw½Kvie×|  

1.2 ‡idv‡iÝ (Reference) t evqv‡ii bxwZMZ AvPiY wewa Abyhvqx| 

1.3 D‡Ïk¨ (Purpose) t KviLvbvi wfZ‡i Kg©KZ©v Kg©Pvix‡`i e¨env‡ii Rb¨ WKz‡g›U mg~n mnRjf¨ Kiv Ges me©‡kl 

e¨enviKvixi Kv‡Q mwVK Z_¨ cÖ`v‡bi wbðqZv cÖ`vb Kiv|  

1.4 jÿ¨ (Target) t WKz‡g›U cÖ¯‘yZ, ch©v‡jvPbv, Aby‡gv`b, †gvPb Kiv, weZiY, cÖ‡ekvwaKvi, msiÿY c×wZ, wbivcËv, cyb:ms¯‹i, 

cwieZ©b Ges AcmiY BZ¨vw` wbw`©ó c×wZ‡Z wbqš¿Y Kiv †hb KiLvbvi wfZ‡i Authentic Document Gi e¨envi wbwðZ nq 

Ges Z_¨mg~n eZ©gvb mgq Dc‡hvMx Kiv, cixÿv Kiv I AvbyôvwbKfv‡e Aby‡gv`‡bi †ÿ‡Î e¨enviKvix‡`i Dci Av¯’v ¯’vcb Kiv| 

      1.5. Document Control Policy (bw_ wbqš¿Y c×wZ)  

1.5.1 WKz‡g‡›Um Gi cÖKvi (Types of Document):  

1.5.1 (K) Af¨všÍxY WKz‡g‡›Um (Internal Documents): †hgb:- cwjwm, †Uªwbs g¨vbyqvj, cÖwmwWDi, Re †Wmwµckb, IqvK© 

BÝUªvKkb, Inspection Standard. Organogram BZ¨vw`| 

1.5.1 (L) ewn: ’̄ WKz‡g‡›Um (External Documents): †hgb:- cÖwZôv‡bi mv‡_ mswkøó AvBb welqK eB, KvmUgvi WªBs, 

KvmUgvi †¯úwmwd‡Kkb wiKqvi‡g›Um BZ¨vw`|  

1.5.1 (M) ‡iKW© (Record): †hgb:- wewfbœ ai‡bi mvwU©wd‡KU, †Uªwbs I wgwUs †iKW©, BÝ‡cKkb †iKW©, cÖWvKkb †iKW© 

BZ¨vw`|  
 

1.5.2.WKz‡g›Um Gi KvVv‡gv (Structure of Documents) t  

• WKz‡g›Um Gi bvg 

• ‡idv‡iÝ bs/ †KvW© bs (cÖ‡qvRb mv‡c‡ÿ¨) 

• cÖbq‡Yi ZvwiL/ ms‡kva‡bi ZvwiL 

 
 
 
 

bw_ wbqš¿Y bxwZgvjv 
(Document Control Policy) 

bxwZgvjv ïiæi ZvwiL   t 02/05/2019 Bs 

ms‡kva‡bi ZvwiL t 01/01/2023 

cieZx© ms‡kva‡bi ZvwiLt 01/01/2024 

ms‡kva‡bi bv¤^vi t 00 

Ref No:  S(S)P-26(00) 
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• f~wgKv (cÖ‡qvRb mv‡c‡ÿ¨) 

• Aw½Kvi (cÖ‡qvRb mv‡c‡ÿ¨) 

• Z‡_¨i ‡idv‡iÝ (cÖ‡qvRb mv‡c‡ÿ¨) 

• D‡Ïk¨ (cÖ‡qvRb mv‡c‡ÿ¨) 

• jÿ¨ (cÖ‡qvRb mv‡c‡ÿ¨) 

• eY©bv  

• msMVb , ev¯Íevq‡b wb‡qvwRZ Kg©KZv©M‡bi mvsMVwbK wPÎ , `vwqZ¡ I KZ©e¨ Ges Kg©`ÿZv wba©viY (cÖ‡qvRb mv‡c‡ÿ¨) 

• iæwUb I c×wZ (ev¯Íevqb iæwUb, ‡hvMv‡hv‡Mi iæwUb, cÖwZwµqv I wbqš¿Y iæwUb) (cÖ‡qvRb mv‡c‡ÿ¨) 

• WKz‡g›U K‡›Uªvj (cÖ‡qvRb mv‡c‡ÿ¨) 

• Internal Audit Findings and Correction Action Plan(CAP) (cÖ‡qvRb mv‡c‡ÿ¨) 

• Approval Sign 

 

1.5.3. WKz‡g›U cÖKv‡ki Av‡M Zv Aby‡gv`b Kiv t  

• WKz‡g›U ˆZix Kivi ci Zv ch©v‡jvPbv Kivi Rb¨ `vwqZ¡ cÖvß e¨w³i wbKU cvVvb Ges †Kvb ai‡bi gšÍe¨ ev ms‡kvab bv 

_vK‡j Zv Aby‡gv`‡bi Rb¨ cÖ‡qvRbxq c`‡ÿc †bqv| 

• WKz‡g›U Gi ¸iæZ¡ I aib Abyhvqx Aby‡gv`bKvixi msL¨v wba©viY Kiv Ges memgq WKz‡g›U Gi me©‡kl c„ôvq 

Aby‡gv`bKvix/ Aby‡gv`bKvix‡`i mvBb wbwðZ Kiv| D‡jøL¨ †h, †ÿÎ we‡l‡k AbygwZ mv‡c‡ÿ¨  Aby‡gv`bKvix‡`i 

wWwRUvj mvBb e¨envi Kiv †h‡Z cv‡i| 

1.5.4. cÖ‡qvRb mv‡c‡ÿ¨ WKz‡g›U ch©v‡jvPbv Kiv, mgq Dc‡hvMx Kiv Ges Zv cybivq Aby‡gv`b Kiv: 

• cÖ‡qvRb Qvov mvavibZ WKz‡g›U mg~n  `vwqZ¡cÖvß e¨w³ KZ…©K eQ‡i GKevi ch©v‡jvPbv Kiv nq A_ev DwjøwLZ mg‡qi 

g‡a¨ cÖwZôv‡b ‡h †Kvb ai‡bi cwieZ©b /kÖg AvBb I evqv‡ii AvPiY wewa‡Z cwieZ©b (ms‡hvRb / we‡qvRb) Avm‡j 

WKz‡g›U ch©v‡jvPbv Kiv nq |  

• WKz‡g›U ch©v‡jvPbv Kvivi A_© GB bq †h Zv ms‡kvwaZ n‡Z n‡e| ch©v‡jvPbvi D‡Ïk¨ n‡”Q GLb ch©šÍ Zv mgq Dc‡hvMx 

Av‡Q wK bv Zv wba©viY Kiv Ges hw` †Kvb ai‡bi cwieZ©‡bi cÖ‡qvRb bv _v‡K †m‡ÿ‡Î ïaygvÎ ms¯‹iY bv¤^vi I ZvwiL 

cwieZ©b Kiv n‡e Ges GwUB eZ©gvb ms¯‹iY wn‡m‡e we‡ewPZ n‡e| Avi hw` cwieZ©b Av‡m †m‡ÿ‡Î Zv `vwqZ¡cÖvß e¨w³ 

KZ©„K mgq Dc‡hvMx Kiv Ges ms‡kvwaZ WKz‡g›U cÖKv‡ki Av‡M 1.5.3 Abyhvqx Zv cybivq Ab y‡gv`b Kiv| GQvovI 

Abby‡gvw`Z m¤úv`bv Gov‡bvi Rb¨ WKz‡g›U wbqš¿YKvix , ch©v‡jvPbvKvix I  Aby‡gv`bKvix e¨ZxZ cÖ‡qvRb Abyhvqx 

WKz‡g›U mg~n Hard / PDF Copy AvKv‡i Ab¨vb¨ wefv‡M Share Kiv nq| 

 

1.5.5.WKz‡g›Um Gi cwieZ©b mg~n Ges eZ©gvb ms¯‹i‡Yi Ae¯’v wPwýZ Kiv t cwieZ©b A_ev ms¯‹i‡Yi ci WKz‡g›U mg~n †hb 

evwZj WKz‡g›U Gi mv‡_ wg‡k bv hvq Zv wbwðZ Kivi Rb¨ mvaviYZ ms¯‹iY bv¤^vi I ZvwiL WKz‡g›U Gi cÖ_g c„ôvq D‡j øL Kiv 

nq| cÖwZwU ms¯‹iY bv¤v̂i I ZvwiL WKz‡g›U Gi c~‡e©i ms¯‹i †_‡K bZzb †Kvb wKQzi ms‡hvRb, ms‡kvabx Ges AcmvwiZ Ae¯’v 

cÖKvk K‡i| GQvovI cwiewZ©Z/ ms‡kvwaZ AskUzKz mn‡R Ly‡R †ei Kivi Rb¨ Color e¨envi Kiv nq / Bold K‡i ivLv nq| 

 

1.5.6. cÖ‡hvR¨ WKz‡g›U Gi cÖvmw½K ms¯‹iY mg~n e¨env‡ii w`K †_‡K mnRjf¨ Kivt  

• cÖwZwU WKz‡g›U Gi gv÷vi Kwc (Hard/ Soft Copy) `vwqZ¡cÖvß e¨w³ KZ©„K msiÿY Kiv nq  Ges WKz‡g›Um Gi ÿwZ 

I nvwi‡q hvIqv Gov‡bvi Rb¨ Back up e¨e ’̄v i‡q‡Q| 
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• WKz‡g›U mg~n Ggbfv‡e msiÿY Ki‡Z n‡e †hb Zv cvwb‡Z wf‡R/ Av¸‡b cy‡o bó n‡q bv qvq Ges cÖ‡qvR‡b Lye mn‡R 

Ly‡R cvIqv qvq| 

• WKz‡g›U Gi aib Abyhvqx †h mg¯Í e¨w³‡`i Zv e¨env‡ii Rb¨ Access †`qv Av‡Q Zviv †hb cwiewZ©Z/ ms‡kvwaZ 

WKz‡g›U m¤ú‡K© h_vh_fv‡e AewnZ nq Ges `vwqZ¡cÖvß e¨w³ KZ©„K cÖ‡qvRb Abyhvqx WKz‡g›U mg~n Hard / PDF Copy 

AvKv‡i Ab¨vb¨ wefv‡M Share Kiv mn me©‡kl e¨enviKvixi Kv‡Q mwVK Z_¨ cÖ`v‡bi wbðqZv cÖ`vb Kiv nq|  

 

1.5.7. WKz‡g›Um n‡e ¯úó Ges mn‡R mbv³KiY‡hvM¨t WKz‡g›U mn‡R wPwýZ Kivi Rb¨ WKz‡g›U Gi aib Abyhvqx wewfbœ ai‡bi 

†idv‡iÝ wm‡÷g e¨envi Kiv nq| ‡hgb: Ref. No/ Code No S(S)P-01(02).  

Here, S =Social 

        (S)= Sustainability 

        P-01= Policy no-01 

        (01)= Version-01 

        (02)= Version-02 

 

1.5.8. Sustainability Gi Rb¨ cÖ‡qvRbxq ewnivMZ WKz‡g›U mg~n wPwýZKiY Ges e›Ub e¨e¯’v wbqš¿Y Kivt `vwqZ¡cÖvß e¨w³ 

KZ©„K cÖwZôv‡bi wbR¯^ Health & Safety Guide line, Local Law & Buyer/ Client’s Requirement mg~n Comply 

K‡i Sustainability Gi Rb¨ cÖ‡qvRbxq ewnivMZ WKz‡g›U mg~n  wPwýZKiY Ges cÖ‡qvRb Abyhvqx Zv Hard / PDF Copy 

AvKv‡i Ab¨vb¨ wefv‡M Share Kiv A_ev cÖwkÿ‡Yi gva¨‡g cÖwZôv‡b Kg©iZ mKj Employee Gi mv‡_ Share Kiv| GQvovI 

Client/ Buyer & Labor Law-2006 (Amendment-2013 & 2018) & Labor Ruls-2015 Gi Requirement 

Abyhvqx cÖwZôv‡bi wewfbœ RvqMvq Zv Posted Kiv| †hgb- Minimum Requirement of  Buyer/ Client, Labor Law-

2006 (Amendment-2013 & 2018), Labor Ruls-2015  & Minimum Salary Gazette-2019 Abyhvqx  wewfbœ 

ai‡bi Health & Safety Related Instruction , Quality Policy, Load Plan, Production Flow Chart, 

Grievance Flow Chart, Wages Calculation etc. 

  

1.5.9. eZ©gvb WKz‡g›U a‡i ivLv Ges cyivZb/ evwZj WKz‡g›U Gi Awb”QvK…Z e¨envi cÖwZ‡iv‡a Kibxqt 

• `vwqZ¡cÖvß e¨w³ KZ©„K cÖ‡qvRb Abyhvqx eZ©gvb WKz‡g›U mg~n Hard / PDF Copy AvKv‡i Ab¨vb¨ wefv‡M Share Kiv 

mn me©‡kl e¨enviKvixi Kv‡Q mwVK Z_¨ cÖ`v‡bi wbðqZv cÖ`vb Kiv  

• cyivZb/ evwZj WKz‡g›U Gi Awb”QvK…Z e¨envi cÖwZ‡iv‡a c~‡e©i WKz‡g›Umg~n ‡diZ †bqv| 

• fwel¨Z †idv‡iÝ/ Client/ Buyer Gi Requirement Abyhvqx  c~e©eZx GK eQ‡ii cyivZb WKz‡g›Umg~n h_vh_fv‡e 

msiÿY Kiv Ges Aby‡gv`b mv‡c‡ÿ¨ evwZj WKz‡g›U aesm Kiv| 

• cyivZb I evwZj WKz‡g›U Gi †iKW© msiÿY Kiv| 

 

2.0. msMVb (Organization) t KviLvbvi wfZ‡i Kg©KZ©v Kg©Pvix‡`i e¨env‡ii Rb¨ WKz‡g›U mg~n mnRjf¨ Kiv Ges 

me©‡kl e¨enviKvixi Kv‡Q mwVK Z_¨ cÖ`v‡bi wbðqZv cÖ`vb Kivi j‡ÿ¨ †g‡Uªv wbwUs GÛ WvBs wgjm& wjt Gi e¨e¯’vcbv 

KZ…©c‡ÿi wb‡`©‡k cÖkvmb, gvbe m¤ú`, Kgcøv‡qÝ wefvM I mswkó wefvMxq cÖavb D³ cwjwm Kvh©Ki I ev¯Íevq‡bi `vwq‡Z¡ 

wb‡qvwRZ _vK‡eb| cwjwm Kvh©Ki Kivi Rb¨ wb‡qvwRZ Kg©KZv© I Kgx©M‡bi `vwqZ¡, KZ©e¨ I mxgve×Zv t 

 2.1. wb‡qvwRZ Kg©KZv©M‡bi mvsMVwbK wPÎ t (Organogram Chart of Employees):  
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2.2 cwjwm Kvh©Ki Kivi Rb¨ wb‡qvwRZ Kg©KZv© I Kgx©M‡bi `vwqZ¡ I KZ©e¨ t 

e¨e ’̄vcbv cwiPvjKt-  

• wbe©vnx cwiPvjK Gi wbKU †_‡K cÖvß WKz‡g›U ch©v‡jvPbv K‡i †`Lv Ges †Kv_vI †Kvb AmvgÄm¨ bv _vK‡j Zv Aby‡gv`b 

Kiv| 

wbe©vnx cwiPvjK t  

• KviLvbvi wfZ‡i Authentic Document Gi e¨envi wbwðZ Ki‡Z D³ cwjwm Kvh©Ki Kivi Rb¨ 
Kg©KZv©MY‡K wb‡`k©bv cÖ`vb Ges wbqwgZ cÖwZ‡e`bwU msMÖn K‡i e¨e¯’vcbv cwiPvj‡K AewnZ Kiv|  

•  wb‡qvwRZ Kg©KZv©MY‡K Revew`wni e¨e¯’v Kiv|  
                   

gnve¨e¯’vcK (cÖkvmb/gvbe m¤ú`/Kgcøv‡qÝ) t  

• cwjwm ev¯Íevq‡b mn‡hvwMZv Kiv Ges KviLvbvi wfZ‡i Kg©KZ©v Kg©Pvix‡`i e¨env‡ii Rb¨ WKz‡g›U mg~n 
mnRjf¨ Kiv Ges me©‡kl e¨enviKvixi Kv‡Q mwVK Z_¨ cÖ`v‡bi wbðqZv cÖ`v‡b cÖ‡qvRbxq c`‡ÿc †bqv|  

• Authentic Document Gi e¨envi wbwðZ Ki‡Z cÖ‡qvRbxq Z‡_¨i cªwZ‡e`b wbe©vnx cwiPvj‡K AewnZ 
Kiv Ges Av‡jvPbv mv‡c‡ÿ `ªæZ mgvavb Kiv|  

                   
†WcywU e¨e¯’vcK (Kgcøv‡qÝ)t  

 

• WKz‡g›U GLb ch©šÍ mgq Dc‡hvMx Av‡Q wK bv Zv wba©viY Kiv Ges hw` †Kvb ai‡bi cwieZ©‡bi cÖ‡qvRb nq †m‡ÿ‡Î  

wb‡`©kbv  cÖ`vb Kiv Ges `vwqZ¡cÖvß e¨w³ KZ©„K mgq Dc‡hvMx Kiv |   

• †Kvb ai‡bi gšÍe¨ ev ms‡kvab bv _vK‡j Zv Aby‡gv`‡bi Rb¨ cÖ‡qvRbxq c`‡ÿc †bqv| 

gnve¨e ’̄vcK 
cÖkvmb/gvbe m¤ú`/Kgcø¨v‡qÝ 

  

wbe©vnx cwiPvjK 

‡WcywU e¨e ’̄vcK 
Kgcø¨v‡qÝ 

mnKvix e¨e¯’vcK 
cÖkvmb/gvbe m¤ú`/Kgcø¨v‡qÝ 

 

mswkøó¨ 
‡mKkb cÖavb 

Awdmvi 
cÖkvmb/gvbe m¤ú`/Kgcø¨v‡qÝ 

 

e¨e ’̄vcbv cwiPvjK 
 

mnKvix gnve¨e ’̄vcK 
cÖkvmb/gvbe m¤ú`/Kgcø¨v‡qÝ 
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• cÖwZôv‡bi wbR¯^ Health & Safety Guide line, Local Law & Buyer/ Client’s Requirement mg~n 

Comply K‡i Sustainability Gi Rb¨ cÖ‡qvRbxq ewnivMZ WKz‡g›U mg~n  wPwýZKiY 
   

mnKvix e¨e¯’vcK (cÖkvmb/gvbe m¤ú`/Kgcøv‡qÝ) t  

• WKz‡g›U cÖ¯‘yZ, ch©v‡jvPbv, Aby‡gv`b, †gvPb Kiv, weZiY, cÖ‡ekvwaKvi, msiÿY c×wZ, wbivcËv, cyb:ms¯‹i, 
cwieZ©b Ges Acmi‡Yi Rb¨ cÖ‡qvRbxq c`‡ÿc †bqv|  

• KiLvbvi wfZ‡i Authentic Document Gi e¨envi wbwðZ Kiv| 

• KviLvbvi wfZ‡i Kg©KZ©v Kg©Pvix‡`i e¨env‡ii Rb¨ WKz‡g›U mg~n mnRjf¨ Kiv Ges me©‡kl e¨enviKvixi 
Kv‡Q mwVK Z_¨ cÖ`v‡bi Rb¨ cÖ‡qvRbxq c`‡ÿc †bqv |  

• cyivZb/ evwZj WKz‡g›U Gi Awb”QvK…Z e¨envi cÖwZ‡iv‡a cÖ‡qvRbxq c`‡ÿc †bqv 

• WKz‡g›U Gi aib Ab yhvqx †h mg¯Í e¨w³‡`i Zv e¨env‡ii Rb¨ Access †`qv Av‡Q Zviv †hb cwiewZ©Z/ 

ms‡kvwaZ WKz‡g›U m¤ú‡K© h_vh_fv‡e AewnZ nq Zv wbðZ Kiv |  

 
Awdmvi (cÖkvmb/gvbe m¤ú`/ Kgcøv‡qÝ) t  

• wb‡`©kbv †gvZv‡eK WKz‡g›U cÖ¯‘yZ, †gvPb Kiv, weZiY, cÖ‡ekvwaKvi, msiÿY c×wZ, wbivcËv, cyb:ms¯‹i, 
cwieZ©b Ges AcmiY Kiv|  

• KiLvbvi wfZ‡i Authentic Document Gi e¨envi wbwðZ n‡”Q wKbv Zv hvPvB Kiv Ges wi‡cvU© cÖ`vb 
Kiv| 

• KviLvbvi wfZ‡i Kg©KZ©v Kg©Pvix‡`i e¨env‡ii Rb¨ WKz‡g›U mg~n mnRjf¨ Kiv Ges me©‡kl e¨enviKvixi 
Kv‡Q mwVK Z_¨ cÖ`vb Kiv |  

• cyivZb/ evwZj WKz‡g›U Gi Awb”QvK…Z e¨envi cÖwZ‡iv‡a c~‡e©i WKz‡g›Umg~n ‡diZ †bqv| 

• fwel¨Z †idv‡iÝ/ Client/ Buyer Gi Requirement Abyhvqx  c~e©eZx GK eQ‡ii cyivZb WKz‡g›Umg~n 
h_vh_fv‡e msiÿY Kiv  

• cÖ‡qvRb Abyhvqx WKz‡g›Umg~n Hard / PDF Copy AvKv‡i Ab¨vb¨ wefv‡M Share Kiv A_ev cÖwkÿ‡Yi 

gva¨‡g cÖwZôv‡b Kg©iZ mKj Employee Gi mv‡_ Share Kiv|  

• cÖ‡qvRbxq ewnivMZ WKz‡g›U mg~n Client/ Buyer & Labor Law-2006 (Amendment-2013 & 
2018), Labor Ruls-2015 & Minimum Salary Gazette-2019 Gi Requirement Abyhvqx 
cÖwZôv‡bi wewfbœ RvqMvq Zv Posted Kiv| 

• cyivZb I evwZj WKz‡g›U Gi †iKW© msiÿY Kiv| 

• cÖwZwU WKz‡g›U Gi gv÷vi Kwc (Hard/ Soft Copy) msiÿY Kiv nq  Ges WKz‡g›Um Gi ÿwZ I nvwi‡q 

hvIqv Gov‡bvi Rb¨ Back up e¨e ’̄v wbwðZ Kiv| 

• WKz‡g›U mg~n h_vh_fv‡e msiÿY Kiv †hb cÖ‡qvR‡b Lye mn‡R Ly‡R cvIqv qvq|  

 
 
 
         ‡mKkb cÖavb (mswkøó wefvM )t  

• wb‡`©kbv Abyhvqx cwiewZ©Z/ ms‡kvwaZ WKz‡g›U h_vh_fv‡e e¨envi Kiv Ges cyivZb WKz‡g›Umg~n AcmviY Kiv |  

• WKz‡g›U K›Uªj cwjwm ev¯Íevq‡b D×©Zb KZ©„c‡ÿi M„nxZ wm×všÍ ev¯Íevq‡b mn‡hvMxZv Kiv| 

• memgq eZ©gvb WKz‡g›U e¨env‡i ¯^ ¯^ wefv‡Mi Aa¯’b Kg©KZ©v‡`i wb‡`©k †`qv Ges wbðqZv cÖ`vb Kiv| 

• ewnivMZ WKz‡g›U mg~n Client/ Buyer Gi Requirement Abyhvqx h_vh_fv‡e AbymiY Kiv| 
 

2.3. Kg©`ÿZv (Competency): cwjwm ev¯Íevq‡bi Rb¨ MwVZ AM©v‡bvMÖv‡gi c`web¨vm Abyhvqx D×©Zb Kg©KZ©vMY Zvi Aat¯’b 

Kg©KZ©v‡`i `vwqZ¡ I KZ©e¨,  mxgve×Zv m¤ú‡K© Ges cwjwmi Dci wbqwgZ cÖwkÿY cÖ`v‡bi gva¨‡g mswkøó wel‡qi Dci Zv‡`i Kg©`ÿZv 

wbwðZ Ki‡e| cÖwkÿYcÖvß Aat¯’b Kg©KZ©vMb Zvi cÖwkÿYjä Ávb I AwfÁZvi Av‡jv‡K cÖwZôv‡bi ga¨g ch©v‡qi Kg©KZ©v I mvavib 

kÖwgK‡`i cÖwkÿY cÖ`vb Ki‡eb †hb cwjwm ev¯Íevq‡b mK‡ji ¯^Ztù~Z© AskMÖnY wbwðZ nq|  
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3.0. iæwUb I c×wZ (Routines & Procedures) t 
3.1. ev Í̄evqb iæwUb (Implementation Routine) t 

Kvh©µg (wK) c×wZ (wKfv‡e) `vwqZ¡ cÖvß c`ex (‡K) KLb 
KviY 
(‡Kb) 

3.1 K) WKz‡g›U cÖKv‡ki Av‡M 
Zv Aby‡gv`b Kiv 

bw_ wbqš¿Y bxwZ 1.5.3 
AbymiY K‡i| 

e¨e ’̄vcbv cwiPvjK/ wbe©vnx 
cwiPvjK- gnve¨e¯’vcK - 

cÖkvt/gvt m¤ú`/Kgt; ‡WcywU 
e¨e ’̄vcK/ Awdmvi - Kgcøv‡qÝ;  

cÖ‡hvR¨ †ÿ‡Î 
1.3 I 
1.4 

3.1 L) cÖ‡qvRb mv‡c‡ÿ¨ 
WKz‡g›U ch©v‡jvPbv Kiv, mgq 
Dc‡hvMx Kiv Ges Zv cybivq 
Aby‡gv`b Kiv: 

bw_ wbqš¿Y bxwZ 1.5.4 
AbymiY K‡i| 

e¨e ’̄vcbv cwiPvjK/ wbe©vnx 
cwiPvjK- gnve¨e¯’vcK - 

cÖkvt/gvt m¤ú`/Kgt; †WcywU 
e¨e ’̄vcK/ Awdmvi - Kgcøv‡qÝ; 

cÖ‡hvR¨ †ÿ‡Î 
1.3 I 
1.4 

3.1.M) WKz‡g›Um Gi cwieZ©b 
mg~n Ges eZ©gvb ms¯‹i‡Yi 
Ae¯’v wPwýZ Kiv 

bw_ wbqš¿Y bxwZ 1.5.5 
AbymiY K‡i| 

wm:gnve¨e¯’vcK - 
cÖkvt/gvt m¤ú`/Kgt; †WcywU 

e¨e ’̄vcK/ Awdmvi-  Kgcøv‡qÝ; 

WKz‡g›Um cwieZ©b 
Ges ms¯‹i‡Yi ci 

1.3 I 
1.4 

3.1.N) cÖ‡hvR¨ WKz‡g›U Gi 
cÖvmw½K ms¯‹iY mg~n e¨env‡ii 
w`K †_‡K mnRjf¨ Kiv 

bw_ wbqš¿Y bxwZ 1.5.6 
AbymiY K‡i| 

wm:gnve¨e¯’vcK/  e¨e¯’vcK  - 
cÖkvt/gvt m¤ú`/Kgt; / †WcywU 
e¨e ’̄vcK/ Awdmvi-  Kgcøv‡qÝ; 

WKz‡g›Um cwieZ©b 
Ges ms¯‹i‡Yi ci 

1.3 I 
1.4 

3.1.O) WKz‡g›Um n‡e ¯úó Ges 
mn‡R mbv³KiY‡hvM¨  

bw_ wbqš¿Y bxwZ 1.5.7 
AbymiY K‡i| 

gnve¨e¯’vcK/  e¨e¯’vcK  - 
cÖkvt/gvt m¤ú`/Kgt; /        

e¨e ’̄vcK/ wmt wbe©vnx-  Kgcøv‡qÝ; 

WKz‡g›Um ˆZixi 
mgq 

1.3 I 
1.4 

3.1.P) Sustainability Gi 
Rb¨ cÖ‡qvRbxq ewnivMZ 
WKz‡g›U mg~n wPwýZKiY Ges 
e›Ub e¨e¯’v wbqš¿Y Kiv 

bw_ wbqš¿Y bxwZ 1.5.8 
AbymiY K‡i| 

gnve¨e¯’vcK/e¨e¯’vcK  - 
cÖkvt/gvt m¤ú`/Kgt; / †WcywU 
e¨e ’̄vcK/ Awdmvi-  Kgcøv‡qÝ; 

cÖ‡hvR¨ †ÿ‡Î 1.3 I 
1.4 

3.1.Q)  eZ©gvb WKz‡g›U a‡i 
ivLv Ges cyivZb/ evwZj 
WKz‡g›U Gi Awb”QvK…Z e¨envi 
cÖwZ‡iv‡a Kibxq 

bw_ wbqš¿Y bxwZ 1.5.9 
AbymiY K‡i| 

wm:gnve¨e¯’vcK/  e¨e¯’vcK  - 
cÖkvt/gvt m¤ú`/Kgt; /        wmt 

wbe©vnx-  Kgcøv‡qÝ; 

cÖ‡hvR¨ †ÿ‡Î 1.3 I 
1.4 
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3.2 ‡hvMv‡hv‡Mi iæwUb (Communication Routines) t   
 

 
3.3. cÖwZwµqv I wbqš¿Y iæwUb (Feedback and Control Routines) t   
cwjwm ev¯Íevq‡b msMV‡bi m`m¨iv mwVKfv‡e wbR wbR `vwqZ¡ cvjb Ki‡Q wKbv, cwjwm ev Í̄evq‡bi c×wZ I iæwUb mwVKfv‡e cwiPvwjZ 
n‡”Q wKbv, †hvMv‡hvM I ev Í̄evq‡bi mKj gva¨g mwµq Av‡Q wKbv, cwjwm ev¯Íevq‡b Aw½Kvi, D‡Ïk¨, jÿ¨, †idv‡iÝ mwVKfv‡e wba©vwiZ 
n‡q‡Q wKbv cÖf~wZ wel‡qi Dci Af¨šÍixb Rwic cwiPvwjZ nq| GQvovI cwjwm ev Í̄evq‡b †hvMv‡hvM I c×wZ m¤ú‡K © Kg©KZ©v I Kg©Pvix‡`i 
g‡bvfve, Zv‡`i Rvbvi cwiwa Ges cÖv‡qvwMK †ÿ‡Î Zv‡`i AskMÖn‡Yi gvÎv wbiæc‡bi Rb¨ wewfbœ cÖwkÿY ‡k‡l g~j¨vqb c‡Îi gva¨‡g ev¯Íe 
Ae¯’v Abyaveb K‡i  cÖ‡qvRbxq e¨e ’̄v MÖnY Kiv n‡q _v‡K|   

 

Kvh©µg (wK) c×wZ (wKfv‡e) `vwqZ¡cÖvß c`ex (‡K) KLb 
KviY 
(‡Kb) 

3.3.K) Af¨šÍixb Rwic    
 

K) cÖkœ cÎ ˆZixi gva¨‡g 

• g¨v‡bR‡g‡›Ui B›UviwfD 

• WKz‡g›U ‡PK 

• `„kgvb cwi`k©b 
hvnv 3.1 Ges 3.2 AbymiY K‡i| 

Af¨šÍixb Rwic `j 
mswkøó cwjwmi Dci 
cÖwkÿY †`qvi ci      

(eQ‡i AšÍZ GKevi) 
[1.5] 

3.3 L) Rwic cÖwZ‡e`bwU 
we‡kølY Kiv Ges wi‡cvU© 
cÖ`vb Kiv| 

* AwWU Abyhvqx mgm¨v¸‡jv wi‡cvU© Kiv 
*Rwi‡ci djvd‡ji Dci Score 
wba©viY/ g~j¨vqY Kiv| 
* KZ…©cÿ‡K AewnZ Kiv 

Af¨šÍixb Rwic `j 
Af¨šÍixb Rwic ‡kl 

Kivi ci 
[1.5] 

3.3 M) Rwic cÖwZ‡e`‡bi 
djvd‡ji Dci g~j KviY 
we‡kølY Kiv| 

• g¨v‡bR‡g‡›Ui B›UviwfD 

• WKz‡g›U ‡PK 

• `„kgvb cwi`k©b 

e¨e ’̄vcK / mnKvix 
e¨e ’̄vcK/ 

wmwb.wbe©vnx/ Awdmvi 
cÖkvmb, gvbe m¤ú` I 

Kgcøv‡qÝ| 

Af¨šÍixb Rwic 
wi‡cvU© nv‡Z cvIqvi 

ci| 
[1.5] 

3.3.N) ms‡kvabx Kg© 
cwiKíbv (NUbvi cybive„wË 
bv nIqvq M„nxZ c`‡ÿc) 

*g~j KviY ¸‡jv wPwýZ K‡i cÖ‡qvRbxq 
c`‡ÿc MÖnY Kiv| 
‡hgb:-  *bxwZgvjv ms‡kvab Kiv 
          *cÖwkÿY c×wZ‡Z cwieZ©b 
          *cÖkœ cw×‡Z cwieZ©b Avbv                    

gnve¨e¯’vcK/ 
e¨e ’̄vcK / mnKvix 
e¨e ’̄vcK/ Awdmvi-

cÖkvmb, gvbe m¤ú` I 
Kgcøv‡qÝ 

Af¨šÍixb Rwic 
wi‡cvU© n‡Z cvIqvi 
ci hZ `ªæZ m¤¢e| 
(15 w`‡bi g‡a¨) 

[1.5] 

Kvh©µg (wK) 
c×wZ (wKfv‡e)/ 

†hvMv‡hv‡Mi wbqgKvbyb 
`vwqZ¡cÖvß c`ex (‡K) KLb 

KviY 
(‡Kb) 

3.2 K) cwjwm Kvh©Kix `‡ji 
m‡½ †hvMv‡hvM ’̄vcb Kiv | 

wgwUs/ m‡PZbZvg~jK Kg©m~Pxi 
gva¨‡g 

(†iKW© msiÿY Kiv) 

e¨e ’̄vcK / mnt e¨e¯’vcK- 
cÖkvmb, gvbe m¤ú` I 

Kgcøv‡qÝ 

cwjwm cÖwZôv/ ms‡kvab 
Kivi ci hZ `ªæZ 

m¤¢ve| 
(15 w`‡bi g‡a¨) 

1.5 

3.2 L) e¨e ’̄vcbv KZ„©c‡ÿi 
m‡½ †hvMv‡hvM ’̄vcb Kiv| 

wgwUs/ m‡PZbZvg~jK Kg©m~Pxi 
gva¨‡g| 

(†iKW© msiÿY Kiv) 

wm: gnve¨e¯’vcK 
cÖkvmb, gvbe m¤ú` I 

Kgcøv‡qÝ 

cwjwm cÖwZôv/ ms‡kvab 
Kivi ci hZ `ªæZ 

m¤¢ve| 
(30 w`‡bi g‡a¨) 

1.5 

3.2 M) wgW †j‡ej e¨e ’̄vcbv 
KZ„©c‡ÿi m‡½ †hvMv‡hvM 
¯’vcb Kiv| 

wgwUs/ m‡PZbZvg~jK Kg©m~Px 
/cÖwkÿY/‡bvwU‡ki gva¨‡g| 

(†iKW© msiÿY Kiv) 

e¨e ’̄vcK / mnt 
e¨e ’̄vcK/wmwb.wbe©vnx- 
cÖkvmb, gvbe m¤ú` I 

Kgcøv‡qÝ 

cwjwm cÖwZôv/ ms‡kvab 
Kivi ci hZ `ªæZ 

m¤¢ve| 
(90 w`‡bi g‡a¨) 

1.5 
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• AwWU wU‡gi mv‡_ wgwUs Kiv| 

• M„nxZ c`‡ÿc mg~‡ni Dci d‡jv 
Avc Kiv|  

• g~j¨vqY Kiv| 

• KZ…©cÿ‡K AewnZ Kiv 

3.3.O) cÖwZ‡iva Kg© 
cwiKíbv (NUbvwU GK 
eviI †hb bv N‡U †m j‡ÿ¨ 
M„nxZ c`‡ÿc) 

wgwUs/ m‡PZbZvg~jK Kg©m~Px/ 
cÖwkÿY/wcG/‡bvwU‡ki gva¨‡g Kg©KZ©v-
Kg©Pvix‡`i‡K mswkøó cwjwm I cÖwmwWDi 
Gi Dci evievi avibv †`qv I m‡PZb 

Kiv| 

e¨e ’̄vcK / mnt 
e¨e ’̄vcK/wmwb.wbe©vnx/ 

wbe©vnx/ Awdmvi- 
cÖkvmb, gvbe m¤ú` I 

Kgcøv‡qÝ 

‡hvM`v‡bi w`b †_‡K [1.5] 

 

4.  †hvMv‡hvM I ev¯Íevqb (Communication & Implementation)  

4.1 ev¯Íevqb iæwUb 3.1 AbymiY Kiv Ges h_vh_fv‡e WKz‡g›U msiÿY Kiv| 

4.2 ‡hvMv‡hv‡Mi iæwUb 3.2 AbymiY Kiv Ges h_vh_fv‡e WKz‡g›U msiÿY Kiv| 

4.3 cÖwZwµqv I wbqš¿Y iæwUb 3.3 AbymiY Kiv Ges h_vh_fv‡e WKz‡g›U msiÿY Kiv| 

 

Internal Audit Findings and Correction Action Plan (CAP) 

Date:  

Company Name:  

Internal Auditor:  

Team:  

Audit Number:  

Audit report submission date:  

Q.N Audit Findings Root cause 
analysis 

Corrective 
actions 

Responsible 
person 

Completion 
Date 

Follow up Remarks 
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     [  

 
 

 ‡g‡Uªv wbwUs GÛ WvBs wgjm& wjt 
ivgvievM, KzZzecyi, dZzjøv, bvivqYMÄ| 
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jK AvDU / U¨vM AvDU bxwZgvjv 
 

 
‡Kv¤úvbx cwjwm 
(Company Policy) t 

‡g‡Uªv wbwUs GÛ WvBs wgjm& wjt GKwU 100% ißvbxg~Lx bxU K‡¤úvwRU †cvkvK cÖ¯‘ZKvix 

¯^bvgab¨ cÖwZôvb| GB cÖwZôv‡b wb‡qvwRZ mKj kªwgK Kg©Pvixi hveZxq AwaKvi, my‡hvM, 

myiÿv cÖPwjZ AvBb I evqvi‡`i Pvwn`v Abyhvqx cwiPvwjZ nq| ex-Kb KZ…©c¶ jK AvDU / 

U¨vM AvDU bxwZgvjvi †¶‡Î ¯’vbxq ¯^v¯’¨ m¤úwK©Z AvBb I wewagvjv Abyhvqx mywbw ©̀ó bxZgvjv 

AbymiY K‡i _v‡Kb|  

ex-Kb KZ…©cÿ me©`v kw³ wbqš¿b wb‡`©wkKv kªwgK‡`i cÖ`vb Ki‡e Ges kªwgK‡`i cÖwk¶b 

cª`vb `¶Zvi mwnZ cwi`k©b Ki‡Z n‡e hvnv‡Z †Kvb kªwgK †Kvb mvwfwms A_ev †gBbU¨v‡bÝ 

A_ev †gwkb ev hš¿cvwZi †givg‡Zi c~‡e©B Zvnv‡K m¤¢ve¨ SuywK m¤ú‡K© AewnZ Ki‡Z n‡e| 

¶wZ I AvnZ  nIqv †_‡K gy³ _vKvi Rb¨ cÖ_‡gB †gwkb I hš¿cvwZ †_‡K we`y¨r kw³i jvBb 

wew”Qbœ K‡i w`‡Z n‡e Ges kw³i Kvh© KvwiZv eÜ K‡i w`‡Z n‡e| 

†gwkb ev hš¿cvwZ †_‡K we ỳ¨r kw³ eÜ K‡i w`‡Z n‡e A_ev myBPwU jK A_ev wec` ms‡KZ 

U¨vM w`‡q †j‡ej K‡i w`‡Z n‡e| 

D‡Ïk¨ (Objective) t ‡g‡Uªv wbwUs GÛ WvBs wgjm& wjt Gi D‡Ïk¨ n‡”Q GKwU my-cwiKwíZ ev Í̄e m¤cbœ jK AvDU / 
U¨vM AvDU bxwZgvjv cÖYqb Kiv hv‡Z K‡i kÖwg‡Ki AbvKvwÿZ ˆe ỳ¨wZK wKsev hvwš¿K ~̀N©Ubv 
†_‡K iÿv Kiv hvq|  

 

bxwZgvjvi AvIZv 
(Scope)t 

‡g‡Uªv wbwUs GÛ WvBs wgjm& wjt G wb‡qvwRZ mKj kªwgK, Kg©Pvixi I Kg©KZ©vi Rb¨ G 
bxwZgvjv cÖ‡hvR¨ n‡e| GKB mv‡_ ‡g‡Uªv wbwUs GÛ WvBs wgjm& wjt Gi mv‡_ hviv e¨emvqxK 
wewfbœ Kg©K‡Û RwiZ Zv‡`i †¶‡ÎI G bxwZgvjv cÖ‡hvR¨ n‡e|  

m~Î 
(Referrence)cÖ‡hvR¨ 
AvBb mg~n t  

GB bxwZgvjvi †¶‡Î cÖPwjZ Zwor m¤úwK©Z AvBb 1910, ms‡kvabx Zwor AvBb 2012, I 
Zwor wewagvjv 1937 AbymiY Kiv nq|  

Organization Chart / Organogram 
bxwZgvjv ev¯Íevqb Kivi 
`vqxZ¡cÖvß e¨w³/e¨e ’̄vcbv 
KZ…©c¶  (Person 

esponsible for 
Implement Policy) 

 
 
 
 

 
 

‡g‡Uªv wbwUs GÛ WvBs wgjm& wjt 
ivgvievM, KzZzecyi, dZzjøv, bvivqYMÄ 

 
 

bxwZgvjvi bvg t jK AvDU / U¨vM AvDU cwjwm 

cwjwm ïiæi ZvwiL t AvMó 2015 

cieZ©x ms‡kva‡bi ZvwiL t 01/01/2024 

ms‡kva‡bi bv¤^vi t 04 

M.D/Director 

GM (Maintenance) 
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Procedure / Routines 
‡Kv¤úvbxi bxwZmg~n 
ev Í̄evqb Kivi bxwZgvjv 
(Procedure for 

Implementation the 

Policy) t  

1.  ex-Kb KZ…©cÿ Aek¨B kw³ wbqš¿‡bi Rb¨ GKwU wjwLZ bxwZ †bvwUk †ev‡W© Szwj‡q w`‡eb hvnv 
wbb¥iƒc t 

  K) wbivc` K‡Ri Rb¨ wb‡b¥i Kvh©cÖbvjx eb©bv Kiv nq| 
#  SuwKc~b© Kv‡Ri mv‡_ kªwgK‡`i cwiwPZ K‡i †`Iqv nq| 
#  kw³wenxb SywK A_ev wbKUeZx© hš¿cvwZi mv‡_ cwiwPZ K‡i ‡`Iqv nq| 
#  mKj kw³ cÖwZ‡iva Kivi Rb¨ †KŠkj K‡i wew”Qbœ K‡i ‡`Iqv nq A-Aby‡gvw`Z e¨w³i 

cÖ‡ek wb‡la Ggb GKwU jK AvDU, U¨vM AvDU (Lockout/Tagout) †cvóvi Uvwb‡q 
‡`Iqv nq| 

#  kw³ wew”Qbœ Kiv nq, eÜ Kiv nq A_ev AcPq `~i Kiv nq GgbwK wbKUeZx© mKj 
hš¿cvwZ eÜ K‡i ‡`Iqv nq| 

# KvR Kivi c~‡e© kw³ wew”Qbœ Kiv n‡q‡Q wKbv †mw`‡K †Lqvj ivLv nq| 
#  KvR Kivi c‡i cwi¯‹vi Ges wec` gy³ n‡q‡Q wKbv j¶¨ ivLv nq| 

 L) AvbyôvwbK jK AvDU/U¨vM AvDU (Lockout / Tagout) c×wZ Abymib Kiv nq| 

 M) D³ cÖwk¶‡b mKj kªwgKiv Dcw ’̄Z _v‡K| 

2.  †gBb‡U‡bÝ wefvM SuywK hy³ ’̄vbwU Aek¨B wbw`©ó K‡i ‡`Iqv nq Ges †j‡fj hy³ K‡i ‡`Iqv 
nq| 

3.   †gBb‡U‡bÝ wefvM Aek¨B Kv‡Ri ’̄v‡b cwi`k©b K‡i, mKj kw³i Drm wba©vib K‡i, Zvnv 
Aek¨B ms ’̄cb Kiv, †gBb‡U‡bÝ Kiv, mvwf©m Kiv A_ev cybt ms‡hvM Kivi c~‡e©B Rvbv‡bv nq| 
SuywK hy³ kw³ _vK‡Z cv‡i †hgb: wgw ¿̄ Kv‡Ri kw³ m¤¢vebxq A_ev ¸`vgRvZ Kib kw³, 
ˆe`y¨wZK kw³, ZvcNwUZ kw³ A_ev K¨wgK¨v‡ji cÖwZwµqv, †eªKvi c¨v‡bj K‡bUªvj fvjf 
†_‡K kw³ wew”Qbœ K‡i cwi¯‹vi fv‡e †gvoK (Lavel) K‡i ‡`Iqv nq| 

4.  KvR Kivi c~‡e© Aek¨B wVKv`viMb‡K SuywKgy³ Kivi Rb¨ kw³ wew”Qbœ K‡i ‡`q, eÜ K‡i ‡`q 
A_ev ms‡hvM wew”Qbœ K‡i ‡`q| 

5.  hv‡Z SuywK bv _v‡K Zvi mg¯Í e¨e ’̄v MÖnb Kiv nq| 

6.  kw³ wew”Qbœ / eÜ Ki‡Z n‡j wb‡b¥i c×wZ Abymib Ki‡Z n‡e| 

# †givg‡Zi mgq myBP A_ev gU‡ii jvBb eÜ Kiv nq| 

# mvwK©U e· †_‡K kw³ eÜ Kiv nq| 

#  b‡ji wfZi w`‡q cÖevwnZ Zij ev¯ú (M¨vm, Zij, evZvm) A_ev evqyPvwjZ A_ev 
evZvm PvwjZ bj ¸‡jv fvjf& Øviv jvBb ¸‡jv AvUwK‡q w`Iqv nq, nv‡Zi Av½yj hvnv‡Z 
†Rvovi Dci bv c‡o Zvi Rb¨ k³ KwVb †cøU w`‡q AvUwK‡q ‡`Iqv nq| 

#  ga¨Kl©b kw³i MwZkxjZv †_‡K i¶vi Rb¨ †gwk‡bi wewfbœ Ask eÜK‡i †`Iqv  nq| 

7. †Kvb KvR Kivi c~‡e© Aek¨B jK AvDU c×wZ Aej¤^b K‡i KvR Kiv nq| 

8.   AcPq `~i Kivi Rb¨ wb‡b¥i c×wZ Abymib Kiv nq| 

Manager (Maintenance) 

 

Deputy Manager (Maintenance) 

 

Electrician 
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#  †cÖmvi fv‡j¦i wQ ª̀ w`‡q Zij c`v_© †ei n‡Z cv‡i U¨vswK w`‡q, A_ev evqy gÛj †_‡K 
Zij c`v_© Avm‡Z cv‡i fv‡j¦i †_‡K welv³ c`v_© `vn¨ RvZxq c`v_© A_ev mve&‡÷lb 
†_‡K c`v_© †ei nIqv †_‡K cÖwZ‡iva Kiv nq| 

#  MÖBbwWs Kivi mgq K¨vcvwmUvi eÜ Kiv nq| 

#  gvbwmK hš¿bv `~i Kivi Rb¨ jvdvwb Sb©v eÜ Kiv nq|  

#  Af¨všÍixb kw³ †_‡K i¶vi Rb¨ mg Í̄ †gwkb wew”Qbœ Kiv nq| 

9. wbivcËvi Rb¨ mKj kw³i K‡›Uªvj c¨v‡b‡ji Dci wfbœ wfbœ fv‡e jK AvDU / U¨vM AvDU 
†cvóvi jvMv‡bv nq| 

10. KvR ïiæi c~‡e© mg Í̄ RvqMv cwi`k©b Kiv nq| 

11. mwVK I wbivc` fv‡e KvR Kivi Rb¨ Aek¨B `¶Zv m¤úbœ e¨w³ Øviv KvR Kiv‡bv nq| 

12. AwfÁZv m¤úbœ e¨w³ cÖ_‡g ’̄vbwU cwi`k©b K‡i †h, KvR Ki‡j †Kvb cÖKvi SuywK n‡e bv Zvici 
jK AvDU / U¨vM AvDU (Lockout / Tagout) †cvóvi jvwM‡q KvR Kiv‡bv nq| 

13. Aek¨B mg Í̄ kªwgK‡`i SuywK hy³ Kv‡Ri mvavib avibv ‡`Iqv nq Ges wKfv‡e jK AvDU / U¨vM 
AvDU Ki‡e Zvnv we Í̄vwiZ ejv nq| 

14. kw³ wbqš¿‡bi c×wZ m¤ú‡K© wfbœ wfbœ fv‡e mKj kªwgK‡`i eQ‡i GK (1) evi cwi`k©b K‡i 
eySv‡bv nq| 

15. Aek¨B Drcv`bKvix‡K DrmvwnZ Ki‡e †h, fvjf& myBP Ges Ab¨vb¨ hš¿cvwZ mn‡RB jK AvDU 
Lockout c×wZ e¨envi Ki‡j SzwK gy³ _vKv hvq| 

16. wVKv`viMb Aek¨B wba©vib Ki‡e Ges wfbœ wfbœ  c×wZ ev Í̄evwqZ Ki‡e SzwK gy³ Kivi Rb¨| 
mevB‡K SuywK †_‡K gy³i Rb¨ †gBb myBP eÜ Ki‡Z n‡e, hš¿cvwZ wew”Qbœ Ki‡Z n‡e jK AvDU 
/ U¨vM AvDU (Lockout / Tagout) jvMv‡Z n‡e| kw³ †_‡K wew”Qbœ Ki‡Z n‡e Ges wew”Qbœ 
Kiv n‡q‡Q wKbv Zvnv ch©‡e¶b Ki‡e| 

17. †gwkb cwi`k©b, Kgx©‡`i wbivc` ivLvi Rb¨ Aek¨B jK AvDU / U¨vM AvDU e¨envi Kiv nq| 

18. hw` hš¿cvwZ cix¶v Kiv A_ev mvwf©wms Kiv A_ev evwn‡ii wVKv`vi Mb KvR Ki‡Z Av‡m Zvn‡j 
Aek¨B jK AvDU I U¨vM AvDU †cvóvi e¨venvi Kiv nq| 

`vwqZ¡cÖvß e¨w³‡`i KvR 
(Responsibility of 
Assigned 
Person)t 

KviLvbvi mKj‡K GB wel‡q m‡PZb Kivi Rb¨ `vwqZ¡cÖvß e¨w³MY ÒjK AvDU / U¨vM AvDU 
bxwZgvjvÓ †bvwUk‡ev‡W© Uvwb‡q w`‡eb Ges KviLvbvi Af¨šÍ‡i †Kvb kªwgK‡K †Kvb cÖKvi ÒjK AvDU 
/ U¨vM AvDU bxwZgvjvÓ AvIZvf~³ bq Ggb Kv‡R eva¨ K‡i KvR Av`vq bv Kiv nq Zv wbwðZ Kivi 
Rb¨ GBP.Avi, Kgcøv‡qÝ Ges I‡qj‡dqvi AwdmviMY m`v mRvM _vK‡eb Ges Gai‡bi †Kvb NUbv 
hw` N‡U Z‡e Zv wbgœwjwLZ Dcv‡q Z`šÍ mv‡c‡¶ mgvavb Ki‡eb| 
Awf‡hvM (Complain) t ‡g‡Uªv wbwUs GÛ WvBs wgjm& wjt ‡Z Kg©iZ †h ‡Kvb Kg©KZ©v, Kg©Pvix I 
kªwg‡Ki weiæ‡× ÒjK AvDU / U¨vM AvDU bxwZgvjvÓ Gi cwicš’x †Kvb Awf‡hvM cvIqv †M‡j 
`vwqZ¡cÖvß e¨w³MY Zvi weiæ‡× kvw Í̄g~jK e¨e ’̄v MÖnY Ki‡Z cvi‡eb| 
Z`šÍ (Investigation) t G ai‡bi †Kvb Awf‡hvM cvIqv †M‡j Zr¶wYKfv‡e cÖ‡qvRbxq AvBbvbyM 
e¨e ’̄v MÖnY Kiv n‡e| 

mivmwi ch©‡e¶‡bi `vwqZ¡ 
(Monitoring) t 

gnv-e¨e ’̄vcK (cÖkvmb, gvbe m¤ú` I Kgcøv‡qÝ), wmwbt e¨e ’̄vcK (cÖkvmb, gvbe m¤ú` I 
Kgcøv‡qÝ), I‡qj †dqvi wefvM, Drcv`b wefvM, mgq wbqš¿bKvix wefvM Ges mswkøó wefvMxq cÖavb| 
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cÖwk¶Y I bw_e×KiY 
(Trining & 
Documention)| 

`vwqZ¡cÖvß e¨w³ Kg©‡¶‡Î cÖwk¶‡Yi gva¨‡g kªwgK Kg©PvixMY‡K ÒjK AvDU / U¨vM AvDU bxwZgvjvÓ 
m¤ú‡K© AewnZ Ki‡eb Ges kªwgK‡`i †gŠwjK gvbewaKvi wbwðZ Kivi Rb¨ cÖ‡qvRbxq c`‡¶c 
wb‡eb Ges Kg©‡¶‡Î Gi cÖ‡qv‡Mi w`Kwb‡`©kbv w`‡eb Ges G msµvšÍ mKj †iKW© msi¶Y Ki‡eb|  
G msµvšÍ mgy`q bw_cÎvw` gvbe m¤ú` wefv‡M msi¶Y Kiv n‡e Ges cieZ©x †h‡Kvb mg‡q Zv hvPvB 
Kivi Rb¨ msiw¶Z _vK‡e| 

Communication and Implementation 

bxwZgvjv m¤ú‡K© m‡PZbZv 
Ges ev Í̄evqb 
(Awarness & 
Implemention of 
Procedure)t 

K) I‡qj‡dqvi Awdmvi GB bxwZgvjv m¤ú‡K© mK‡ji g‡a¨ m‡PZb Kvivi Rb¨ Bnv †bvwUk‡ev‡W© 
Uvwb‡q w`‡eb| 
L) KviLvbvi `vwqZ¡cÖvß e¨w³ GB bxwZgvjv m¤ú‡K© mswkøó mKj‡K cÖ‡qvRbxq cwk¶Y cÖ`vb Ki‡eb| 
cÖwZ GK gvm ci ci Kj¨vb Kg©KZ©v GB bxwZgvjv m¤ú‡K© wc.G wm‡÷g I mivmwi cÖwkÿ‡bi gva¨‡g 
mKj‡K AewnZ Ki‡eb| 
M) GB bxwZgvjv h_vhZfv‡e cvjb Kiv n‡”Q wKbv Zv wbwðZ Ki‡Z cÖwZgv‡mB gnv- e¨e ’̄vcK 
(GWwgb, GBP.Avi I Kgcøv‡qÝ) KZ…©K g‡bvbxZ cÖwZwbwa KviLvbv cwi`k©b Ki‡eb I wi‡cvU© †ck 
Ki‡eb| 

wdWe¨vK / djveZ©b 
K‡›Uªvj (Feed Back 
& Control) t 

K) GB bxwZgvjv h_vhZfv‡e cvjb Kiv n‡”Q wKbv Zv wbwðZ Ki‡Z GKwU †PKwj÷ ‰Zix Kiv 
n‡q‡Q| KviLvbvi GBP.Avi cÖwZwbwa Ges I‡qj‡dqvi Awdmvi GB †PKwj÷ Abymib K‡i bxwZgvjvi 
h_vhZ ev Í̄evqb n‡”Q wKbv Zvi wdWe¨vK MÖnY Ki‡eb| 
L) GB bxwZgvjv h_vhZfv‡e cvjb Kiv n‡”Q wKbv Zv wbwðZ Ki‡Z cÖwZgv‡mB gnv- e¨e ’̄vcK 
(GWwgb, GBP.Avi I Kgcøv‡qÝ) KZ…©K g‡bvbxZ cÖwZwbwa KviLvbv cwi`k©b Ki‡eb I D³ †PKwj÷ 
†_‡K wdWe¨vK wb‡eb I  wi‡cvU© †ck Ki‡eb| 

mf¨Zvi µgweKv‡ki mv‡_ mv‡_ Mv‡g©›Um wk‡íi Pvwn`v w`b w`b †e‡oB Pj‡Q| evsjv‡`‡ki.ˆZwi †cvlvK wk‡íi gvb BwZg‡a¨B ewnt 
we‡k¦ GKwU ¯̂Zš¿ cwiPq Lyu‡R †c‡Z m¶g n‡q‡Q| ZvB GB wk‡íi gva¨‡g ˆe‡`wkK gy`ªv AR©‡bi GB MwZ‡K Z¡ivwš̂Z Ki‡Z n‡j, 
GB wkí‡K evuwP‡q ivL‡Z n‡j cÖ_‡gB `„wócvZ Ki‡Z n‡e Gi cªvY kw³i w`‡K| Avi Zv n‡jv GB wk‡í Kg©iZ kªwgK-Kg©Pvix| 
GKwU ¯̂v ’̄¨ m¤§Z cwi‡ek, Rvb-gv‡ji wbivcËv- cÖwZwU kªwgK-Kg©Pvix‡K wbRK‡g© Av‡iv AbycÖvwYZ Ki‡e, evo‡e Drcv`b| 
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jK AvDU/U¨vM AvDU bxwZgvjv hvPvB KiY 
Lock Out / Tag Out Policy Check List 

 
KviLvbvi bvg t ‡g‡Uªv wbwUs GÛ WvBs wgjm& wjt 
cwjwmi bvg t jK AvDU / U¨vM AvDU bxwZ| 
AwWUit------------------------------------- 
ZvwiLt-------------------------------------- 
 

µwgK 
bs 

hvPvB Kib welq n&u¨v bv gšÍe¨ 

1 jK AvDU I U¨vM AvDU bxwZ †bvwUk †ev‡W© Uvwb‡q ‡`qv n‡q‡Q wKbv?    
2 bxwZgvjv m¤ú‡K© mswkøó mKj‡K cÖ‡qvRbxq cÖwk¶b cÖ`vb Kiv n‡q‡Q wKbv?    
3 jK AvDU I U¨vM AvDU bxwZ cwicš’x nIqvi Kvi‡b Zvi weiæ‡× e¨e ’̄v MÖnxZ 

nq wK bv? 
   

4 jK AvDU I U¨vM AvDU bxwZ mwVK fv‡e AbymiY Kiv nq wK bv?    
5 KvR Kivi c~‡e© mKj ms‡hvM wew”Qbœ Kiv nq wK bv?    
6 mwVK fv‡e I mgq gZ jK AvDU / U¨vM AvDU †cvóvi jvwM‡q †`Iqv nq wK 

bv? 
   

7 KvR †kl Kivi c‡i cwi®‹vi I wec`gy³ Kiv n‡q‡Q wK bv?     
 

 



nªvmKiY, cybte¨venvi I cybtcÖwµqv RvZKiY c×wZ I bxwZgvjv 

Policy on Reduce, Reuse & Recycle (3R) 

1.f‚wgKv (General Information) :  gvbyl I Zvi mKj Kg©KvÐ cwi‡e‡ki Dcv`vb mg~‡ni Dci m¤ú~Y©fv‡e wbf©ikxj †hgb ïaygvÎ 

gvby‡li MVb, AvKvi - AvK…wZ, e¨enviB bq †Kvb wkí †Kv_vq M‡o DV‡e ‡mUvI wbf©i K‡i| ZvB cªvYxK~j‡K wUKx‡q ivLvi Rb¨ AvaywbK 

wek¦‡K evm †hvM¨ K‡i M‡o †Zvjv I mvg‡bi w`‡K GwM‡q wb‡Z cwi‡ek e¨e¯’vcbvi Dci hšÍkxj nIqv Qvov †Kvb weKí †bB| GiB 

avivevwnKZvq d¨v±ixi wfZi I evwn‡i Dchy³ ¯^v¯’¨m¤§Z cwi‡ek, cwi¯‹vi-cwi”QbœZv I wbivcËv wbwðZK‡i KviLvbvi 

Drcv`b cÖwµqv‡K MwZkxj ivL‡Z cjgj MÖæ‡ci e¨e¯’vcbv KZ…©cÿ AZ¨šÍ AvšÍwiK| GQvov KviLvbvi †Kvb Kg©KvÛ I 

Drcv`b cÖwµqv Øviv †hb †Kvbfv‡eB cwi‡ek `~lY bv N‡U †m e¨vcv‡iI Zviv AZ¨šÍ m‡PZb | Avi ZvB AÎ MÖæ‡ci e¨e¯’vcbv 

KZ…©cÿ hy‡Mvc‡hvMx 3R bxwZ cÖbqY I ev¯Íevq‡b e×cwiKi|  

 

1.1Aw½Kvi (Commitment):  

KviLvbvq we`¨gvb cwi‡e‡ki Dci weiƒc cÖfve¸‡jv (Impact) Kgv‡bvi Rb¨ hy‡Mvc‡hvMx `~lYgy³ wbivc` cwi‡ek 

e¨e ’̄vcbv c×wZ cÖbqY I ev¯Íevq‡b gva¨‡g KviLvbvi Drcv`b cÖwµqv‡K MwZkxj ivL‡Z Ges cwi‡ek cwi‡ek e¨e¯’vcbv 

c×wZi µgvMZ DbœwZ mva‡bi gva¨‡g 3R  cwjwm ev¯—evq‡b cjgj MÖy‡ci e¨e¯’vcbv KZ©…c¶ `„ofv‡e Aw½Kvie×|  

 

1.2 D‡Ïk¨ (Purpose) : 

†UKmB (Sustainable) 3R c×wZ cÖwZwôZ Kivi gva¨‡g cwi‡ekMZ weiƒc cÖfve Kwg‡q G‡b `~lYgy³ wbivc` Kg©cwi‡ek 

wbwðZ Kiv Ges R¡vjvbx Gwes cÖvK…wZK m¤c‡`i e¨venvi Kwg‡q cwi‡e‡ki AvBb I wewa mg~n evnevqb Kiv| 

 

1.3 j¶¨ (Target): 

AvaywbK cÖhyw³i e¨venvi Ges cwi‡e‡ki cÖwZ mevi m‡PZbZv e„w×i gva¨‡g cwi‡ek e¨ve¯’vcbvq wbb¥wjwLZ j¶¨ AR©‡b 

KviLvbv KZ©…c¶ e× cwiKi 

• mywbw`©ó cwi‡ek e¨ve ’̄vcbv c×wZ cÖwZôvi gva¨‡g KviLvbvq we`¨gvb cwi‡e‡ki Dci weiƒc cÖfve Kwg‡q Avbv| 

• 2020 mv‡ji g‡a¨ AZ¨vaywbK I †UKmB cÖhyw³ e¨venv†ii gva¨‡g cwi‡ekMZ `¶Zvi Zvrch©c~Y© DbœwZ mvab| 

• cÖvK…wZK m¤c` †hgb kw³ I cvwb Ges eR¨© Drcv`b BZ¨vw`i cwigvY Kgv‡bv| 

 

 

 

1.4 †idv‡iÝ (Reference): 



evsjv‡`k cwi‡ek msiÿY AvBb-1995 (ms‡kvwaZ-2010)| cwi‡ek msi¶b wewagvjv- 1997, cwi‡ekMZ cÖfve wbiƒcY 

cÖwZ‡e`b ev Environmental Impact Assessment/Environmental Management Plan (EIA/EMP) Ges 

evqv‡ii bxwZMZ AvPib wewa| 

 

1.5. cwi‡ek  e¨e¯’vcbv  c×wZt  cwi‡ek e¨e¯’vcbv ej‡Z †mB c×wZ‡KB eySvq hv GKwU cÖwZôvb‡K cwi‡ek `~lY I Gi 

cÖfve m„wóKvix Dcv`vb¸wj wbqš¿‡b ivL‡Z m‡Pó iv‡L| 3R e¨ve¯’vcbv c×wZi g~j Dcvavb¸‡jv wbb¥iƒct 

• 3R bxwZ 

• cwiKíbv 

• ev¯—evqb 

• wbix¶Y  

• e¨ve ’̄vcbv KZ©…c‡¶i ch©v‡jvPbv 

• µgvMZ Dbœqb 

 

1.5.1. gvbe m¤ú` DbœqY t cjgj MÖæ‡ci e¨e¯’vcbv KZ…©cÿ gvbe m¤ú` Dbœq‡Yi gva¨‡g Drcv`b cÖwµqv‡K MwZkxj ivLv 

mn  cwi‡ek e¨e¯’vcbv bxwZ cÖbqY I ev¯Íevq‡b m`v m‡Pó | ‡m‡ÿ‡Î e¨e¯’vcbv KZ…©cÿ KviLvbvi mKj kÖwgK, Kg©Pvix I 

Kg©KZ©v‡K  wbivc` I ¯^v¯’¨ m¤§Z Kg©cwi‡ek wbwðZ Kiv mn  wKfv‡e Zv iÿv Kiv hvq †m wel‡qi Dci h_vh_ cÖwkÿ‡Yi 

e¨e ’̄v Kiv mn  Zvi †iKW© msiÿ‡Yi c`‡ÿc MÖnY Ki‡eb |  

 

1.5.2. cwi‡ekMZ  weiƒc cÖfvemgynt KviLvbvq we`¨gvb cwi‡ekMZ cÖfve wbiƒc‡Yi Rb¨ cwi‡ekMZ cÖfve wbiƒcY mgx¶v  

ev Environmental Management Plan (EMP) Kiv nq| GB cÖwZ‡e`‡b †hB mKj Zvrch©c~Y© weiƒc cÖfve mg~n 

wPwýZ Kiv nq Zv wbb¥iƒct 

• KwVb eR¨© Drcv`b| 

• cÖvK…wZK m¤c‡`i Ae¶q| 

• MÖxb nvDR M¨vm wbtmiY Ges evqy `~lY|  

• kã `~lY, BZ¨vw`| 

 

1.5.2,1. KwVb eR¨© e¨ve¯’vcbv t KviLvbvq m„ó mKj ai‡bi ¶wZKviK Ges mvavib eR¨© mg~n cwi‡ek m¤§Z Dcv‡q msMÖn, 

msi¶Y Ges AcmviY Ki‡Z cjgj MÖƒ‡ci e¨ve¯’vcbv KZ©…c¶ e×cwiKi| me ai‡bi eR¨©mg~n Zv‡`i cÖKvi†f‡` Ges Zv‡`i 

¶wZKviK w`K we‡ePbv K‡i mwVK cÖwµqvq AcmviY Kiv nq| GQvovI eR ©̈ c`v‡_©i Drcv`b †hb Zzjbvg~jK Kg nq †mRb¨ 

mywbw`©ó j¶¨ wba©viY K‡i Zv ev¯—evqb Kiv nq| eR¨© Drcv`b Kgv‡bvi Rb¨ AZ¨vaywbK †UKmB †gwkbvwiR µq Ges †mUvi 

mywbwðZ e¨venv†ii gva¨‡g 3R cwjwmi ev¯—evqb Kiv| 

 



1.5.2.2. cÖvK…wZK m¤c‡`i Ae¶qt cjgj MÖƒ‡ci KviLvbvi Kvh©µg cwiPvjbv Ki‡Z we`¨yr, wW‡Rj, M¨vm, cvwb BZ¨vw` 

cÖvK…wZK m¤c` e¨venvi K‡i _v‡K| cÖvK…wZK m¤c‡`i m‡e©vrK…ó e¨venvi wbwðZ Ki‡Z wewfbœ cwiKíbv †bqv nq| Af¨š—

ixY Ges _vW© cvwU© Øviv R¡vjvbx kw³ wbix¶v (Energy Audit), cvwb wbix¶v (Water Audit) BZ¨vw` Kvh©µg cwiPvjbv 

Kiv nq| GB AwWU ¸‡jv †_‡K cÖvß Dcvq¸‡jv wPwýZ Kiv nq Ges cjgj MÖƒ‡ci e¨ve¯’vcbv KZ©…c¶ †mB Dcvq¸‡jv we‡ePbv 

K‡i GKwU mywbw`©ó j¶¨ wba©viY Kiv nq| GB wba©vwiZ j¶¨ eQi †k‡l cjgj MÖƒ‡ci e¨ve¯’vcbv KZ©…c¶ KZ©…K ch©v‡jvPbv 

Kiv nq|  

 

1.5.2.3  evqy ~̀lY †ivat KviLvbvq R¡vjvbx kw³i e¨venv‡ii d‡j m„ó †avuqv cwi‡ek `~l‡Yi Ab¨Zg KviY| Rxevk¥ R¡vjvbxi 

e¨venvi Kgv‡bvi gva¨‡g evqy`~lY nªvm Kiv Ges bevqb‡hvM¨ kw³i (‡mvjvi c¨v‡bj) e¨venvi K‡i evqy`~lY Kgv‡bvi j¶¨gvÎv 

wba©viY Kiv nq|   

 

1.5.2.4 kã ~̀lY †ivat KviLvbvi †h mKj †gwkb D”P kã m„wó K‡i †m¸‡jv Ggbfv‡e  ¯’vcb Kiv nq †hb †m¯’v‡b Kg©iZ ev 

Av‡kcv‡ki ‡jvKRb ‡Kvbfv‡e ¶wZMÖ¯’ bv n‡Z cv‡i †m e¨vcv‡i h_vh_ c`‡ÿc MÖnY Kiv nq| D”P kã m„wóKvix mKj h‡š¿i 

h_vh_ cix¶v K‡i k‡ãi gvÎv wba©vib Ges †iKW© msiÿY Kiv nq | GQvovI †gwkbvwiR mg~n wbqwgZ BÝ‡cKkb Ges 

i¶Yv‡e¶Y Gi  gva¨‡g kã `~lY wbqš¿b Kiv nq| 

 

2. bxwZgvjv ev Í̄evqbt 

cjgj MÖæ‡c 3R e¨e¯’vcbv bxwZgvjv cÖbqY I ev¯Íevqb Kivi Rb¨ KviLvbvi cÖkvmb/gvbe m¤c`/Kgcøv‡qÝ/ cwi‡ek 

e¨e ’̄vbv/ BDwUwjwU/‡gBb‡U‡bÝ wefv‡Mi Kg©KZ©viv `vwq‡Z¡ wb‡qvwRZ _vK‡eb Ges `vwqZ¡kxj Kg©KZ©vMb c`vwaKvi ¶gZv 

e‡j `vwqZ¡ cvjb Ki‡eb | 

 

2.1 wb‡qvwRZ Kg©KZ©v‡`i AM©v‡bvMÖvg PvU© 

 

 

 

 

 

 

 

 

gnve¨e ’̄vcK 

(cÖkvmb/gvbem¤c`/ Kgcøv‡qÝ) 

cwiPvjK 

(GWwgb GÛ Kgcøv‡qÝ) 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2.2 3R e¨e ’̄vcbv bxwZgvjv  cÖbqY I ev¯Íevq‡bi Rb¨ wb‡qvwRZ Kg©KZ©v I Kg©xM‡bi `vq-`vwqZ¡ I mxgve×Zv 

 

cwiPvjK (GWwgb GÛ Kgcøv‡qÝ): 

 

KviLvbvi cwjwm Kvh©Ki Kivi Rb¨ wb‡ ©̀kbv cÖ`vb Ges wbqwgZ cÖwZ‡e`b msMÖn K‡i e¨e¯’vcbv cwiPvj‡K AewnZ Kiv Ges 

myô fv‡e ev¯Íevq‡bi Rb¨ wb‡qvwRZ Kg©KZ©vM‡Yi Revew`wni e¨e¯’v Kiv| 

 

gnve¨e¯’vcK (cÖkvmb/gvbem¤c`/ Kgcøv‡qÝ): 

3R e¨e¯’vcbv bxwZgvjv  cÖbqY I ev¯Íevq‡bi c`‡ÿc MÖnY Kiv Ges wbqwgZ cÖwZ‡e`b msMÖn K‡i wbe©vnx cwiPvjK mn 

D‡×v©Zb KZ…©cÿ‡K AewnZ Kiv|bxwZgvjv cwieZ©b I ms‡hvRb Kivi cÖ‡qvRb n‡j Zvnv m¤cbœ Kiv 

 

e¨e ’̄vcK/mnKvix e¨e ’̄vcK 

cÖkvmb/gvbem¤c`/ Kgcøv‡qÝ 

wbe©vnx/wmwbqi wbe©vnx 

(‡KwgK¨vj Ges Gbfvqib†g›U) 

 

wbe©vnx/wmwbqi wbe©vnx 

BDwUwjwU Ges †gBb‡Ub¨vÝ 

 



 

e¨e ’̄vcK/mnKvix e¨e¯’vcK (cÖkvmb/gvbem¤c`/ Kgcøv‡qÝ)t  

e¨e ’̄vcK/mnKvix -e¨e¯’vcK  Gi cÖavb `vwqZ¡ KviLvbvi 3R e¨e¯’vcbv bxwZgvjv  cÖbqY I ev¯Íevq‡bi Rb¨ cÖ‡qvRbxq mKj 

e¨e ’̄v wbwðZ Kiv| 

 

wbe©vnx/wmwbqi wbe©vnx (‡KwgK¨vj Ges Gbf¨v‡ivb‡g›U): 

wbe©vnx/wmwbqi wbe©vnxi  cÖavb `vwqZ¡ I KZ©e¨ nj 3R e¨e ’̄vcbv c×wZ cÖwZôvi j‡ÿ¨ †h †Kvb wmÜvšÍ ev¯Íevqb mivmwi 

ZË¡veav†bi Rb¨ `vwqZ¡ cvjb Kiv| GQvovI wewfb¨ ai‡bi mfv Ges cÖwk¶Y Gi e¨ve¯’v Ki‡eb| 

wbe©vnx/wmwbqi wbe©vnx (BDwUwjwU Ges †gBb‡Ub¨vÝ) 

3R e¨e¯’vcbv c×wZ cÖwZôvi j‡ÿ¨ M„nxZ wmÜvšÍ  ev¯Íevqb Ki‡eb| 

 

3| c×wZ I iywUb (Procedure & Routines ) 

3.1. bxwZgvjv ev¯Íevqb  ( Policy  Implementation): 

 

Kvh©µg (wK) c×wZ (wKfv‡e) `vwqZ¡cÖvß c`we (‡K) KLb mgq KviY 

(‡Kb) 

3.1.K. gvbe m¤ú` 

DbœqY 

e¨e ’̄vcbv KZ…©cÿ KviLvbvi mKj kÖwgK, 

Kg©Pvix I Kg©KZ©v‡K  wbivc` I ¯^v¯’¨ m¤§Z 

Kg©cwi‡ek wbwðZ Kiv mn  wKfv‡e Zv iÿv 

Kiv hvq †m wel‡qi Dci h_vh_ cÖwkÿ‡Yi 

e¨e ’̄v Kiv mn  Zvi †iKW© msiÿ‡Yi c`‡ÿc 

MÖnY K‡ib |  

 

wbe©vnx/wmwbqi wbe©vnx 

(cÖkvmb/gvbem¤c`/ 

Kgcøv‡qÝ/ 

Gbf¨v‡ivb‡g›U) 

 

iywUb 

Abyhvqx 
Kvh©Ki 

nIqvi 

ci ci 

1.2 

3.1.L) KwVb eR ©̈ 

e¨ve ’̄vcbv  

Drcv`b cÖwµqv †_‡K Drcbœ eR¨© 

cwi‡ekevÜe Dcv‡q AcmviY Kivi c`‡ÿc 

MÖnY Ki‡eb| 

 

wbe©vnx/wmwbqi wbe©vnx 

(cÖkvmb/gvbem¤c`/ 

Kgcøv‡qÝ/ BDwUwjwU 

Ges †gBb‡Ub¨vÝ, 
Gbf¨v‡ivb‡g›U) 

iywUb 

Abyhvqx 
Kvh©Ki 

nIqvi 

ci ci 

1.5.2.1 

3.1.M) cÖvK…wZK 

m¤c‡`i Ae¶q 

cÖvK…wZK m¤c‡`i Ae¶q †iv‡ai Rb¨ AwWU 

mn wewfb¨ c`‡ÿc MÖnY Ki‡eb| 

wbe©vnx/wmwbqi wbe©vnx 

(cÖkvmb/gvbem¤c`/ 

Kgcøv‡qÝ/ BDwUwjwU 

iywUb 

Abyhvqx 

Kvh©Ki 

nIqvi 

1.5.2.2 



 

 

Ges †gBb‡Ub¨vÝ, 
Gbf¨v‡ivb‡g›U) 

ci ci 

3.1.N evqy `~lY †iva KviLvbvi Af¨šÍ‡i kªwgK‡`i ¯^v¯’¨ m¤§Z 

evZvm cÖvwß wbwðZ Ki‡Z KviLvbvi wfZ‡i ev 

†Kvb e× ¯’v‡b ch©vß G·Rvó d¨v‡bi e¨e¯’v 

Ki‡Z n‡e Ges wbqwgZ iÿbv‡eÿY  Kiv mn 

†iKW© msiÿY Ki‡Z n‡e Ges óªxg ‡_‡K 

Drcbœ †avqv †hb KviLvbvi kªwgK I ¯’vbxq 

Rbmvavi‡bi ¯^v¯’¨nvwbi KviY bv nq †m 

e¨vcv‡i h_vh_ c`‡ÿc MÖnY Ki‡Z n‡e| 

 

wbe©vnx/wmwbqi wbe©vnx 

(cÖkvmb/gvbem¤c`/ 

Kgcøv‡qÝ/ BDwUwjwU 

Ges †gBb‡Ub¨vÝ, 
Gbf¨v‡ivb‡g›U) 

iywUb 

Abyhvqx 

Kvh©Ki 

nIqvi 

ci ci 

1.5.2.3 

3.1.O) kã ~̀lY 

†iva 

‡h mKj †gwkb Pvj‡bvi mgq gvbe †`‡ni 

MÖnb‡hvM¨ gvÎvi(80 wW we ) †P‡q kã m„wó 

K‡i, †m mKj †gwk‡bi Acv‡iUi‡`i D³ kã 

gvÎv cÖwZ‡ivaK †nW †mU ( Ear plug ) 

e¨envi Ki‡Z n‡e Ges D”P kã m„wóKvix 

mKj h‡š¿i h_vh_ cix¶v K‡i k‡ãi gvÎv 

wba©vib Ges †iKW© msiÿY Ki‡Z n‡e | 

wbe©vnx/wmwbqi wbe©vnx 

(cÖkvmb/gvbem¤c`/ 

Kgcøv‡qÝ/ BDwUwjwU 

Ges †gBb‡Ub¨vÝ, 
Gbf¨v‡ivb‡g›U ) 

iywUb 

Abyhvqx 

Kvh©Ki 

nIqvi 

ci ci 

1.5.2.4 

 

 

 

 

 

 

 

 

 

 

 

 

 



3.2 ev¯ÍevqY iæwUb (Implementation Routines): 

Kvh©µg (wK) c×wZ 

(wKfv‡e/‡hvMv‡hv‡Mi 

wbqgKvbyb) 

`vwqZ¡cÖvß c`we (‡K) KLb mgq KviY 

3.2 K) cwjwm 

Kvh©Kix `‡ji 

m‡½ †hvMv‡hvM 

¯’vcb Kiv| 

wgwUs/m‡PZbZvg~jK 

(wgwUs Gi †iKW© msi¶b 

Kiv) 

e¨e ’̄vcK/mnKvix 

e¨e ’̄vcK 

cÖkvmb/gvbem¤c`/ 

Kgcøv‡qÝ 

 

cwjwmi cÖwZôv/ms‡kvab 

Kivi ci 

Kvh©Ki 

nIqvi 

ci/ms‡kvab 

Kivi ci 

(15 w`b) 

1.2 

3.2 L)e¨e ’̄vcbv 

KZ©…c¶ Gi m‡½ 

†hvMv‡hvM ’̄vcb 

Kiv 

wgwUs/m‡PZbZvg~jK 

(wgwUs Gi †iKW© msi¶b 

Kiv) 

e¨e ’̄vcK/mnKvix 

e¨e ’̄vcK 

cÖkvmb/gvbem¤c`/ 

Kgcøv‡qÝ 

 

 

cwjwmi cÖwZôv/ms‡kvab 

Kivi ci 

Kvh©Ki 

nIqvi 

ci/ms‡kvab 

Kivi ci 

(15 w`b) 

1.2 

3.2 M) wgW 

†j‡fj e¨e ’̄vcbv  

KZ©…c¶  m‡½ 

†hvMv‡hvM ’̄vcb 

Kiv  

wgwUs/m‡PZbZvg~jK 

cÖwk¶b 

(wgwUs Gi †iKW© msi¶b 

Kiv,‡bvwU‡ki gva¨‡g) 

wbe©vnx/ wmwbqi wbe©vnx 

(‡KwgK¨vj Ges 

Gbf¨v‡ivb‡g›U)/ 

Kgcøv‡qÝ 

 

cwjwmi cÖwZôv/ms‡kvab 

Kivi ci 

Kvh©Ki 

nIqvi 

ci/ms‡kvab 

Kivi ci 

(15 w`b) 

 

1.2 

3.2 N) ’̄vqx 

kªwg‡Ki mv‡_ 

†hvMv‡hvM ’̄vcb 

Kiv 

 

wgwUs/m‡PZbZvg~jK 

cÖwk¶b/wcG/‡bvwUk †evW© 

(wgwUs Gi †iKW© msi¶b 

Kiv) 

wbe©vnx/ wmwbqi wbe©vnx 

(‡KwgK¨vj Ges 

Gbf¨v‡ivb‡g›U)/ 

Kgcøv‡qÝ 

 

wgwUs/m‡PZbZvg~jK 

cÖwk¶b- cÖwZgv‡m 1 evi, 

wc G wm‡óg  

†bvwUk †evW©  

 

cÖwk¶‡bi 

mgqm~wP 
1.2 

 

 

 

 

3.2 O) bZzb 

wb‡qvMcÖvß 

kªwg‡Ki mv‡_ 

†hvMv‡hvM ’̄vcb 

wgwUs/m‡PZbZvg~jK 

cÖwk¶b/wcG/‡bvwUk †evW© 

(wgwUs Gi †iKW© msi¶b 

wbe©vnx/ wmwbqi wbe©vnx 

(‡KwgK¨vj Ges 

Gbf¨v‡ivb‡g›U)/ 

†hvM`v‡bi ciciB Awi‡q‡›Ukb 

mgqm~wP 

1.2 



 

 

 

 

 

Kiv Kiv) Kgcøv‡qÝ 
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01.f~wgKv t AvšÍR©vwZK kÖg ms¯’vi 189bs Kvb‡fbkb Abymv‡i Awfevmx Kgx© n‡jb Ggb †h †Kvb e¨w³ hviv cwiev‡ii Ae¯’vi DbœwZ Ki‡Z 
Ges wb‡Ri fwel¨Z‡K DbœZ Ki‡Z GK AÂj †_‡K Ab¨ AÂ‡j wM‡q KvR K‡ib| ‡g‡Uªv mg¯Í AvBbx cÖ‡qvRbxqZv †g‡b Awfevmx ¯^‡`kx 
kÖwgK‡`i wb‡qvM K‡i _v‡K| 
 

1.1 D‡Ïk¨ (Purpose) t mK‡ji Rb¨ mgvb my‡hvM †i‡L PvKzix msµvšÍ bxwZgvjv I Awfevmx ¯^‡`kx kÖwgK Kg©Pvix wb‡qvM cÖwµqv `ÿfv‡e 
ev¯Íevq‡bi j‡ÿ¨ GB bxwZgvjv cÖbqY Kiv n‡q‡Q| 
 

1.2 ‡idv‡iÝ (Reference) t AvBGjI Kb‡fbkb, MYcÖRvZš¿x evsjv‡`k miKvi KZ ©…K Aby‡gvw`Z 2006 mv‡ji kÖg AvBb (ms‡kvwaZ 
2013 I 2018), kÖg wewagvjv 2015, Ges evqv‡ii bxwZMZ AvPiY wewagvjv Abyhvqx cÖYxZ| 
 

1.3 cÖwZkÖæwZ (Commitment) t RvwZ, eY©, wj½, ag©, ivR‰bwZK m¤̂Ü ev gZvgZ, জাতীয় নিষ্কাশি, mvgvwRK Drm, AÿgZv, এইচআইনি / 

এইডস নিনত, য ৌি দৃনিিনি, গিভ াবিা / মাতৃত্বের নিনত, বববানিক অবিা, বয়স বা জাতীয়তা, kÖg msN ev Ab¨ †Kvb ˆea msMV‡bi m`m¨Zvi BZ¨vw` 

Gi †ÿ‡Î mgvb my‡hvM †i‡L Awfevmx ¯^‡`kx kÖwgK Kg©Pvix wb‡qvM cÖwµqv m¤úbœ K‡i Zv‡`i Kv‡Ri myôz cwi‡ek cÖ`vb Ki‡Z ‡g‡Uªv wbwUs GÛ 
WvBs wgjm& wjt A½xKvie×| 
 

1.4 jÿ¨ (Target) t cÖPwjZ kÖg AvBb I AvšÍR©vwZK AvBb Ges evqv‡ii bxwZMZ AvPiY wewa Abymv‡i Awfevmx ¯^‡`kx kÖwgK Kg©Pvix wb‡qvM 
bxwZi myôz ev¯Íevqb wbwðZ K‡i Drcv`b cÖwµqv‡K MwZkxj ivLv| 
 

1.5 bxwZgvjv (Policy) t   

‡g‡Uªv wbwUs GÛ WvBs wgjm& wjt ¯’vbxq kÖwgK wb‡qv‡Mi cvkvcvwk Awfevmx ¯^‡`kx kÖwgK wb‡qvM K‡i _v‡Kb wKš‘ we‡`kx Awfevmx kÖwgK wb‡qvM 
K‡ib bv| Z‡e fwel¨‡Z hw` we‡`kx Awfevmx kÖwgK wb‡qv‡Mi cÖ‡qvRb nq Z‡e me ai‡bi Legal requirement ‡g‡b wb‡qvM Ki‡eb| 
‡g‡Uªv ‡Kvb †ckvq ev cÖwZôv‡b †Kvb AcÖvß eq¯‹ Awfevmx ¯^‡`kx kÖwgK (18 eQ‡ii wb‡P hv‡`i eqm) wb‡qv‡M DrmvwnZ Kiv nq bv| 
Av‡e`bKvixi †gav Ges †hvM¨Zvi wfwË‡Z gvwmK gRyixi wewbg‡q Awfevmx ¯^‡`kx kÖwgK Kg©Pvix‡`i wb‡qvM cÖ`vb Kiv nq| Awfevmx ¯^‡`kx 
kÖwgK Kg©Pvix‡`i KviLvbv KZ©…K mivmwi wb‡qvM ‡`qv nq| wb‡qv‡Mi †ÿ‡Î †cvóvi, e¨vbvi, wc.G wm‡÷‡g †NvlYv, †bvwUk †evW© ev Ab¨ †Kvb 
Dcv‡q weÁvcb ‡`Iqv nq | Awfevmx ¯^‡`kx kÖwgK‡`i ¯’vbxq kÖwg‡Ki b¨vq †Kv¤úvbx Zvi cwjwm Abymv‡i mKj myweav cÖ`vb K‡ib| GLv‡b 
D‡jøL¨ †h, ‡g‡Uªv wbwUs GÛ WvBs wgjm& wjt AÎ cÖwZôv‡b †Kvb cÖKvi †nvg IqvK©vm wb‡qvM K‡ib bv|     
 

K) wb‡qvM wd Ges LiP (Recruitment Fees & Expenses): wb‡qvM eve` Av‡e`bKvixi wbKU †_‡K †Kvb UvKv/ LiP †bqv nq bv| 
wb‡qvM msµvšÍ hveZxq LiP †Kv¤úvbx enb K‡ib| wb‡qv‡Mi mgq ‡h mKj KvMR cÎ Rgv ‡bqv nq Zv nj: 

• RvZxq cwiPq c‡Îi d‡UvKwc A_ev Rb¥ wbeÜ‡bi d‡UvKwc| 

• ¯’vbxq miKvi KZ…©K (wmwU Ki‡cv‡ikb, †cŠimfv ev BDwbqb cwil`) cÖ`Ë bvMwiK mb`c‡Îi d‡UvKwc| 

• Av‡e`bKvixi wk¶vMZ †hvM¨Zvi mb`c‡Îi d‡UvKwc|  

• Av‡e`bKvixi 4 Kwc cvm‡cvU© mvB‡Ri Qwe| 

• Av‡e`bKvixi bwgwbi Qwe| 
 

wb‡qv‡Mi mgq †Kvb cÖv_x©i wbKU n‡Z †Kvb cÖKvi g~j mvwU©wd‡KUm, †fvUvi AvBwW, Rb¥ wbeÜb ,cvm‡cvU,© GwUGg KvW© A_ev Ab¨ †Kvb 
g~j¨evb cÖ‡qvRbxq KvMR c‡Îi g~j Kwc MÖnb Kiv nq bv Ges KviLvbvq Awfevmx ¯^‡`kx kÖwgK Kg©Pvix‡`i wb‡qv‡Mi mgq cÖPwjZ AvBb †g‡b 
Zvnvi eqm, ¯^v¯’¨ I kvwiixK mÿgZv cixÿv Kiv nq| gwnjv Kgx © wb‡qv‡Mi mgq Zvnvi Pregnancy, Virginity cixÿv Kiv nq bv| 

fwel¨‡Z Pregnant n‡Z cvi‡e bv GB g‡g© †Kvb gwnjv kÖwg‡Ki KvQ †_‡K ‡gŠwLK ev wjwLZfv‡e †Kvb A½xKvibvgv †bqv nq bv| Kg©x 

‡`kx/we‡`kx Awfevmx Kg©x‡`i Rb¨ bxwZgvjv 
(Policy for Foreign/Domestic Migrant 

Employee) 

bxwZgvjv ïiæi ZvwiL   t 20/02/2020 Bs 

ms‡kva‡bi ZvwiL t 01/01/2023 

cieZx© ms‡kva‡bi ZvwiL t 01/01/2024 Bs 

ms‡kva‡bi bv¤^vi t 01 

Ref No:  S(S)P-029(00) 
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wb‡qv‡Mi mgq Mf©wb‡ivaK e¨envi Kiv ev Ab¨ †Kvbfv‡e Rb¥ wbqš¿b Kiv m¤úwK©Z †Kvb cÖ‡qvRbxqZv ‡Kv¤úvbx KZ©„K _v‡K bv| wb‡qv‡Mi 
mgq †Kvb cÖKvi Nyl ev PvKyix cÖ`v‡bi wbwg‡Ë bM` A_© MÖnb Kiv nq bv| 
 
L) PvKzixi wb‡qvMcÎ (Employment Contracts): wb‡qvMK…Z Awfevmx ¯^‡`kx kÖwgK Kg©Pvix‡`i wb‡qv‡Mi w`‡b evsjv fvlvq 
wb‡qvMcÎ, †Kv¤úvbx cÖ`Ë cwiPqcÎ Ges kÖwgK mnvwqKv cÖ`vb Kiv nq Ges nvwRiv mdUIq¨vi Gi gva¨‡g wbwðZ Kiv nq | অিুত্বমানিত 

wb‡qvMc‡Îi GK Kwc dvB‡j ivLv nq Ges GK Kwc kÖwgK‡K mieivn Kiv nq|  
 

M) AvgvbZ (Deposits): Awfevmx ¯^‡`kx kÖwgK Kg©Pvix‡`i KvQ †_‡K †Kvb cÖKvi AvgvbZ RvgvbZ wn‡m‡e ivLv nq bv| †Kvb g~j¨evb 

m¤úwË ev KvMRcÎ RvgvbZ ivLv nq bv Ges †Kvb kZ© Av‡ivc Kiv nq bv, hv‡Z †m ¶wZMÖ¯’ nq| 

 

N) e¨vsK wnmve (Bank Accounts): Awfevmx ¯^‡`kx kÖwgK Kg©Pvix‡`i gRyix I hveZxq cvIbv e¨vs‡Ki gva¨‡g cª`vb Kiv nq| kÖwgK 

GKgvÎ Zvi e¨vsK GKvD›U wbqš¿‡bi AwaKvi iv‡L|   

 

O) miKvi KZ…©K Bmy¨K„Z cwiwPwZg~jK KvMRcÎ n¨v‡Ûwjs (Handling of Government Issued Identification Document): 

Awfevmx ¯^‡`kx kÖwgK Kg©Pvix KZ©„K cÖ`Ë mvwU©wd‡KUm, †fvUvi AvBwW, Rb¥ wbeÜb, cvm‡cvU,© GwUGg KvW© A_ev Ab¨ †Kvb g~j¨evb 

cÖ‡qvRbxq KvMRc‡Îi d‡UvKwc AZ¨šÍ hZœmnKv‡i †Kv¤úvbxi cwjwm Abyhvqx dvB‡j Kwc msiÿY Kiv nq| kÖwgK Kg©Pvixiv †h mKj KvMR 

c‡Îi d‡UvKwc Rgv †`b cÖ‡qvRb †ev‡a Zvi Kwc Awdm PjvKvjxb ‡h †Kvb mgq Awdm †_‡K msMÖn Ki‡Z cvi‡eb| 

 

P) g~j¨evb wRwbmcÎ n¨v‡Ûwjs (Handling of Valuable Possessions): kÖwgK Kg©Pvix‡`i Ab¨vb¨ g~j¨evb wRwbmcÎ Rgv ivLv nq 

bv|  

 

Q) Avevmb (Accommodations): Awfevmx ¯^‡`kx kÖwgK Kg©Pvix‡`i emev‡mi Rb¨ †Kv¤úvbx KZ…©K Avevm‡bi †Kvb e¨e¯’v Kiv nqwb| 

 

R) AvMgb Iwi‡q‡›Ukb (Arrival Orientation): Awfevmx ¯^‡`kx kÖwgK Kg©Pvix‡`i wb‡qvM m¤ú~Y© nIqvi ci Zv‡`i Iwi‡q‡›Ukb 

‡cÖvMÖv‡gi gva¨‡g †Kv¤úvbxi wbqg Kvbyb Rvwb‡q †`qv nq|  

 

S) Pjv‡divi ¯̂vaxbZv (Freedom of movement): Kg©N›Uv PjvKvjxb †h †Kvb mgq Awfevmx ¯^‡`kx kÖwgK Kg©PvixMY cvwb cvb Kivi, 

LvIqvi, Uq‡j‡U hvevi, †gwW‡Kj iæ‡g hvIqvi my‡hvM cv‡e Ges Kv‡Ri ¶wZ bv K‡i mnKg©x‡`i mv‡_ †gjv †gkvq evav cÖ`vb Kiv nq bv | 

Awfevmx ¯^‡`kx kÖwgK Kg©Pvixiv Zv‡`i †h †Kvb mgm¨vq Kg©KZ©v‡`i/ kÖvgK cÖwZwbwa‡`i/‡UªW BDwbq‡bi mv‡_ Av‡jvPbv Kivi AwaKvi 

ivL‡e|   

T) PvKzix‡Z A- ˆelg¨ (Non Discrimination of Employment): wb‡qvM c×wZ‡Z Av‡e`b c‡Î, Kv‡Ri weeibx‡Z ev Ab¨ †Kvb 
WKz‡g‡›U Av‡e`bKvixi RvwZ, eY©, wj½, ag©, ivR‰bwZK m¤̂Ü ev gZvgZ, জাতীয় নিষ্কাশি, mvgvwRK Drm, AÿgZv, এইচআইনি / এইডস নিনত, 

য ৌি দৃনিিনি, গিভ াবিা / মাতৃত্বের নিনত, বববানিক অবিা, বয়স বা জাতীয়তা kÖg msN ev Ab¨ †Kvb ˆea msMV‡bi m`m¨Zv BZ¨vw` m¤úwK©Z †Kvb 

†idv‡iÝ D‡jøL Kiv nq bv Ges hvi d‡j ˆelg¨g~jK avibv n‡Z cv‡i †m m‡ei wfwË‡Z ‡g‡Uªv †Kvb e¨w³i/kÖwg‡Ki cªwZ †Kvb ‰elg¨ K‡i bv 
ev †Kvb iKg cÿcvwZË K‡i bv| GQvovI wb‡qvM, ÿwZc~ib I c‡`vbœwZ, Kv‡Ri Ae¯’v, wbqgvbyewZ©Zv, Aemvb BZ¨vw` †ÿ‡Î †Kv¤úvbx wbR¯^ 
cwjwm, cÖwmwWDi I kÖg AvBb-2006 (ms‡kvwaZ 2013 I 2018, 2019) †g‡b KvR K‡ib, Kv‡iv cÖwZ †Kvbiæc ˆelg¨ cÖ`k©b K‡ib bv|  

 
U) PvKzix‡Z nqivbx I Ace¨envi‡iva (Harassment & Abuse in Employment): RvwZ, ag©, eY©, wbwe©‡k‡l mKj Awfevmx ¯^‡`kx 
kÖwgK Kg©Pvix‡`i Rb¨ Kg©cwi‡ek nqivbx, Drcxob I jvÂbv gy³ †i‡L kÖwg‡Ki AwaKvi cÖwZôv Kiv nq| ‡g‡Uªvi e¨e¯’vcbv KZ…©cÿ 
KviLvbvq Kg©iZ kªwgK I Kg©Pvix‡`i ˆelg¨g~jK AvPviY, †h †Kvb nqivbx ev Ace¨envi gy³, `yb©xwZ `gb I Nyl gy³ Kg©cwi‡ek Ges e¨emvi 
mv‡_ RwoZ mKj‡K †h †Kvb Ae¯’vq D³ Kvh© ev AvPi‡Y mg_©b K‡i bv| †Kvb e¨w³ hw` †Kvb Ae¯’vq Dc‡iv³ AvPiY K‡i ev KvD‡K 
DrmvwnZ K‡i Z‡e †Kv¤úvbx Zvi cÖPwjZ wbqg Abyhvqx Zvi weiæ‡× kvw¯Íg~jK e¨e¯’v MÖnY K‡i _v‡K| 

V) PvKzix‡Z k„•Ljv (Discipline in employment): Kg©‡ÿ‡Î ‡Kvb ai‡bi k„•Ljv ewn©f~Z KvR Ki‡j †Kv¤úvbx me ai‡bi kÖwg‡Ki 
†ÿ‡Î Zvi k„•Ljv bxwZ Abymv‡i cÖ‡qvRbxq e¨e¯’v MÖnY Ki‡e| 
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mnKvix gnve¨e ’̄vcK - 
cÖkvmb, gvbe m¤ú` I Kgcøv‡qÝ 

  

e¨e ’̄vcbv cwiPvjK 

W) cÖZ¨vevmb/ PvKzixi Aemvb (Repatriation/end of employment): gvwjK †h †Kvb mgq Zvi KviLvbvi ¯^v‡_© cÖ‡qvRb g‡b Ki‡j 

Awfevmx ¯^‡`kx kÖwg‡Ki cÖvc¨ UvKv cqmv cÖ`vb K‡i kÖwg‡Ki PvKzixi Aemvb NUv‡Z cvi‡eb| evsjv‡`k kÖg AvBb Abyhvqx `yBfv‡e kÖwg‡Ki 

PvKzixi Aemvb NUv‡bv nq, kÖwgK KZ ©„K PvKzix Aemvb I gvwjK KZ„©K PvKzixi Aemvb| D‡jøL¨ †h, PvKzix AemvbKv‡j gvwjK kÖg AvBb 

2006 (ms‡kvwaZ-2013 I 2018) I †Kv¤úvwbi cwjwm Abymv‡i hveZxq cvIbvw` h_vh_fv‡e cwi‡kva Ki‡eb|  

 

X) Awfevmx ¯^‡`kx kÖwgK KZ…©K Pzw³i mgvwß (Early Termination of contract by migration employee): 

kÖg AvBb 2006 (ms‡kvwaZ-2013 I 2018) Gi aviv-27 Abyhvqx Awfevmx ¯^‡`kx kÖwgK wb¤œewb©Z Dcv‡q PvKzix n‡Z B¯Ídv w`‡Z cv‡ib| 

h_vt- 

1.†Kvb ’̄vqx kÖwgK gvwjK‡K 60 w`‡bi wjwLZ †bvwUk cÖ`vb K‡i Zvi PvKzix n‡Z B¯Ídv w`‡Z cvi‡eb| 

2.  †Kvb A¯’vqx kÖwgK- 

K) gvwmK gRyixi wfwË‡Z wb‡qvwRZ kÖwg‡Ki ‡ÿ‡Î 30 w`‡bi  

L) Ab¨ kÖwg‡Ki †ÿ‡Î 14 w`‡bi wjwLZ †bvwUk cÖ`vb K‡i PvKzix †_‡K Aemvb MÖnY Ki‡Z cvi‡eb| 

3. †h †ÿ‡Î Awfevmx ¯^‡`kx kÖwgK webv †bvwU‡k PvKzix n‡Z B¯Ídv w`‡Z Pvb †m‡ÿ‡Î cÖ‡`q †bvwU‡ki cwie‡Z© †bvwUk †gqv‡`i Rb¨ gRyixi 

mg cwigvb A_© gvwjK‡K cÖ`vb K‡i B¯Ídv MÖnY Ki‡Z cvi‡eb| 

 

Y) wb‡qvMKZ©v KZ…©K Pzw³i mgvwß: (Involuntary Termination of contract by employer) 

1) kÖg AvBb 2006 (ms‡kvwaZ-2013) Gi aviv-26 Abyhvqx gvwjK wb¤œewb©Z Dcv‡q kÖwg‡Ki PvKzixi Aemvb Ki‡Z cv‡i| h_vt- 

K) gvwmK gRyixi wfwË‡Z wb‡qvwRZ kÖwg‡Ki †ÿ‡Î 120 w`‡bi  

L) Ab¨ kÖwg‡Ki ‡ÿ‡Î 60 w`‡bi wjwLZ †bvwUk cÖ`vb K‡i †Kvb ¯’vqx kÖwg‡Ki PvKzixi Aemvb Ki‡Z cvi‡eb| 

2. GB Aa¨v‡qi Ab¨Î wea„Z †Kvb cš’v QvovI gvwjK- 

K) gvwmK gRyixi wfwË‡Z wb‡qvwRZ kÖwg‡Ki †ÿ‡Î 30 w`‡bi  

L) Ab¨ kÖwg‡Ki †ÿ‡Î 14 w`‡bi wjwLZ †bvwUk cÖ`vb K‡i †Kvb A¯’vqx kÖwg‡Ki PvKzix Aemvb Ki‡Z cvi‡eb| 

3. ‡h †ÿ‡Î gvwjK webv †bvwU‡k †Kvb kÖwg‡Ki PvKzixi Aemvb Ki‡Z Pvb †m †ÿ‡Î Dcaviv 1 I 2 Gi Aaxb †bvwU‡ki cwie‡Z© †bvwUk 

†gqv‡`i Rb¨ gRyix cÖ`vb K‡i Bnv Ki‡Z cvi‡eb| 

4. ‡h †ÿ†Î GB avivi Aaxb ‡Kvb ¯’vqx kÖwg‡Ki PvKzixi Aemvb Kiv nq †m‡ÿ‡Î gvwjK kÖwgK‡K Zvi cÖ‡Z¨K m¤ú~Y© eQ‡ii PvKzixi Rb¨ 

ÿwZc~iY wn‡m‡e 30 w`‡bi g~j gRyix A_ev MÖ¨vPzBwU hv AwaK n‡e cÖ`vb Ki‡eb| Ges GB ÿwZc~iY kÖwgK‡K cÖ‡`q Ab¨vb¨ myweavi AwZwi³ 

n‡e| 

 

2.0.msMVb (Organization)t Awfevmx ¯^‡`kx kÖwgK wb‡qv‡Mi †ÿ‡Î nqivbx I ˆelg¨nxb wb‡qvM c×wZi h_vh_ Abykxjb I ‡`kxq 

Awfevmx Kg©x‡`i Rb¨ bxwZgvjvi mywbwðZ ev¯Íevq‡bi j‡ÿ¨ †g‡Uªvi e¨e¯’vcbv KZ…©c‡ÿi wb‡`©‡k cÖkvmb, gvbe m¤ú`, Kgcøv‡qÝ, I 

wmwKDwiwU wefv‡Mi Kg©KZ©vMY I mswkøó¨ KwgwUi m`m¨MY D³ cwjwm Kvh©Ki I ev¯Íevq‡bi `vwq‡Z¡ wb‡qvwRZ _vK‡eb| cwjwm Kvh©Ki Kivi 

Rb¨ wb‡qvwRZ Kg©KZv© I Kgx©M‡bi `vwqZ¡, KZ©e¨ I mxgve×Zv t 

 

 

 

 2.1. wb‡qvwRZ Kg©KZv©M‡bi AMv©‡bvMÖvg PvU© (Organization) t 
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Dce¨e ’̄vcK/mnKvix e¨e ’̄vcK  
 cÖkvmb, gvbe m¤ú` I Kgcøv‡qÝ 

 

 
 
 
 
 

 
 

 
 
 
 
 
 

 

 

 

2.2 cwjwm Kvh©K‡i wb‡qvwRZ Kg©KZv©M‡bi `vwqZ¡, KZ©e¨ I mxgve×Zv t  

e¨e ’̄vcbv cwiPvjK t  

• KviLvbvq cwjwm Kvh©K‡ii `vwq‡Z¡ wb‡qvwRZ Kg©KZv©MY‡K wb‡`k©bv cÖ`vb| 

• wb‡qvwRZ m`m¨MY‡K Revew`wni e¨e¯’v Kiv|  
 

mnKvix gnve¨e¯’vcK (cÖkvmb, gvbe m¤ú` I Kgcøv‡qÝ) t  

• KviLvbvq wb‡qvM msµvšÍ hveZxq Z‡_¨i cªwZ‡e`b msMÖn K‡i DaŸ©Zb Kg©KZ©v Ges e¨e¯’vcbv cwiPvj‡K AewnZ Kiv|  

• cÖ‡qvRbyhvqx ‡`kxq Awfevmx Kg©x‡`i wb‡qv‡Mi Aby‡gv`b Kiv|  

• ‡`kxq Awfevmx Kg©x‡`i Rb¨ wb‡qvM msµvšÍ mKj wel‡qi Z`viwK Kiv| 
 

 

Dc e¨e ’̄vcK / mnKvix e¨e¯’vcK (gvbe m¤ú` I Kgcøv‡qÝ)t  

• kÖwgK wb‡qvM msµvšÍ †h †Kvb mgm¨vi `ªæZ wb®úwË Kiv|  

• mnKvix gnve¨e¯’vc‡Ki wbKU †_‡K cª‡qvRbxq wb‡qv‡Mi Aby‡gv`b MÖnb Kiv| 

• wb‡qvM msµvšÍ mKj Z‡_¨i cÖwZ‡e`b Kiv| 

• ¯^”Q I myô wb‡qvM cÖwµqv ev¯Íevqb wbwðZ Kiv| 
 

 
 

Awdmvi - gvbe m¤ú`/cÖkvmb t   

• wb‡qv‡Mi weÁwß cÖ`vb I mvÿvr Gi mgq wba©vib Kiv| 

• AvMZ PvKzix cÖZ¨vkx‡`i ga¨ †_‡K mwVK Rbej evQvB Kiv| 

• kÖwg‡Ki KvMR c‡Îi mZ¨Zv hvPvB Kiv| 

• Av‡e`bKvix‡K cÖ‡qvRbxq Z‡_¨i wRÁvmvi gva¨‡g cÖv_wgKfv‡e wbe©vPb Kiv| 

• ZvwjKvfz³ PvKzix cÖZ¨vkx‡`i Av‡e`b cÎ c~iY Kiv| 

• Kv‡Ri aiY Abyhvqx ZvwjKvgvwdK Rbej‡K AvB B GÛ cøvwbs wefv‡Mi gva¨‡g Zv‡`i ¯^ ¯^ w¯‹j †U÷ m¤úbœ Kiv | 

• Wv³vix cixÿv m¤úb œ Kivi ci wbe©vwPZ Rbej‡K ‡gŠwLK cixÿvi Rb¨ gnve¨e¯’vcK eivei †cÖiY Kiv|    

• myôz wb‡qvM cÖwµqv wbwðZKi‡Y mnvqZv Kiv| 

• wbe©vwPZ kÖwgK‡K AvBwW KvW©, kÖwgK mnvwqKv I wb‡qvMcÎ cÖ`vb Kivmn †iKW© msiÿY Kiv| 

• Iwi‡q›Ukb †Uªwbs m¤úbœ Kivi ci wb‡qvMcÖvß kÖwgKMY‡K ¯^ ¯^ †mKkb cÖav‡bi wbKU n¯ÍvšÍi Kiv|    
 

e¨e ’̄vcK/স িঃ সির্ বাহী আই.ই t 
• wb‡qvM bxwZgvjv ev¯Íevq‡bi Rb¨ †h mKj wmÜvšÍ cÖ`vb Kiv nq Zv ev¯Íevq‡bi Rb¨ cÖ‡qvRbxq mn‡hvwMZv Kiv|  

• PvKzix cÖZ¨vwkZ Kg©x‡`i Zv‡`i ¯-̂¯^ `ÿZv Abyhvqx †eZb wba©vib K‡i GBP Avi wefvM‡K AewnZ Kiv|  
 

          †gwWK¨vj Awdmvi/Kbmvj‡U›U t                                        

• kÖg AvBb Abhvqx cÖv_wgK wbe©vwPZ Rbe‡ji eqm wbiæcY m¤úbœ Kiv| 

• Wv³vix cixÿv m¤úbœ Kivi ci kvwiixK mÿgZvi Aby‡gv`b ‡`Iqv|  
 

I‡qj‡dqvi Awdmvit  

‡gwWK¨vj 
Awdmvi 

I‡qj†dqvi 
Awdmvi 

wmwb. Awdmvi- 
gvbe m¤ú` 

 

wmwKDwiwU 
BbPvR© 

mswkøó 
KwgwU 

mswkøó 
‡mKkb 
cÖavb 
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• ‡gwW‡Kj Awdmvi Øviv eqm wbiƒcY Ges mÿgZvi cÖZ¨q‡bi ci cÖv_©xi cÖv_wgK B›UviwfD wb‡eb Ges wb‡qv‡Mi Z_¨vejx 
di‡g wjwce× Ki‡eb| 

 

wmwKDwiwU BbPvR©t 

• wb‡qvM bxwZgvjv ev¯Íevq‡bi Rb¨ †h mKj wmÜvšÍ cÖ`vb Kiv nq Zv cy•Lvbycy•Lfv‡e  ev¯Íevq‡bi Rb¨ cÖ‡qvRbxq c`‡¶c 
MÖnb I mn‡hvwMZv Kiv|  

 

mswkøó KwgwU t- 
• ‡Kv¤úvbxi cÖPwjZ wbqg Abyhvqx wb‡qvM I Pzw³ cÖwµqv ev¯ÍevqY Kiv n‡”Q wKbv Zv ch©‡eÿY Kiv Ges D×©Zb KZ…©c‡ÿi 

wbKU cÖwZ‡e`b †ck Kiv| 
mswk øó ‡mKkb cÖavb t- 

• ‡Kv¤úvbxi cÖPwjZ wbqg Abyhvqx wba©vwiZ mg‡qi g‡a¨ ¯^ ¯^ ‡mKk‡bi Manpower Requisition Form cÖkvmb, gvbe 
m¤ú` I Kgcøv‡qÝ wefv‡M Rgv †`qv| 

• wb‡qvM bxwZgvjv ev¯Íevq‡bi Rb¨ †h mKj wmÜvšÍ cÖ`vb Kiv nq Zv cy•Lvbycy•Lfv‡e  ev¯Íevq‡bi Rb¨ cÖ‡qvRbxq c`‡¶c 
MÖnb I mn‡hvwMZv Kiv|  

 

2.3. Kg©`ÿZv (Competency): cwjwm ev¯Íevq‡bi Rb¨ MwVZ AM©v‡bvMÖv‡gi c`web¨vm Abyhvqx D×©Zb Kg©KZ©vMY Zvi Aat¯Íb Kg©KZ©v‡`i 

`vwqZ¡ I KZ©e¨,  mxgve×Zv m¤ú‡K© Ges cwjwmi Dci wbqwgZ cÖwkÿY cÖ`v‡bi gva¨‡g mswkøó wel‡qi Dci Zv‡`i Kg©`ÿZv wbwðZ Ki‡e| 

cÖwkÿYcÖvß Aat¯Íb Kg©KZ©vMb Zvi cÖwkÿYjä Ávb I AwfÁZvi Av‡jv‡K cÖwZôv‡bi ga¨g ch©v‡qi Kg©KZ©v, wb‡qvM KwgwU I mvavib 

kÖwgK‡`i cÖwkÿY cÖ`vb Ki‡eb †hb cwjwm ev Í̄evq‡b mK‡ji ¯^Ztù~Z© AskMÖnY wbwðZ nq| D×©Zb e¨e ’̄vcbv KZ©„cÿ wb‡qv‡Mi Avbylw½K 

kZ©vejx I welqv`xi Dci wb‡qvM KwgwUi m`m¨‡`i cÖwkÿY cÖ`vb Ki‡eb †hb nqivbx I ˆelg¨gy³ wb‡qvM bxwZgvjvi myôz ev¯Íevqb m¤úbœ nq|  

[[  

D³ bxwZgvjv m¤ú‡K© KviLvbvq bZzb kÖwgK wb‡qv‡Mi ci cÖ‡Z¨K‡KB cwiwPwZ c‡e©i mv‡_ GKevi cÖwkÿY ‡`Iqv nq Ges Kg©iZ Ab¨vb¨ 
mKj kÖwgK, Kg©Pvix I Kg©KZ©v‡K eQ‡i Kgc‡ÿ GKevi cÖwkÿY †`Iqv nq| 
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3. iæwUb I c×wZ  (Routines & Procedures) t 
 

3.1. ev Í̄evqb iæwUb (Implementation Routines) t  
 

Kvh©µg (wK) c×wZ (wKfv‡e) `vwqZ¡cÖvß c`ex (‡K) KLb KviY (‡Kb) 

3.1 K) wb‡qvM wd Ges LiP 
‡`kxq Awfevmx 
Kg©x‡`i bxwZgvjv 1.5 
(K) AbymiY K‡i| 

wmwb. Awdmvi-gvbe 
m¤ú`/cÖkvmb  

wb‡qv‡Mi w`b 
[1.5] 

3.1. L) PvKzixi wb‡qvMcÎ 
‡`kxq Awfevmx 
Kg©x‡`i bxwZgvjv 1.5 
(L) AbymiY K‡i| 

†gwW‡Kj 
Awdmvi/Kbmvj‡U›U 

wb‡qv‡Mi w`b 
 

[1.5] 

3.1. M) AvgvbZ 
‡`kxq Awfevmx 
Kg©x‡`i bxwZgvjv 1.5 
(M) AbymiY K‡i| 

cwjwm ev¯Íevq‡b MwVZ 
KwgwU 

wb‡qv‡Mi w`b 
 

[1.5] 

3.1. N) e¨vsK wnmve 
‡`kxq Awfevmx 
Kg©x‡`i bxwZgvjv 1.5 
(N) AbymiY K‡i| 

wmwbt Awdmvi - gvbe 
m¤ú`/cÖkvmwbK Kg©KZ©v 

wb‡qv‡Mi 1 gv‡mi 
g‡a¨ 

 
[1.5] 

3.1. O) miKvi KZ…©K Bmy¨K„Z 
cwiwPwZg~jK KvMRcÎ n¨v‡Ûwjs 

‡`kxq Awfevmx 
Kg©x‡`i bxwZgvjv 1.5 
(O) AbymiY K‡i| 

wmwbt Awdmvi -gvbe 
m¤ú`/cÖkvmwbK Kg©KZ©v 

wb‡qv‡Mi w`b 
 

[1.5] 

3.1. P) g~j¨evb wRwbmcÎ n¨v‡Ûwjs 
‡`kxq Awfevmx 
Kg©x‡`i bxwZgvjv 1.5 
(P) AbymiY K‡i| 

cwjwm ev¯Íevq‡b MwVZ 
KwgwU/ wmwbt Awdmvi -
gvbe m¤ú`/cÖkvmwbK 

Kg©KZ©v 

wb‡qv‡Mi w`b 

 
[1.5] 

3.1. Q) Avevmb 
‡`kxq Awfevmx 
Kg©x‡`i bxwZgvjv 1.5 
(Q) AbymiY K‡i| 

  
 

[1.5] 

3.1. R) AvMgb Iwi‡q‡›Ukb 

‡`kxq Awfevmx 
Kg©x‡`i bxwZgvjv 1.5 
(R) AbymiY K‡i| 

wmwbt Awdmvi -gvbe 
m¤ú`/cÖkvmwbK Kg©KZ©v 

wb‡qv‡Mi w`b †_‡K 

 
[1.5] 

3.1. S) Pjv‡divi ¯̂vaxbZv 
‡`kxq Awfevmx 
Kg©x‡`i bxwZgvjv 1.5 
(S) AbymiY K‡i| 

mnKvix gnve¨e¯’vcK 
(cÖkvmb, gvbe m¤ú` I 

Kgcøv‡qÝ) 
wb‡qv‡Mi w`b †_‡K  

 
[1.5] 

3.1. T) PvKzix‡Z A- ˆelg¨ 
‡`kxq Awfevmx 
Kg©x‡`i bxwZgvjv 1.5 
(T) AbymiY K‡i| 

mnKvix gnve¨e¯’vcK 
/mnt e¨e¯’vcK/Awdmvi 
(cÖkvmb, gvbe m¤ú` I 

Kgcøv‡qÝ) 

wb‡qv‡Mi w`b 

 
[1.5] 

3.1 . U) PvKzix‡Z nqivbx I 
Ace¨envi‡iva 

‡`kxq Awfevmx 
Kg©x‡`i bxwZgvjv 1.5 
(U) AbymiY K‡i| 

cwjwm ev¯Íevq‡b MwVZ 
KwgwU 

wb‡qv‡Mi w`b †_‡K 
Ges e¨emv 
PjvKvjxb 

 
[1.5] 

3.1 . V) PvKzix‡Z k„•Ljv 
‡`kxq Awfevmx 
Kg©x‡`i bxwZgvjv 1.5 
(V) AbymiY K‡i| 

cwjwm ev¯Íevq‡b MwVZ 
msMVb 

wb‡qv‡Mi w`b †_‡K 
Ges e¨emv 
PjvKvjxb 

 
[1.5] 

3.1. W) cÖZ¨vevmb/ PvKzixi Aemvb 
‡`kxq Awfevmx 
Kg©x‡`i bxwZgvjv 1.5 
(W) AbymiY K‡i| 

mnKvix gnve¨e¯’vcK 
(cÖkvmb, gvbe m¤ú` I 

Kgcøv‡qÝ) 
cÖ‡qvRb mv‡c‡ÿ¨ 

 
[1.5] 

3.1. X) Awfevmx ¯^‡`kx kÖwgK KZ…©K 
Pzw³i mgvwß 

‡`kxq Awfevmx 
Kg©x‡`i bxwZgvjv 1.5 
(X) AbymiY K‡i| 

mnKvix gnve¨e¯’vcK 
(cÖkvmb, gvbe m¤ú` I 

Kgcøv‡qÝ) 
cÖ‡qvRb mv‡c‡ÿ¨ 

 
[1.5] 



Metro Knitting & Dyeing Mills Limited 

Ramarbagh, Fatullah, Narayangonj 
100% Export Oriented Knit Composite Unit 

 

Prepared by Gaur Nitai Datta AGM (HR, Admin & Compliance) 

 

Approved by Amal Podder Managing Director  

Domestic Migrant Employee Policy 

8 

3.1. Y) wb‡qvMKZ©v KZ…©K Pzw³i mgvwß 
‡`kxq Awfevmx 
Kg©x‡`i bxwZgvjv 1.5 
(Y) AbymiY K‡i| 

mnKvix gnve¨e¯’vcK 
(cÖkvmb, gvbe m¤ú` I 

Kgcøv‡qÝ) 
cÖ‡qvRb mv‡c‡ÿ¨ 

 
[1.5] 

 

 
3.2 ‡hvMv‡hv‡Mi iæwUb (Communication Routines) t   

 

Kvh©µg (wK) 
c×wZ (wKfv‡e)/ 

†hvMv‡hv‡Mi wbqgKvbyb 
`vwqZ¡cÖvß c`ex (‡K) KLb 

KviY 
(‡Kb) 

3.2.K) cwjwm ev Í̄evqb `‡ji 
m‡½ †hvMv‡hvM ’̄vcb Kiv | 

wgwUs/ m‡PZbZvg~jK Kg©m~Pxi 
gva¨‡g 

(†iKW© msiÿY Kiv) 

Dc e¨e ’̄vcK / mnt e¨e¯’vcK- 
gvbe m¤ú` I Kgcøv‡qÝ 

cwjwm cÖwZôv/ ms‡kvab 
Kivi ci hZ `ªæZ m¤¢ve| 

(15 w`‡bi g‡a¨) 
[1.5] 

3.2.L) e¨e ’̄vcbv KZ„©c‡ÿi 
m‡½ †hvMv‡hvM ’̄vcb Kiv| 

wgwUs/ m‡PZbZvg~jK Kg©m~Pxi 
gva¨‡g| 

(†iKW© msiÿY Kiv) 

mnKvix gnve¨e¯’vcK 
cÖkvmb, gvbe m¤ú` I Kgcøv‡qÝ 

cwjwm cÖwZôv/ ms‡kvab 
Kivi ci hZ `ªæZ m¤¢ve| 

(30 w`‡bi g‡a¨) 
[1.5] 

3.2.M) wgW †j‡ej e¨e ’̄vcbv 
KZ„©c‡ÿi m‡½ †hvMv‡hvM 
¯’vcb Kiv| 

wgwUs/ m‡PZbZvg~jK Kg©m~Px 
/cÖwkÿY/‡bvwU‡ki gva¨‡g| 

(†iKW© msiÿY Kiv) 

Dc e¨e ’̄vcK / mnt e¨e¯’vcK/ 
Awdmvi- 

cÖkvmb, gvbe m¤ú` I Kgcøv‡qÝ 

cwjwm cÖwZôv/ ms‡kvab 
Kivi ci hZ `ªæZ m¤¢ve| 

(90 w`‡bi g‡a¨) 
[1.5] 

3.2.N) ’̄vqx kÖwg‡Ki m‡½ 
†hvMv‡hvM ’̄vcb Kiv| 

wgwUs/ m‡PZbZvg~jK Kg©m~Px 
/cÖwkÿY/wcG/‡bvwU‡ki 

gva¨‡g| (†iKW© msiÿY Kiv) 

Dc e¨e ’̄vcK / mnt e¨e¯’vcK/ 
wmwb. Awdmvi/Awdmvi/ - 

cÖkvmb, gvbe m¤ú` I Kgcøv‡qÝ 

cwjwm cÖwZôv/ ms‡kvab 
Kivi ci eQ‡i AšÍZ 

GKevi cybt cÖwkÿY †`Iqv 
nq 

(cÖwZ ‡mk‡b 40 Rb 
K‡i)| 

[1.5] 

3.2.O) bZzb wb‡qvMcÖvß 
kÖwg‡Ki m‡½ †hvMv‡hvM ¯’vcb 
Kiv| 

wgwUs/ m‡PZbZvg~jK Kg©m~Px 
/cÖwkÿY/wcG/‡bvwU‡ki 

gva¨‡g| (†iKW© msiÿY Kiv) 

Dc e¨e ’̄vcK / mnt e¨e¯’vcK/ 
wmwb.Awdmvi/ Awdmvi- 

cÖkvmb, gvbe m¤ú` I Kgcøv‡qÝ 
‡hvM`v‡bi ci ciB [1.5] 

3.2.P) wb‡qvM KwgwU  
wgwUs/ m‡PZbZvg~jK Kg©m~Px 

/cÖwkÿY/wcG/‡bvwU‡ki 
gva¨‡g| (†iKW© msiÿY Kiv) 

Dc e¨e ’̄vcK / mnt e¨e¯’vcK/ 
wmwb.Awdmvi - 

cÖkvmb, gvbe m¤ú` I Kgcøv‡qÝ 

cwjwm cÖwZôv/ ms‡kvab 
Kivi ci  

(cÖwZ eQi Kgc‡ÿ 01 
evi)| 

[1.5] 

 
3.3 cÖwZwµqv I wbqš¿Y iæwUb (Feedback and Control Routines) t  cwjwm ev¯Íevq‡b msMV‡bi m`m¨iv mwVKfv‡e wbR wbR `vwqZ¡ 

cvjb Ki‡Q wKbv, cwjwm ev Í̄evq‡bi c×wZ I iæwUb mwVKfv‡e cwiPvwjZ n‡”Q wKbv, †hvMv‡hvM I ev Í̄evq‡bi mKj gva¨g mwµq Av‡Q 
wKbv, cwjwm ev¯Íevq‡b Aw½Kvi, D‡Ïk¨, jÿ¨, †idv‡iÝ mwVKfv‡e wba©vwiZ n‡q‡Q wKbv cÖf~wZ wel‡qi Dci Af¨šÍixb Rwic cwiPvwjZ 
nq| GQvovI cwjwm ev¯Íevq‡b †hvMv‡hvM I c×wZ m¤ú‡K© mvavib kÖwgK, Kg©KZ©v I Kg©Pvix‡`i g‡bvfve, Zv‡`i Rvbvi cwiwa Ges 
cÖv‡qvwMK †ÿ‡Î Zv‡`i AskMÖn‡Yi gvÎv wbiæc‡bi Rb¨ wewfbœ cÖwkÿY ‡k‡l g~j¨vqb c‡Îi gva¨‡g ev¯Íe Ae¯’v Abyaveb K‡i  cÖ‡qvRbxq 
e¨e ’̄v MÖnY Kiv n‡q _v‡K|   

 
 
 

Kvh©µg (wK) c×wZ (wKfv‡e) `vwqZ¡cÖvß c`ex (‡K) KLb 
KviY 
(‡Kb) 

3.4 K) Af¨šÍixb Rwic     

K) cÖkœ cÎ ˆZixi gva¨‡g 

• kÖwg‡Ki B›UviwfD 

• g¨v‡bR‡g‡›Ui B›UviwfD 

• WKz‡g›U ‡PK 

Af¨š Íixb Rwic `j 
mswkøó cwjwmi Dci 
cÖwkÿY †`qvi ci      

(eQ‡i AšÍZ GKevi) 
[1.5] 
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• `„kgvb cwi`k©b 
hvnv 3.1 Ges 3.2 AbymiY K‡i| 

3.3 L) Rwic 
cÖwZ‡e`bwU we‡kølY Kiv 
Ges wi‡cvU© cÖ`vb Kiv| 

* AwWU Abyhvqx mgm¨v¸‡jv wi‡cvU© Kiv 
* Rwi‡ci djvd‡ji Dci Score wba©viY/ 
g~j¨vqY Kiv| 
* KZ…©cÿ‡K AewnZ Kiv 

Af¨šÍixb Rwic `j 
Af¨šÍixb Rwic ‡kl 

Kivi ci [1.5] 

3.3 M) Rwic 
cÖwZ‡e`‡bi djvd‡ji 
Dci g~j KviY we‡kølY 
Kiv| 

• kÖwg‡Ki B›UviwfD 

• g¨v‡bR‡g‡›Ui B›UviwfD 

• WKz‡g›U ‡PK 

• `„kgvb cwi`k©b 

Dc e¨e ’̄vcK / mnKvix 
e¨e ’̄vcK/ wmwb.Awdmvi 

/wbe©vnx- 
cÖkvmb, gvbe m¤ú` I 

Kgcøv‡qÝ| 

Af¨šÍixb Rwic wi‡cvU© 

nv‡Z cvIqvi ci| [1.5] 

3.3.N) ms‡kvabx Kg© 
cwiKíbv (NUbvi 
cybive„wË bv nIqvq 
M„nxZ c`‡ÿc) 

*g~j KviY ¸‡jv wPwýZ K‡i  cÖ‡qvRbxq 
c`‡ÿc MÖnY Kiv| 
 

‡hgb:-  *bxwZgvjv ms‡kvab Kiv 
          *cÖwkÿY c×wZ‡Z cwieZ©b 
          *cÖkœ cw×‡Z cwieZ©b Avbv                    

• AwWU wU‡gi mv‡_ wgwUs Kiv| 

• M„nxZ c`‡ÿc mg~‡ni Dci d‡jv Avc 
Kiv|  

• g~j¨vqY Kiv| 

• KZ…©cÿ‡K AewnZ Kiv 

mnKvix gnve¨e¯’vcK/ 
Dc e¨e ’̄vcK / mnKvix 
e¨e ’̄vcK/ wmwb.Awdmvi/ 
Awdmvi - cÖkvmb, gvbe 

m¤ú` I Kgcøv‡qÝ 

Af¨šÍixb Rwic wi‡cvU© 
n‡Z cvIqvi ci hZ 

`ªæZ m¤¢e| 
(15 w`‡bi g‡a¨) 

[1.5] 

3.3.O) cÖwZ‡iva Kg© 
cwiKíbv (NUbvwU GK 
eviI †hb bv N‡U †m 
j‡ÿ¨ M„nxZ c`‡ÿc) 

wgwUs/ m‡PZbZvg~jK Kg©m~Px/ 
cÖwkÿY/wcG/‡bvwU‡ki gva¨‡g kÖwgK‡`i‡K 
mswkøó cwjwm I cÖwmwWDi Gi Dci evievi 

avibv †`qv I m‡PZb Kiv| 

mnKvix gnve¨e¯’vcK/ 
Dc e¨e ’̄vcK / mnKvix 
e¨e ’̄vcK/ wmwb.Awdmvi/ 
Awdmvi - cÖkvmb, gvbe 

m¤ú` I Kgcøv‡qÝ 

‡hvM`v‡bi w`b †_‡K [1.5] 

 

 

4.  †hvMv‡hvM I ev¯Íevqb (Communication & Implementation)  

4.1 ev¯Íevqb iæwUb 3.1 AbymiY Kiv Ges h_vh_fv‡e WKz‡g›U msiÿY Kiv| 

4.2 ‡hvMv‡hv‡Mi iæwUb 3.2 AbymiY Kiv Ges h_vh_fv‡e WKz‡g›U msiÿY Kiv| 

4.3 cÖwZwµqv I wbqš¿Y iæwUb 3.3 AbymiY Kiv Ges h_vh_fv‡e WKz‡g›U msiÿY Kiv| 
 

 

5. WKz‡g›U K‡›Uªvj (Document Control) t 
5.1. mKj cwjwm I WKz‡g›U Gi Rb¨ wba©vwiZ †dvìvi ˆZwi Kiv| 
5.2. Back up folder ‰Zix Kiv|  
5.3. `vwqZ¡cÖvß e¨w³ KZ©„K evsjv‡`k kÖg AvBb I evqv‡ii bxwZMZ AvPiY wewagvjv Abyhvqx cwjwm mg~n Update Kiv nq Ges 
h_vh_fv‡e msiÿY Kiv| 
5.4. WKz‡g›U Ggbfv‡e msiÿY Kiv nq †hb `vwqZ¡ cÖvß e¨w³iv mn‡R Zv Ly‡R †ei Ki‡Z cv‡i| 
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‡Kv¤úvbx bxwZgvjvt 

(Company Policy) 

‡g‡Uªv wbwUs GÛ WvBs wgjm wjt GKwU 100% ißvbxg~Lx bxU K‡¤úvwRU †cvkvK 
cÖ¯‘ZKvix ¯̂bvgab¨ cÖwZôvb| GB cÖwZôv‡b wb‡qvwRZ mKj kªwgK Kg©Pvixi hveZxq 
AwaKvi I my‡hvM myweav ILO Kb‡fbkb, evsjv‡`k k ÖgAvBb 2006, kÖg wewagvjv-
2015 I m¤§vwbZ †µZvM‡bi AvPib wewa ((Buyer Code Of Conduct) Abyhvqx 
cwiPvwjZ nq|   

 
cÖwZkÖæwZt 

(Commitment) 

‡g‡Uªv KZ©…c¶ ‡Kvb cjvZK, RvwgbcÖvß Avmvgx ev `vqe× †Kvb e¨w³‡K Kv‡R wb‡qvM 
cÖ`v‡bi m¤úb©iæ‡c wbwl× †NvhYv K‡i‡Qb| 

 
D‡Ïk¨t 

(Objective) 

‡g‡Uªv wbwUs GÛ WvBs wgjm wjt ‡Kvb ai‡Yi e›`xkÖg bv Kivi cÖwZ kÖ×vkxj Ges e›`x 
kÖwgK wb‡qv‡Mi e¨vcv‡i †Kvb e¨w³ ev cÖwZôv‡bi mv‡_ †Kvb cÖKvi Pzw³ Kiv hv‡ebv| 

 
bxwZgvjvi AvIZvt 

(Scope) 

‡g‡Uªv wbwUs GÛ WvBs wgjm wjt G wb‡qvwRZ mKj kªwgK I Kg©Pvixi Rb¨ G bxwZgvjv 
cÖ‡hvR¨ n‡e| GKB mv‡_ ‡g‡Uªv wbwUs GÛ WvBs wgjm wjt Gi mv‡_ hviv e¨emvqxK 
wewfbœ Kg©K‡Û RwoZ Zv‡`i †¶‡ÎI G bxwZgvjv cÖ‡hvR¨ n‡e| 

m~Ît (Reference) GB bxwZgvjv evsjv‡`k kªg AvBb 2006, kÖg-wewagvjv-2015, m¤§vbxZ ‡µZvM‡Yi 
AvPib wewa (Buyer Code of Conduct) Ges ILO Kb‡fbkb we‡ePbv c~e©K 
M„nxZ n‡q‡Q| 

 
 
 
 
 
Organogram 

 
 
 
 
 
 
 
  
 
 
 
 

bxwZgvjv ev¯Íevqb c×wZt 
(Policy 

Implementation 
Procedure) 

K) ‡Kvb cjvZK Avmvgx‡K AÎ †Kv¤úvbx‡Z wb‡qvM cÖ`vb Kiv hv‡ebv| 
L) Av`vjZ KZ…©K RvwgbcÖvß †Kvb Avmvgx‡K wb‡qvM cÖ`vb Kiv hv‡ebv| 
M) `vqe× †Kvb e¨w³‡K AÎ †Kv¤úvbx wb‡qvM cÖ`v‡bi wbiæmvwnZ K‡i| 
N) e›`x kÖwgK wb‡qv‡Mi e¨vcv‡i †Kvb e¨w³ ev cÖwZôv‡bi mv‡_ †Kvb cÖKvi Pzw³ Kiv 
hv‡e bv| 

e›`x kªg bxwZgvjv 
(Prison Labor Policy) 

bxwZgvjv ïiæi ZvwiL   t 06/01/2022 Bs 

ms‡kva‡bi ZvwiLt 06/01/2023 Bs 

cieZx© ms‡kva‡bi ZvwiLt 06/01/2024 Bs 

 Ref No:  S(S)P-31 

 

GM (Admin, HR & Compliance) 

M.D/Director 

AGM (Admin, HR & Compliance) 

Welfare Officer 

Asst. Manager (Admin, HR & Compliance) 
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O) †Kvb kªwgK‡K wb‡qvM`vb Kv‡j Zvi wbKU †_‡K eÛ †bIqv hv‡e bv| kÖwg‡Ki KvQ 
†_‡K †Kvb cÖKvi g~j mvwU©wd‡KUm, †fvUvi AvBwW, Rb¥ wbeÜb ev UvKv RvgvbZ 
ivLv hv‡e bv| †Kvb kZ© Av‡ivc Kiv hv‡e bv, hv‡Z †m ¶wZMÖ¯’ nq| 

P) †g‡Uªv KZ©„cÿ †Kvb cÖKv‡ii ûgKx ev †Rvic~e©Kfv‡e A_ev fq-fxwZ cÖ`k©b K‡i 
†Kvb wb‡qvM Kvh© m¤úv`b K‡ib bv eis wb‡qv‡Mi †ÿ‡Î me©`v Av‡e`bKvixi 
‡¯̂”Qv‡KB cÖva¨b w`‡q _v‡Kb| 

 

`vwqZ¡cÖvß e¨w³e‡M©i KvRt 
(Responsibilities of 
Assigned Persons) 

e¨e ’̄vcbv cwiPvjK / cwiPvjK t- e¨e ’̄vcbv cwiPvjK / cwiPvjK n‡”Q AÎ bxwZgvjv 
Aby‡gv`bKvix|  
gnve¨e ’̄vcK (gvbem¤ú` I cÖkvmb) t- gnve¨e ’̄vcK (gvbem¤ú` I cÖkvmb) wb‡¤§v³ 
e¨w³M‡Yi gva¨‡g GB bxwZgvjv ev¯Íevqb Ki‡eb|  
mnKvix gnve¨e ’̄vcK (gvbem¤ú` I cÖkvmb) t- AÎ bxwZgvjv Abymib K‡i mnKvix 
gnve¨e ’̄vcK wb‡¤§v³ e¨w³M‡Yi gva¨‡g bxwZgvjv ev¯Íevqb Ki‡Z cÖ‡qvRbxq e¨e ’̄v 
wb‡eb Ges gnve¨e ’̄vcK (gvbem¤ú` I cÖkvmb) †K AeMZ Ki‡eb|  
mnt e¨e ’̄vcK gvbem¤ú` Kg©KZ©v t- AÎ bxwZgvjv Abymib K‡i KviLvbvi mKj‡K GB 
wel‡q m‡PZb Kivi Rb¨ e›`x kÖg bxwZgvjv †bvwUk ‡ev‡W© Uvwb‡q w`‡eb Ges KviLvbvq 
Kg©iZ mKj kÖwgKMb‡K e›`x kÖg bxwZgvjv m¤ú‡K© AeMZ Ki‡eb|  
Kj¨vb Kg©KZ©v t- AÎ bxwZgvjv Abymib K‡i KviLvbvi mKj‡K GB wel‡q m‡PZb 
Kivi Rb¨ e›`x kÖg bxwZgvjv m¤ú‡K© mKj‡K cÖ‡qvRbxq cÖwk¶b w`‡eb Ges †Kv_vI Gi 
e¨wZµg cwijw¶Z n‡j KZ…©c‡¶i mnvqZvq cÖ‡qvRbxq e¨ve ’̄v wb‡eb| 
bxwZgvjv cwicwš’ †Kvb NUbv hw` N‡U Z‡e Zv wbgœwjwLZ Dcv‡q Z`šÍ mv‡c‡¶ mgvavb 
Ki‡eb| 
Awf‡hvM (Complain) t- †g‡Uªv wbwUs GÛ WvBs wgjm& wjt ‡Z Kg©iZ †h ‡Kvb 
Kg©KZ©v, Kg©Pvix I kªwg‡Ki weiæ‡× e›`x kÖg bxwZgvjv cwicš’x †Kvb Awf‡hvM cvIqv 
†M‡j `vwqZ¡cÖvß e¨w³MY Zvi weiæ‡× kvw Í̄g~jK e¨e¯’v MÖnY Ki‡Z cvi‡eb| 
Z`šÍ (Investigation)t- G ai‡bi †Kvb Awf‡hvM cvIqv †M‡j Zr¶wYKfv‡e 
cÖ‡qvRbxq AvBbvbyM e¨e ’̄v MÖnY Kiv n‡e| 
bw_cÎ msi¶Y (Documentation)t- G msµvšÍ mgy`q bw_cÎvw` gvbe m¤ú` 
wefv‡M msi¶Y Kiv n‡e Ges cieZ©x †h‡Kvb mg‡q Zv hvPvB Kivi Rb¨ msiw¶Z 
_vK‡e| 
kvw Í̄g~jK e¨e ’̄vmgyn (Sanctions)t- GB bxwZgvjv cwicwš’ †Kvb Kv‡R †Kn wjß n‡j 
Zvi weiæ‡× cÖPwjZ AvBbvbyM e¨e ’̄v †bIqv n‡e| 

mivmwi ch©‡e¶b t 
(Directly 

Monitoring) 

Kj¨vb Kg©KZ©v, gvbem¤ú` Kg©KZ©v, mnKvix gnve¨e ’̄vcK (gvbem¤ú`, cÖkvmb I 
Kgcøv‡qÝ), gnve¨e ’̄vcK (gvbem¤ú`, cÖkvmb I Kgcøv‡qÝ)| 

cÖwk¶Y I bw_e×KiYt 
(Training & Documentation) 

`vwqZ¡cÖvß e¨w³ Kg©‡¶‡Î cÖwk¶‡Yi gva¨‡g kªwgK Kg©PvixMY‡K e›`x kªg m¤ú‡K© 
AewnZ Ki‡eb Ges kªwgK‡`i †gŠwjK gvbewaKvi wbwðZ Kivi Rb¨ cÖ‡qvRbxq c`‡¶c 
wb‡eb Ges Kg©‡¶‡Î Gi cÖ‡qv‡Mi w`K wb‡`©kbv w`‡eb Ges G msµvšÍ mKj †iKW© 
msi¶Y Ki‡eb|  

`wjjv`x msiÿb c×wZt 
(Documents Keeping 

Procedure) 

kÖwgK Kg©Pvix‡`i‡K e›`x kÖg bxwZgvjv m¤ú‡K© cÖ‡qvRbxq cÖwkÿb cÖ`v‡bi ci cÖwkÿ‡bi 
hveZxq `wjjv`x ‡hgb cÖwkÿ‡bi Qwe, cÖwkÿ‡b Dcw ’̄wZi ¯̂vÿi cÖf…wZ gvbem¤ú` wefvM 
dvBj AvKv‡i msiÿb Ki‡e| 
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bxwZgvjv ev¯Íevqb I m‡PZbZv 

e„w×t 
(Policy Implementation 
& Awareness Create) 

K) Kj¨vb Kg©KZ©v GB bxwZgvjv m¤ú‡K© mK‡ji g‡a¨ m‡PZb Kivi Rb¨ Bnv †bvwUk 
‡ev‡W© Uvwb‡q w`‡eb| 
L) KviLvbvi gvbem¤ú` Ges Kj¨vb Kg©KZ©vMY GB bxwZgvjv m¤ú‡K© mswkøó mKj‡K 
cÖ‡qvRbxq cªwk¶Y cÖ`vb Ki‡eb| 
M) GB bxwZgvjv h_vh_fv‡e cvjb Kiv n‡”Q wKbv Zv wbwðZ Ki‡Z cÖwZwbqZ mnKvix 
gnve¨e ’̄vcK (gvbem¤ú`, cÖkvmb I Kgcøv‡qÝ) KZ…©K g‡bvbxZ cÖwZwbwa KviLvbv 
cwi`k©b Ki‡eb I wi‡cvU© †ck Ki‡eb| 
N) Af¨šÍixb wbixÿK, Kj¨vb Kg©KZ©v Ges †Mvcbxq Aby‡hvM Gi wfwË‡Z ev Awf‡hvM 
ev· n‡Z cvIqv Awf‡hv‡Mi wfwË‡Z Z`šÍ mv‡c‡¶ kvw Í̄g~jK e¨e ’̄v MÖnY Kiv n‡e| 

djveZ©b I wbqš¿bt 
(Feed Back & Control) 

K) GB bxwZgvjv h_vhZfv‡e cvjb Kiv n‡”Q wKbv Zv wbwðZ Ki‡Z GKwU †PKwj÷ 
‰Zix Kiv n‡q‡Q| KviLvbvi gvbem¤ú` cÖwZwbwa Ges Kj¨vb Kg©KZ©v GB †PKwj÷ 
Abymib K‡i bxwZgvjvi h_vhZ ev Í̄evqb n‡”Q wKbv Zvi wdWe¨vK MÖnY Ki‡eb| 
L) GB bxwZgvjv h_vhZfv‡e cvjb Kiv n‡”Q wKbv Zvg wbwðZ Ki‡Z cÖwZgv‡mB wmwbt 
e¨e ’̄vcK (gvbem¤ú`, cÖkvmb I Kgcøv‡qÝ) KZ…©K g‡bvbxZ cÖwZwbwa KviLvbv cwi`k©b 
Ki‡eb I D³ †PKwj÷ †_‡K wdWe¨vK wb‡eb I  wi‡cvU© †ck Ki‡eb| 
M) Af¨šÍixb wbixÿK, Kj¨vb Kg©KZ©vMY Ges †Mvcbxq Aby‡hvM Gi wfwË‡Z ev Awf‡hvM 
ev· n‡Z cvIqv Awf‡hv‡Mi wfwË‡Z Z`šÍ mv‡c‡¶ AvBbvbyM e¨e¯’v MÖnY Kiv n‡e| 
N) KviLvbv n‡Z G msµvšÍ †h‡Kvb Awf‡hvM cvIqv gvÎB Z`šÍ mv‡c‡¶ 
Awf‡hvMKvix‡K Zvi Awf‡hv‡Mi mZ¨Zv Rvbv‡bv Ges †KD wg_¨v Awf‡hvM cÖ`vb K‡i 
Zvi weiæ‡×I Z`šÍ mv‡c‡¶ AvBbvbyM e¨e¯’v MÖnY Kiv n‡e| 

DcwiD³ Av‡jvPbv n‡Z GB wm×v‡šÍ DcbxZ nIqv hvq †h, †Kvb cjvZK, RvwgbcÖvß Avmvgx ev `vqe× †Kvb e¨w³‡K 
†g‡Uªv KZ…©cÿ Kv‡R wb‡qv‡Mi m¤ú~Y© wbwl× †Nvlbv K‡i‡Qb| e›`x kÖwgK wb‡qv‡Mi e¨vcv‡i †Kvb e¨w³ ev cÖwZôv‡bi 
mv‡_ Pzw³e× nIqv hv‡e bv| ‡g‡Uªv wbwUs GÛ WvBs wgj&m wjt e›`x kÖg e¨envi K‡i bv Ges Zv mg_©bI K‡ibv| 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

e›`x kªg bxwZgvjv hvPvBKib  
Prison Labor Policy Check List 

 
KviLvbvi bvg t †g‡Uªv wbwUs GÛ WvBs wgjm& wjt 
bxwZgvjvi bvgt e›`x kªg bxwZgvjv 
wbixÿKt- ---------------------- 
ZvwiLt------------------------- 
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µwgK 

bs 
hvPvBKib welq n&u¨v bv gšÍe¨ 

1 e›`x kªg bxwZgvjvwU †bvwUk †ev‡W© Uvwb‡q ‡`qv n‡q‡Q wKbv?    
2 e›`x kÖg bxwZgvjv m¤ú‡K© mswkøó mKj‡K cÖ‡qvRbxq cÖwk¶b cÖ`vb Kiv n‡q‡Q wKbv?    
3 †Kvb ai‡Yi cjvZK e¨w³‡K kªwgK wnmv‡e wb‡qvM cÖ`vb Kiv n‡q‡Q wK?    
4 RvwgbcÖvß †Kvb Avmvgx‡K wb‡qvM cÖ`vb Kiv n‡q‡Q wK?    
5 ‡Kvb kÖwgK ev Kg©Pvix‡K Zvi B”Qv weiæ‡× wb‡qvM Kiv n‡q‡Q wK?    
6 e›`x kÖg wK GB m¤ú‡K© mK‡j AeMZ Av‡Q wK?    
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‡g‡Uªv wbwUs GÛ WvBs wgjm& wjt 
ivgvievM, dZzjøv, bvivqYMÄ 
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01.f~wgKv t ‡g‡Uªv wbwUs GÛ WvBs wgjm& wjt wkï K‡ÿ ev”Pv ivLv I Z`msµvšÍ Avbymw½K Ab¨vb¨ welqv`x MYcÖRvZš¿x evsjv‡`k miKvi 
KZ…K Aby‡gvw`Z 2006 mv‡ji kÖg AvBb  (ms‡kvwaZ 2013) Ges kÖg wewagvjv 2015 Abyhvqx K‡i Ges kÖg AvB‡bi evwn‡i wkï‡`i 
weKvk, wkÿv Ges myiÿv wel‡q cÖvavb¨ w`‡q _v‡K|  
 
 1.1 D‡Ïk¨ (Purpose) t ‡g‡Uªv wbwUs GÛ WvBs wgjm& wjt Kg©iZ mKj gwnjv kÖwgK‡`i (gv‡q‡`i) ỳ:wðšÍvgy³ Kg© cwi‡ek m„wó, 
Drcv`bkxjZv e„w× Ges wkïi wbivcËv wbwðZ Kiv|  
 
1.2 ‡idv‡iÝ (Reference) t MYcÖRvZš¿x evsjv‡`k miKvi KZ…K Aby‡gvw`Z 2006 mv‡ji kÖg AvBb (ms‡kvwaZ 2013 I 2018), 
kÖg wewagvjv 2015, Ges evqv‡ii bxwZMZ AvPiY wewagvjv Abyhvqx cÖYxZ| 
 
1.3 cÖwZkÖæwZ (Commitment) t KviLvbvq KvR PjvKvjxb mg‡q Kg©iZ kªwg‡Kiv †hb gvbwmK `y:wðšÍvgy³ n‡q Zv‡`i Kvh© m¤úv`b 
Ki‡Z cviv Ges wkï K‡ÿ iwÿZ ev”Pv‡`i wbivcËv wbwðZ KiY Ges D³ bxwZgvjv myôz ev¯Íevq‡b ‡g‡Uªv wbwUs GÛ WvBs wgjm& wjt 
A½xKvie×| 
 
1.4 jÿ¨ (Target) t cÖPwjZ kÖg AvBb I AvšÍR©vwZK AvBb Ges evqv‡ii bxwZMZ AvPiY wewa Abymv‡i wkï cwiPh©v bxwZi myôz 
ev¯Íevqb wbwðZ K‡i Kg©x‡`i mš‘wó Í̄i DbœZ Kiv,gwnjv Kg©x‡K ÿgZvqb Kiv I Drcv`b cÖwµqv‡K MwZkxj ivLv| 
 
1.5 wkky Kÿ bxwZgvjv t cvbvg MÖæc kªg AvBb Abyhvqx gwnjv kªwgK‡`i 6 eQ‡ii Kg eqmx wkï‡`i myiÿv, gvbwlK weKvk Ges 
cwiPh©vi Rb¨ wkï cwiPh©v †K‡›`ªi e¨e¯’v K‡i‡Q hvnv ¯^ ¯^ KviLvbvq wbPZjvq Aew¯’Z Ges Bnv mv‡e©vÿwYK GKRb `ÿ cwiPh©vKvixi 
ZË¡veavq‡b _v‡K | ZvB KviLvbvq KvR PjvKvjxb mg‡q Kg©iZ kªwgK‡`i wkï-mšÍvb‡`i KviLvbvi Af¨šÍ‡i wkï cwiPh©v †K‡›`ª ivLvi 
Rb¨ wbqwgZ DrmvnxZ Kiv nq|  
 
wkïK‡ÿ ‡g‡Uªv wbwUs GÛ WvBs wgjm& wjt †h mKj welq wbwðZ K‡i _v‡K: 

1.5.K) wkï K‡ÿ h‡_ó ’̄vb msKzjvb Ges ch©vß Av‡jv evZv‡mi e¨e¯’&v ivLv| 
1.5.L) wkï Kÿ wkky‡`i gv‡q‡`i Rb¨ mnRMg¨ Kiv| 
1.5.M) wkï Kÿ h‡_ó AvmevecÎ Øviv mw¾Z ivLv| 
1.5.N) wkï K†ÿ cÖ‡Z¨K wkïi Rb¨ weQvbvmn LvU ev †`vjbvi e¨e¯’v ivLv| 
1.5.O) Zzjbvg~jK eq®‹ wkky‡`i Rb¨ h‡_ó Ges Dchy³ †Ljbvi e¨e ’̄v ivLv| 
1.5.P) cÖwZwU wkïi Rb¨ ch©vß cwi”Qb Kvco-†Pvco, mvevb Ges †Zvqv‡j wbwðZ Kiv| 
1.5.Q) K¶wU ch©vß Av‡jvwKZ Ges evqy PjvPj e¨e ’̄v m¤úbœ Kiv Ges GwU cwi®‹vi-cwi”Qbœ wbwðZ Kiv | 
1.5.R) ỳ»`vbKvix gv‡qiv ‡hb wbivc‡` I kvjxbZv eRvq ‡i‡L wkï‡`i ỳ»cvb Kiv‡Z cv‡ib Ggb ¯^Zš¿ GKwU Kÿ A_ev c`©v‡Niv 
GKwU ¯’vb _vKv Ges emvi Rb¨ †Pqvi ev GB cÖKv‡ii †Kvb Avm‡bi e¨e¯’v ivLv| 
1.5.S) wkï K‡¶ _vKv cÖwZwU wkïi Rb¨ cÖwZw`b 0.25 wjUvi `ya Ges ch©vß cywóKi Lvevi mieivn wbwðZ Kiv | 
1.5.T) wkï K‡¶i Kg©Pvix‡`i wkï K‡¶ KZ©e¨iZ _vKvKvjxb e¨env‡ii Rb¨ cwi®‹vi-cwi”Qbœ †cvkvK mieivn Kiv| 
1.5.U) wkïK¶wU cÖwk¶YcÖvß wkï cwiPh©vKvixi ZË¡veav‡b _vK‡e|  
1.5.V) cÖ‡ZK wkïi Rb¨ †gSi †cwigvb n‡e Kgc‡ÿ 600 eM©‡mw›UwgUvi| 
1.5.W) gwnjv kªwgK‡`i‡K  wkï wb‡q Avmvi e¨vcv‡i DrmvwnZ Kiv|  
1.5.X) wkï K¶wUi ¯̂v¯’¨ I wbivcËv fvj ivLvi Rb¨ wbqwgZ ch©‡e¶Y Kiv Ges cÖ‡qvRbxq e¨e¯’v †bqv| 
1.5.Y) wkï K‡¶ ev”Pv cÖ‡e‡ki Ges ev”Pv evwni nevi Z_¨ msiÿ‡Yi Rb¨ †iwRóvi †gB‡›UBb Kiv | 
1.5.Z) kÖwgK‡`I †h mKj wkï‡`i evmv‡_‡K ‡eó wdwWs Gi Rb¨ wb‡q Av‡m Zv‡`i Z_¨I †iwRóvi msiÿY Kiv n‡q _v‡K| 
1.5._) ey‡Ki `ya LvIqv‡bvi Rb¨ c`©v‡Niv e¨e ’̄v wbwðZ Kiv|  
1.5.`) ev”Pv‡`i kvixwiK I gvbwmK weKv‡ki wewfbœ DcKiY mieivn Kiv|  
1.5.a) wkï K‡¶ 02 eQi ev Zvi AwaK eq‡bi ev”Pv‡`i cÖvK we`¨vjq wkÿv cÖ`v‡bi e¨e ’̄v Kiv| 
1.5.b) cÖ‡qvRbvbymv‡i wbR¯^ †iwRóvi Wv³vi Øviv mv‡ev©ÿwYK wkïi wPwKrmvi e¨e¯’v ivLv| 
1.5.c) ‡Kvb mgm¨v ch©‡eÿY wkïcwiPh©vKvix Kvj‡ÿb bv K‡i, nU jvBb b¤^‡ii gva¨‡g Rvbv‡bv A_ev cÖkvmwbK KZ©„c‡ÿi mv‡_ 
†hvMv‡hvM Kiv| 
1.5.d) Riæix gyn~‡Z© wkï K‡ÿ iwÿZ ev”Pv‡`i  wbivcËv wbwðZK‡í GKwU `j i‡q‡Q hviv Riæix gyn~‡Z© wkï K‡ÿ iwÿZ ev”Pv‡`i   
D×v‡ii Rb¨ wb‡qvwRZ _vK‡e| 
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gnve¨e¯’vcK/ mnKvix gnve¨e¯’vcK  
cÖkvmb, gvbe m¤ú` I Kgcøv‡qÝ 

  

e¨e ’̄vcK / mnt e¨e ’̄vcK  
 cÖkvmb, gvbe m¤ú` I Kgcøv‡qÝ 

 

wbe©vnx cwiPvjK 

1.5.e) wkï cwiPh©vKvixi Abycw¯’wZ‡Z gvbe m¤ú`,cÖkvmb I Kgcøv‡qÝ wefv‡Mi GKRb Kj¨vYKg©KZv e¨vKAvc wn‡m‡e `vwqZ¡ cvjb 
Ki‡eb|  
1.5.f) wkï cwiPh©vKvix cÖwZw`b wkïK‡ÿi mKj wel‡qi Dc‡i KviLvbvi gvbe m¤ú`,cÖkvmb I Kgcøv‡qÝ wefv‡M wi‡cv©U ‡ck 
Ki‡eb BZ¨vw`| 
 
2.0.msMVb (Organazation) t wkky cwiPh©v bxwZgvjvi mywbwðZ ev¯Íevq‡bi j‡ÿ¨ gvm‡Kv MÖæ‡ci e¨e¯’vcbv KZ…©c‡ÿi wb‡`©‡k 

cÖkvmb, gvbe m¤ú`, Kgcøv‡qÝ, †gwW‡Kj, wmwKDwiwU wefv‡Mi Kg©KZ©vMY I mswkøó¨ KwgwUi m`m¨MY D³ cwjwm Kvh©Ki I 

ev¯Íevq‡bi `vwq‡Z¡ wb‡qvwRZ _vK‡eb| cwjwm Kvh©Ki Kivi Rb¨ wb‡qvwRZ Kg©KZv© I Kgx©M‡bi `vwqZ ¡, KZ©e¨ I mxgve×Zv t 

 2.1. wb‡qvwRZ Kg©KZv©M‡bi AMv©‡bvMÖvg PvU© (Organization) t 

  
 
 
 
 
 

 
 
 
 
 
 

 
 

 
 
 
 
 
 

 

2.2 cwjwm Kvh©K‡i wb‡qvwRZ Kg©KZv©M‡bi `vwqZ¡, KZ©e¨ I mxgve×Zv t  

wbe©vnx cwiPvjK (‡g‡Uªv wbwUs GÛ WvBs wgjm& wjt) t  

• cÖwZwU KviLvbvq cwjwm Kvh©K‡ii `vwq‡Z¡ wb‡qvwRZ Kg©KZv©MY‡K wb‡`k©bv cÖ`vb Ges wbqwgZ cÖwZ‡e`bwU msMÖn 
K‡i e¨e¯’vcbv cwiPvjK‡K AewnZ Kiv|  

• wb‡qvwRZ m`m¨MY‡K Revew`wni e¨e¯’v Kiv|  
 

gnve¨e¯’vcK/ mnKvix gnve¨e¯’vcK (cÖkvmb, gvbe m¤ú` I Kgcøv‡qÝ) t  

• KviLvbvq wkky cwiPh©v msµvšÍ hveZxq Z‡_¨i cªwZ‡e`b msMÖn K‡i wbe©vnx cwiPvjK Ges DaŸ©Zb KZ„cÿ‡K AewnZ 
Kiv|  

• wkky cwiPh©v msµvšÍ mKj wel‡qi Z`viwK Kiv| 
 
 
e¨e ’̄vcK / mnt e¨e¯’vcK (cÖkvmb, gvbe m¤ú` I Kgcøv‡qÝ) t  

• wkky cwiPh©v msµvšÍ †h †Kvb mgm¨vi `ªæZ wb®úwË Kiv|  

• wkky cwiPh©v msµvšÍ mKj Z‡_¨i cÖwZ‡e`b Kiv| 
 

I‡qj‡dqvi Awdmvit  

‡gwWK¨vj 
Awdmvi 

I‡qj†dqvi 
Awdmvi 

wmwKDwiwU 
BbPvR© 

wkï 
cwiPh©Kvix 

D×viKvix 
`j 
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• cÖwZw`b Kgc‡ÿ GKevi wkï Kÿ cwi`k©b Kiv; 

• wkky cwiPh©v msµvšÍ †h †Kvb mgm¨v Abyf~Z n‡j D×Zb KZ©cÿ‡K Rvbv‡bv; 

•  wkï K¶ e¨e ’̄vcbvi †¶‡Î †Kvb mgm¨v _vK‡j KZ…©c¶‡K Rvbv‡bv|  
 

wkky cwiPh©vKvix: 

• wkï K‡ÿ cÖ‡qvRbxq Z_¨ wjwce× Ki‡Yi Rb¨ †iwRóvi †gB‡›Ub Kiv; 

• ev”Pv‡`i gvbwmK weKv‡ki Rb¨ cÖ‡qvRbxq e¨e¯’v MÖnY Kiv; 

• wkky cwiPh©v msµvšÍ †h †Kvb mgm¨v Abyf~Z n‡j D×Zb KZ©cÿ‡K Rvbv‡bv; 

• wkï cwiPh©v e¨e¯’vcbvi †¶‡Î †Kvb mgm¨v _vK‡j KZ…©c¶‡K Rvbv‡bv; 

• wkky cwiPh©v msµvšÍ mKj wel‡qi Z`viwK Kiv| 
 

          †gwWK¨vj Awdmvi/Kbmvj‡U›U t                    

• wkï K‡ÿ iwÿZ ev”Pv‡`i wbqwgZ ¯^v¯’¨ cixÿv wbwðZ Kiv| 

• wkï K‡ÿ iwÿZ ev”Pv Amy¯’ n‡j h_vh_ c`‡ÿc MÖnY Kiv cÖ‡qvRb‡ev‡a KZ…©c¶‡K Rvbv‡bv|  
 

wmwKDwiwU BbPvR©t 

• wbivcËvcÖnix me©`v mRvM _vK‡eb †hb AcwiwPZ/AbvKvw•LZ †Kvb e¨w³ KviLvbvq cÖ‡ek Ki‡Z bv cv‡i | 

• ev”Pv‡`i AwfeveK‡`i †M‡U bw_fy³ Kiv| 
 

mswkøó KwgwU t- 

• Riyix gn~©‡Z D×viKvix `j wkï K‡ÿ iwÿZ ev”Pv‡`i AMÖvwaKvi wfwË‡Z D×v‡ii Rb¨ cÖ‡qvRbxq c`‡ÿc MÖnY Kiv| 
 

2.3. Kg©`ÿZv (Competency): cwjwm ev¯Íevq‡bi Rb¨ MwVZ AM©v‡bvMÖv‡gi c`web¨vm Abyhvqx D×©Zb Kg©KZ©vMY Zvi Aat¯Íb 

Kg©KZ©v‡`i `vwqZ¡ I KZ©e¨,  mxgve×Zv m¤ú‡K© Ges cwjwmi Dci wbqwgZ cÖwkÿY cÖ`v‡bi gva¨‡g mswkøó wel‡qi Dci Zv‡`i 

Kg©`ÿZv wbwðZ Ki‡e| cÖwkÿYcÖvß Aat¯Íb Kg©KZ©vMb Zvi cÖwkÿYjä Ávb I AwfÁZvi Av‡jv‡K cÖwZôv‡bi ga¨g ch©v‡qi Kg©KZ©v 

I mvavib kÖwgK‡`i cÖwkÿY cÖ`vb Ki‡eb †hb cwjwm ev¯Íevq‡b mK‡ji ¯^Ztù~Z© AskMÖnY wbwðZ nq|  

D³ bxwZgvjv m¤ú‡K© KviLvbvq bZzb kÖwgK wb‡qv‡Mi ci cÖ‡Z¨K‡KB cwiwPwZ c‡e©i mv‡_ GKevi cÖwkÿY ‡`Iqv nq Ges Kg©iZ 
Ab¨vb¨ mKj kÖwgK, Kg©Pvix I Kg©KZ©v‡K eQ‡i Kgc‡ÿ GKevi cÖwkÿY †`Iqv nq| 
 

3. iæwUb I c×wZ  (Routines & Procedures) t 
 

      3.1. ev¯Íevqb iæwUb (Implementation Routines) t  

 

Kvh©µg (wK) c×wZ (wKfv‡e) `vwqZ¡cÖvß c`ex (‡K) KLb 
KviY 
(‡Kb) 

3.1 K) wkï K‡ÿ h‡_ó ’̄vb msKzjvb 
Ges ch©vß Av‡jv evZv‡mi e¨e¯’&v ivLv| 

wkï cwiPh©v bxwZgvjv 
1.5 (K) AbymiY K‡i| 

gnve¨e¯’vcK /mnKvix 
gnve¨e¯’vcK (cÖkvmb, gvbe 

m¤ú` I Kgcøv‡qÝ) 

ev”Pv ivLvi w`b 
†_‡K Ges e¨emv 

PjvKvjxb 
[1.5] 

3.1.L) wkï Kÿ wkky‡`i gv‡q‡`i 
Rb¨ mnRMg¨ Kiv| 

wkï cwiPh©v bxwZgvjv 
1.5 (L) AbymiY K‡i| 

gnve¨e¯’vcK /mnKvix 
gnve¨e¯’vcK (cÖkvmb, gvbe 

m¤ú` I Kgcøv‡qÝ) 

ev”Pv ivLvi w`b 
†_‡K 

 
[1.5] 

3.1.M) wkï Kÿ h‡_ó AvmevecÎ 
Øviv mw¾Z ivLv| 

wkï cwiPh©v bxwZgvjv 
1.5 (M) AbymiY K‡i| 

e¨e ’̄vcK /mnKvix 
gnve¨e¯’vcK (cÖkvmb, gvbe 

m¤ú` I Kgcøv‡qÝ) 
wb‡qv‡Mi w`b 

 
[1.5] 

3.1.N) wkï  K†ÿ cÖ‡Z¨K wkïi Rb¨ 
weQvbvmn LvU ev †`vjbvi e¨e ’̄v ivLv| 

wkï cwiPh©v bxwZgvjv 
1.5 (N) AbymiY K‡i| 

e¨e ’̄vcK /mnt e¨e¯’vcK 
(cÖkvmb, gvbe m¤ú` I 

Kgcøv‡qÝ) 

ev”Pv ivLvi w`b 
†_‡K 

 
[1.5] 
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3.1.O) Zzjbvg~jK eq®‹ wkky‡`i Rb¨ 
h‡_ó Ges Dchy³ †Ljbvi e¨e¯’v ivLv| 

wkï cwiPh©v bxwZgvjv 
1.5 (O) AbymiY K‡i| 

e¨e ’̄vcK /mnt e¨e¯’vcK 
(cÖkvmb, gvbe m¤ú` I 

Kgcøv‡qÝ) 

ev”Pv ivLvi w`b 
†_‡K 

 
[1.5] 

3.1.P) cÖwZwU wkïi Rb¨ ch©vß 
cwi”Qb Kvco-†Pvco, mvevb Ges 
†Zvqv‡j wbwðZ Kiv| 

wkï cwiPh©v bxwZgvjv 
1.5 (P) AbymiY K‡i| 

e¨e ’̄vcK /mnt e¨e¯’vcK 
(cÖkvmb, gvbe m¤ú` I 

Kgcøv‡qÝ) 

ev”Pv ivLvi w`b 
†_‡K 

 
[1.5] 

3.1.Q) K¶wU ch©vß Av‡jvwKZ Ges 
evqy PjvPj e¨e ’̄v m¤úbœ Kiv Ges GwU 
cwi®‹vi-cwi”Qbœ wbwðZ Kiv | 

wkï cwiPh©v bxwZgvjv 
1.5 (Q) AbymiY K‡i| 

e¨e ’̄vcK /mnt e¨e¯’vcK 
(cÖkvmb, gvbe m¤ú` I 

Kgcøv‡qÝ) 
e¨emv PjvKvjxb 

 
[1.5] 

3.1.R) ỳ»`vbKvix gv‡qiv ‡hb 
wbivc‡` I kvjxbZv eRvq ‡i‡L 
wkï‡`i ỳ»cvb Kiv‡Z cv‡ib Ggb 
¯^Zš¿ GKwU Kÿ A_ev c`©v‡Niv GKwU 
¯’vb _vKv Ges emvi Rb¨ †Pqvi ev GB 
cÖKv‡ii †Kvb Avm‡bi e¨e¯’v ivLv| 

wkï cwiPh©v bxwZgvjv 
1.5 (R) AbymiY K‡i| 

e¨e ’̄vcK /mnt e¨e¯’vcK 
(cÖkvmb, gvbe m¤ú` I 

Kgcøv‡qÝ) 
e¨emv PjvKvjxb 

 
[1.5] 

3.1.S) wkï K‡¶ _vKv cÖwZwU wkïi 
Rb¨ cÖwZw`b 0.25 wjUvi `ya Ges 
ch©vß cywóKi Lvevi mieivn wbwðZ 
Kiv | 

wkï cwiPh©v bxwZgvjv 
1.5 (S) AbymiY K‡i| 

gnve¨e¯’vcK /mnKvix 
gnve¨e¯’vcK (cÖkvmb, gvbe 

m¤ú` I Kgcøv‡qÝ) 

ev”Pv ivLvi w`b 
†_‡K  

 
[1.5] 

3.1.T) wkï K‡¶i Kg©Pvix‡`i wkï 
K‡¶ KZ©e¨iZ _vKvKvjxb e¨env‡ii 
Rb¨ cwi®‹vi-cwi”Qbœ †cvkvK mieivn 
Kiv| 

wkï cwiPh©v bxwZgvjv 
1.5 (T) AbymiY K‡i| 

mnKvix gnve¨e¯’vcK/ 
e¨e ’̄vcK/wbe©vnx (cÖkvmb, 
gvbe m¤ú` I Kgcøv‡qÝ) 

cÖ‡qvRb mv‡c‡ÿ¨ 

 
[1.5] 

3.1 .U) wkïK¶wU cÖwk¶YcÖvß wkï 
cwiPh©vKvixi ZË¡veav‡b _vK‡e| 

wkï cwiPh©v bxwZgvjv 
1.5 (U) AbymiY K‡i| 

gnve¨e¯’vcK /mnKvix 
gnve¨e¯’vcK (cÖkvmb, gvbe 

m¤ú` I Kgcøv‡qÝ) 

wb‡qv‡Mi w`b †_‡K 
Ges e¨emv 
PjvKvjxb 

 
[1.5] 

3.1 .V) cÖ‡ZK wkïi Rb¨ †gSi 
†cwigvb n‡e Kgc‡ÿ 600 
eM©‡mw›UwgUvi| 

wkï cwiPh©v bxwZgvjv 
1.5 (V) AbymiY K‡i| 

gnve¨e¯’vcK /mnKvix 
gnve¨e¯’vcK (cÖkvmb, gvbe 

m¤ú` I Kgcøv‡qÝ) 
e¨emv PjvKvjxb 

 
[1.5] 

3.1.W) 1.5.W) gwnjv kªwgK‡`i‡K  
wkï wb‡q Avmvi e¨vcv‡i DrmvwnZ 
Kiv|  

wkï cwiPh©v bxwZgvjv 
1.5 (W) AbymiY K‡i| 

gnve¨e¯’vcK/mnKvix 
(cÖkvmb, gvbe m¤ú` I 

Kgcøv‡qÝ) 
cÖ‡qvRb mv‡c‡ÿ¨ 

 
[1.5] 

3.1.X) wkï K¶wUi ¯̂v¯’ I wbivcËv 
fvj ivLvi Rb¨ wbqwgZ ch©‡e¶Y Kiv 
Ges cÖ‡qvRbxq e¨e¯’v †bqv| 
 

wkï cwiPh©v bxwZgvjv 
1.5 (X) AbymiY K‡i| 

e¨e ’̄vcK /mnKvix e¨e¯’vcK 
(cÖkvmb, gvbe m¤ú` I 

Kgcøv‡qÝ) 

ev”Pv ivLvi w`b 
†_‡K Ges e¨emv 

PjvKvjxb 

[1.5] 

3.1.Y) wkï K‡¶ ev”Pv cÖ‡e‡ki Ges 
ev”Pv evwni nevi Z_¨ msiÿ‡Yi Rb¨ 
†iwRóvi †gB‡›UBb Kiv | 
 

wkï cwiPh©v bxwZgvjv 
1.5 (Y) AbymiY K‡i| 

e¨e ’̄vcK /mnKvix e¨e¯’vcK 
(cÖkvmb, gvbe m¤ú` I 

Kgcøv‡qÝ) 

ev”Pv ivLvi w`b 
†_‡K Ges e¨emv 

PjvKvjxb 

[1.5] 

3.1.Z) kÖwgK‡`i ga¨ †_‡K †h mKj 
gv‡qiv wkï‡`i evmv ‡_‡K ‡eó wdwWs 
Gi Rb¨ wb‡q Av‡m Zv‡`i Z_¨I 
†iwRóvi msiÿY Kiv n‡q _v‡K| 

wkï cwiPh©v bxwZgvjv 
1.5 (c) AbymiY K‡i| 

e¨e ’̄vcK /mnKvix e¨e¯’vcK 
(cÖkvmb, gvbe m¤ú` I 

Kgcøv‡qÝ) 

ev”Pv ivLvi w`b 
†_‡K Ges e¨emv 

PjvKvjxb 

[1.5] 

3.1._) ey‡Ki `ya LvIqv‡bvi Rb¨ 
c`©v‡Niv e¨e ’̄v wbwðZ Kiv|  

wkï cwiPh©v bxwZgvjv 
1.5 (d) AbymiY K‡i| 

e¨e ’̄vcK /mnKvix e¨e¯’vcK 
(cÖkvmb, gvbe m¤ú` I 

Kgcøv‡qÝ) 

ev”Pv ivLvi w`b 
†_‡K Ges e¨emv 

PjvKvjxb 

[1.5] 

3.1.`) ev”Pv‡`i kvixwiK I gvbwmK 
weKv‡ki wewfbœ DcKiY mieivn Kiv|  

wkï cwiPh©v bxwZgvjv 
1.5 (e) AbymiY K‡i| 

e¨e ’̄vcK /mnKvix e¨e¯’vcK 
(cÖkvmb, gvbe m¤ú` I 

Kgcøv‡qÝ) 
cÖ‡qvRb mv‡c‡ÿ¨ 

[1.5] 
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3.1.a) wkï K‡¶ 02 eQi ev Zvi 
AwaK eq‡bi ev”Pv‡`i cÖvK we`¨vjq 
wkÿv cÖ`v‡bi e¨e ’̄v Kiv| 

wkï cwiPh©v bxwZgvjv 
1.5 (f) AbymiY K‡i| 

gnve¨e¯’vcK /mnKvix 
gnve¨e¯’vcK (cÖkvmb, gvbe 

m¤ú` I Kgcøv‡qÝ) 
cÖ‡qvRb mv‡c‡ÿ¨ 

[1.5] 

3.1.b) cÖ‡qvRbvbymv‡i wbR¯^ †iwRóvi 
Wv³vi Øviv mv‡ev©ÿwYK wkïi wPwKrmvi 
e¨e ’̄v ivLv| 

wkï cwiPh©v bxwZgvjv 
1.5 (b) AbymiY K‡i| 

e¨e ’̄vcK /mnKvix e¨e¯’vcK 
(cÖkvmb, gvbe m¤ú` I 

Kgcøv‡qÝ) 

gvwmK I cÖ‡qvRb 
mv‡c‡ÿ¨ 

[1.5] 

3.1.c) ‡Kvb mgm¨v ch©‡eÿY 
wkïcwiPh©vKvix Kvj‡ÿb bv K‡i, nU 
jvBb b¤^‡ii gva¨‡g Rvbv‡bv A_ev 
cÖkvmwbK KZ©„c‡ÿi mv‡_ †hvMv‡hvM 
Kiv| 

wkï cwiPh©v bxwZgvjv 
1.5 (c) AbymiY K‡i| 

e¨e ’̄vcK /mnKvix e¨e¯’vcK 
(cÖkvmb, gvbe m¤ú` I 

Kgcøv‡qÝ) 
cÖ‡qvRb mv‡c‡ÿ¨ 

[1.5] 

3.1.d) Riæix gyn~‡Z© wkï K‡ÿ iwÿZ 
ev”Pv‡`i  wbivcËv wbwðZK‡í GKwU 
`j i‡q‡Q hviv Riæix gyn~‡Z© wkï K‡ÿ 
iwÿZ ev”Pv‡`i   D×v‡ii Rb¨ 
wb‡qvwRZ _vK‡e| 

wkï cwiPh©v bxwZgvjv 
1.5 (d) AbymiY K‡i| 

gnve¨e¯’vcK /mnKvix: 
gnve¨e¯’vcK (cÖkvmb, gvbe 

m¤ú` I Kgcøv‡qÝ) 
cÖ‡qvRb mv‡c‡ÿ¨ 

[1.5] 

3.1.e) wkï cwiPh©vKvixi Abycw¯’wZ‡Z 
gvbe m¤ú`,cÖkvmb I Kgcøv‡qÝ 
wefv‡Mi GKRb Kj¨vYKg©KZv 
e¨vKAvc wn‡m‡e `vwqZ¡ cvjb Ki‡eb|  

wkï cwiPh©v bxwZgvjv 
1.5 (e) AbymiY K‡i| 

gnve¨e¯’vcK /mnKvix 
gnve¨e¯’vcK (cÖkvmb, gvbe 

m¤ú` I Kgcøv‡qÝ) 
cÖ‡qvRb mv‡c‡ÿ¨ 

[1.5] 

3.1.f) wkï cwiPh©vKvix cÖwZw`b 
wkïK‡ÿi mKj wel‡qi Dc‡i 
KviLvbvi gvbe m¤ú`,cÖkvmb I 
Kgcøv‡qÝ wefv‡M wi‡cv©U ‡ck Ki‡eb 
BZ¨vw`| 

wkï cwiPh©v bxwZgvjv 
1.5 (f) AbymiY K‡i| 

gnve¨e¯’vcK /mnKvix 
gnve¨e¯’vcK (cÖkvmb, gvbe 

m¤ú` I Kgcøv‡qÝ) 
cÖwZw`b 

[1.5] 

 
 
 
 
 
 
 
 
 
3.2 ‡hvMv‡hv‡Mi iæwUb (Communication Routines) t   

 

Kvh©µg (wK) 
c×wZ (wKfv‡e)/ 

†hvMv‡hv‡Mi wbqgKvbyb 
`vwqZ¡cÖvß c`ex (‡K) KLb 

KviY 
(‡Kb) 

3.2.K) cwjwm ev Í̄evqb `‡ji 
m‡½ †hvMv‡hvM ’̄vcb Kiv | 

wgwUs/ m‡PZbZvg~jK Kg©m~Pxi 
gva¨‡g 

(†iKW© msiÿY Kiv) 

e¨e ’̄vcK / mnt e¨e¯’vcK- 
cÖkvmb, gvbe m¤ú` I Kgcøv‡qÝ 

cwjwm cÖwZôv/ ms‡kvab 
Kivi ci hZ `ªæZ m¤¢ve| 

(15 w`‡bi g‡a¨) 
[1.5] 

3.2.L) e¨e ’̄vcbv KZ„©c‡ÿi 
m‡½ †hvMv‡hvM ’̄vcb Kiv| 

wgwUs/ m‡PZbZvg~jK Kg©m~Pxi 
gva¨‡g| 

(†iKW© msiÿY Kiv) 

gnve¨e¯’vcK 
cÖkvmb, gvbe m¤ú` I Kgcøv‡qÝ 

cwjwm cÖwZôv/ ms‡kvab 
Kivi ci hZ `ªæZ m¤¢ve| 

(30 w`‡bi g‡a¨) 
[1.5] 

3.2.M) wgW †j‡ej e¨e ’̄vcbv 
KZ„©c‡ÿi m‡½ †hvMv‡hvM 
¯’vcb Kiv| 

wgwUs/ m‡PZbZvg~jK Kg©m~Px 
/cÖwkÿY/‡bvwU‡ki gva¨‡g| 

(†iKW© msiÿY Kiv) 

e¨e ’̄vcK / mnt 
e¨e ’̄vcK/wmwb.wbe©vnx- 

cÖkvmb, gvbe m¤ú` I Kgcøv‡qÝ 

cwjwm cÖwZôv/ ms‡kvab 
Kivi ci hZ `ªæZ m¤¢ve| 

(90 w`‡bi g‡a¨) 
[1.5] 
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3.2.N) ’̄vqx kÖwg‡Ki m‡½ 
†hvMv‡hvM ’̄vcb Kiv| 

wgwUs/ m‡PZbZvg~jK Kg©m~Px 
/cÖwkÿY/wcG/‡bvwU‡ki 

gva¨‡g| (†iKW© msiÿY Kiv) 

e¨e ’̄vcK / mnt 
e¨e ’̄vcK/wmwb.wbe©vnx/ wbe©vnx/ 

Awdmvi- 
cÖkvmb, gvbe m¤ú` I Kgcøv‡qÝ 

cwjwm cÖwZôv/ ms‡kvab 
Kivi ci eQ‡i AšÍZ 

GKevi cybt cÖwkÿY †`Iqv 
nq 

(cÖwZ ‡mk‡b 40 Rb 
K‡i)| 

[1.5] 

3.2.O) bZzb wb‡qvMcÖvß 
kÖwg‡Ki m‡½ †hvMv‡hvM ¯’vcb 
Kiv| 

wgwUs/ m‡PZbZvg~jK Kg©m~Px 
/cÖwkÿY/wcG/‡bvwU‡ki 

gva¨‡g| (†iKW© msiÿY Kiv) 

e¨e ’̄vcK / mnt 
e¨e ’̄vcK/wmwb.wbe©vnx/ wbe©vnx/ 

Awdmvi- 
cÖkvmb, gvbe m¤ú` I Kgcøv‡qÝ 

‡hvM`v‡bi ci ciB [1.5] 

3.2.P) KwgwU  
wgwUs/ m‡PZbZvg~jK Kg©m~Px 

/cÖwkÿY/wcG/‡bvwU‡ki 
gva¨‡g| (†iKW© msiÿY Kiv) 

e¨e ’̄vcK / mnt 
e¨e ’̄vcK/wmwb.wbe©vnx- 

cÖkvmb, gvbe m¤ú` I Kgcøv‡qÝ 

cwjwm cÖwZôv/ ms‡kvab 
Kivi ci  

( cÖwZ eQi Kgc‡ÿ 01 
evi)| 

[1.5] 

 
3.3 cÖwZwµqv I wbqš¿Y iæwUb (Feedback and Control Routines) t  cwjwm ev¯Íevq‡b msMV‡bi m`m¨iv mwVKfv‡e wbR wbR 

`vwqZ¡ cvjb Ki‡Q wKbv, cwjwm ev¯Íevq‡bi c×wZ I iæwUb mwVKfv‡e cwiPvwjZ n‡”Q wKbv, †hvMv‡hvM I ev¯Íevq‡bi mKj gva¨g 
mwµq Av‡Q wKbv, cwjwm ev¯Íevq‡b Aw½Kvi, D‡Ïk¨, jÿ¨, †idv‡iÝ mwVKfv‡e wba©vwiZ n‡q‡Q wKbv cÖf~wZ wel‡qi Dci 
Af¨šÍixb Rwic cwiPvwjZ nq| GQvovI cwjwm ev Í̄evq‡b †hvMv‡hvM I c×wZ m¤ú‡K© mvavib kÖwgK, Kg©KZ©v I Kg©Pvix‡`i 
g‡bvfve, Zv‡`i Rvbvi cwiwa Ges cÖv‡qvwMK †ÿ‡Î Zv‡`i AskMÖn‡Yi gvÎv wbiæc‡bi Rb¨ wewfbœ cÖwkÿY ‡k‡l g~j¨vqb c‡Îi 
gva¨‡g ev¯Íe Ae¯’v Abyaveb K‡i  cÖ‡qvRbxq e¨e¯’v MÖnY Kiv n‡q _v‡K|  
 

Kvh©µg (wK) c×wZ (wKfv‡e) `vwqZ¡cÖvß c`ex (‡K) KLb 
KviY 
(‡Kb) 

3.3 ©K) Af¨šÍixb Rwic     

K) cÖkœ cÎ ˆZixi gva¨‡g 

• kÖwg‡Ki B›UviwfD 

• g¨v‡bR‡g‡›Ui B›UviwfD 

• WKz‡g›U ‡PK 

• `„kgvb cwi`k©b 
hvnv 3.1 Ges 3.2 AbymiY K‡i| 

Af¨šÍixb Rwic `j 
mswkøó cwjwmi Dci cÖwkÿY 

†`qvi ci      
(eQ‡i AšÍZ GKevi) 

[1.5] 

3.3 L) Rwic 
cÖwZ‡e`bwU we‡kølY Kiv 
Ges wi‡cvU© cÖ`vb Kiv| 

* AwWU Abyhvqx mgm¨v¸‡jv wi‡cvU© Kiv 
* Rwi‡ci djvd‡ji Dci Score wba©viY/ 
g~j¨vqY Kiv| 
* KZ…©cÿ‡K AewnZ Kiv 

Af¨šÍixb Rwic `j 
Af¨šÍixb Rwic ‡kl Kivi 

ci [1.5] 

3.3 M) Rwic 
cÖwZ‡e`‡bi djvd‡ji 
Dci g~j KviY we‡kølY 
Kiv| 

• kÖwg‡Ki B›UviwfD 

• g¨v‡bR‡g‡›Ui B›UviwfD 

• WKz‡g›U ‡PK 

• `„kgvb cwi`k©b 

e¨e ’̄vcK / mnKvix 
e¨e ’̄vcK/ wmwb.wbe©vnx/ 

wbe©vnx- 
cÖkvmb, gvbe m¤ú` I 

Kgcøv‡qÝ| 

Af¨šÍixb Rwic wi‡cvU© nv‡Z 

cvIqvi ci| [1.5] 

3.3.N) ms‡kvabx Kg© 
cwiKíbv (NUbvi 
cybive„wË bv nIqvq 
M„nxZ c`‡ÿc) 

*g~j KviY ¸‡jv wPwýZ K‡i cÖ‡qvRbxq 
c`‡ÿc MÖnY Kiv| 
 
‡hgb:-  *bxwZgvjv ms‡kvab Kiv 
          *cÖwkÿY c×wZ‡Z cwieZ©b 
          *cÖkœ cw×‡Z cwieZ©b Avbv                    

• AwWU wU‡gi mv‡_ wgwUs Kiv| 

• M„nxZ c`‡ÿc mg~‡ni Dci d‡jv 
Avc Kiv|  

• g~j¨vqY Kiv| 

• KZ…©cÿ‡K AewnZ Kiv 

gnve¨e¯’vcK/ e¨e¯’vcK 
/ mnKvix e¨e¯’vcK/ 
wmwb.wbe©vnx/ wbe©vnx-

cÖkvmb, gvbe m¤ú` I 
Kgcøv‡qÝ 

Af¨šÍixb Rwic wi‡cvU© n‡Z 
cvIqvi ci hZ `ªæZ m¤¢e| 

(15 w`‡bi g‡a¨) 
[1.5] 
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3.3.O) cÖwZ‡iva Kg© 
cwiKíbv (NUbvwU GK 
eviI †hb bv N‡U †m 
j‡ÿ¨ M„nxZ c`‡ÿc) 

wgwUs/ m‡PZbZvg~jK Kg©m~Px/ 
cÖwkÿY/wcG/‡bvwU‡ki gva¨‡g kÖwgK‡`i‡K 
mswkøó cwjwm I cÖwmwWDi Gi Dci evievi 

avibv †`qv I m‡PZb Kiv| 

e¨e ’̄vcK / mnt 
e¨e ’̄vcK/wmwb.wbe©vnx/ 

wbe©vnx/ Awdmvi- 
cÖkvmb, gvbe m¤ú` I 

Kgcøv‡qÝ 

‡hvM`v‡bi w`b †_‡K [1.5] 

 

 

4.  †hvMv‡hvM I ev¯Íevqb (Communication & Implementation)  

4.1 ev¯Íevqb iæwUb 3.1 AbymiY Kiv Ges h_vh_fv‡e WKz‡g›U msiÿY Kiv| 

4.2 ‡hvMv‡hv‡Mi iæwUb 3.2 AbymiY Kiv Ges h_vh_fv‡e WKz‡g›U msiÿY Kiv| 

4.3 cÖwZwµqv I wbqš¿Y iæwUb 3.3 AbymiY Kiv Ges h_vh_fv‡e WKz‡g›U msiÿY Kiv| 

 

 

5. WKz‡g›U K‡›Uªvj (Document Control) t 

5.1. mKj cwjwm I WKz‡g›U Gi Rb¨ wba©vwiZ †dvìvi ˆZwi Kiv| 

5.2. Back up folder ‰Zix Kiv|  

5.3. `vwqZ¡cÖvß e¨w³ KZ©„K evsjv‡`k kÖg AvBb I evqv‡ii bxwZMZ AvPiY wewagvjv Abyhvqx cwjwm mg~n Update Kiv nq 

Ges h_vh_fv‡e msiÿY Kiv| 

5.4. WKz‡g›U Ggbfv‡e msiÿY Kiv nq †hb `vwqZ¡ cÖvß e¨w³iv mn‡R Zv Ly‡R †ei Ki‡Z cv‡i| 
 



 

‡g‡Uªv wbwUs GÛ WvBs wgjm& wjwg‡UW 
ivgvievM, KzZzecyi, dZzjøv, bvivqYMÄ| 

   

 

  

Emergency Plan & Procedure 

Riæix Ae¯’vi cwiKíbv I Kvh©Ki c×wZ 



Metro knitting & Dyeing Limited 

Ramarbagh, Kutubpur, Fatullah, Narayangonj 
100% Export Oriented Knit Unit 

 

Page 1 of 18 
 

 

-t m~wPcÎ t- 

Riæix Ae¯’v -------------------------------------------------------------------- 2 
 

Riæix Ae¯’vi aib -------------------------------------------------------------------- 2 
 

wewfbœ ai‡bi `~N©Ubv I Zvi †_‡K cwiÎv‡bi Dcvq --------------------------------------- 2 
 1. AwMœKvÐRwbZ `~N©Ubv ----------------------------------------------- 2 
 2. cÖvK…wZK `~N©Ubv ----------------------------------------------- 4 
  K. f‚wgK¤ú ----------------------------------------------- 4 
  L. eb¨v ----------------------------------------------- 6 
  M. So ----------------------------------------------- 7 
  N. R‡jv”Qvm ----------------------------------------------- 8 
 3. ˆe`y¨wZK `~N©Ubv ----------------------------------------------- 9 
 4. hvwš¿K ~̀N©Ubv ----------------------------------------------- 9 
  K. eqjvi we‡ùvib -----------------------------------------------  10 
  L. †Rbv‡iUi we‡ùvib ---------------------------------------------  10 
  M. N~Y©vqgvb hš¿cvwZ -----------------------------------------------  10 
  N. M¨vm wj‡KR -----------------------------------------------  10 
 5. ivmvqwbK `~N©Ubv  
  K. K¨vwg‡Kj w¯úª‡Rj  ---------------------------------------------  11 
  L. K¨vwg‡Kj ‡mBdwU --------------------------------------------  11 
 6. K…wÎg `~N©Ubv  
  K. †evgmn we‡ùviK `ª‡e¨i ûgwK --------------------------------  12 
  L. kÖwgK Am‡šÍvl / Av‡›`vjb / KvR eÜ  ---------------------------  13 
  M. †emvgwiK wek„•Ljv -------------------------------------------  13 
            7. ‡KvwfW-19 
  8. Ab¨vb¨ 
  K. AwZwi³ Zvc`vn               -------------------------------------------            14 
  L. AvenvIqv cwieZ©b  -------------------------------------------  14 
 

Riæix Ae¯’v †gvKv‡ejvq c~e©MÖnxZ c`‡ÿc mg~n  
 †Kw›`ªq Av¸b mbv³KiY wm‡÷g ¯’vcb ------------------------------------------ 14 
 dvqvi nvB‡Wª›U wm‡÷g ¯’vcb ----------------------------------------------- 14 
 dvqvi G·wUs¸Bmvi ¯’vcb ----------------------------------------------- 14 
 ¯^qswµq IqvUvi cv¤ú nvDR ¯’vcb ----------------------------------------------- 15 
 ch©vß wmwoi e¨e¯’v ----------------------------------------------- 15 
 eRª wb‡ivaK ¯’vcb ----------------------------------------------- 15 
 wc.G wm‡÷g ¯’vcb ----------------------------------------------- 15 
 D×v‡ii miÄvgv`x mieivn ----------------------------------------------- 15 
 

Riæix‡Z `vwqZ¡cÖvß e¨w³‡`i `vwqZ¡ I KZ©e¨           ----------------------------------------------- 16 
 

Riæix‡Z cÖ‡qvRbxq †Uwj‡dvb bv¤^vi mg~n                ----------------------------------------------- 16 
 

Riæix‡Z ewn©Mgb c×wZ I ewn©Mg‡bi Abykxjb ----------------------------------------------- 16 
 

Riæix cÖwZwµqvi †cÖÿvcU ch©‡eÿb ----------------------------------------------- 16 
 

†gwW‡Kj Bgvi‡RwÝ‡Z Kibxq c`‡ÿcmg~n ----------------------------------------------- 17 
 

Riæix cwiKíbv KwgwU I Zvi KvR ----------------------------------------------- 17 
 

mvaviY wb‡`©kbv I Dc‡`k mg~n ----------------------------------------------- 17 
 

†hvMv‡hvM e¨e ’̄v  ----------------------------------------------- 17 
 

†iKW© msiÿY  ----------------------------------------------- 17 
 

 

 



Metro knitting & Dyeing Limited 

Ramarbagh, Kutubpur, Fatullah, Narayangonj 
100% Export Oriented Knit Unit 

 

Page 2 of 18 
 

Riæix Ae¯’vi cwiKíbv I Kvh©Ki c×wZ 

‡g‡Uªv wbwUs GÛ WvBs wgjm wj: GKwU 100% ißvbxg~Lx bxU K‡¤úvwRU †cvkvK cÖ¯‘ZKvix ¯^bvgab¨ cÖwZôvb| GB cÖwZôv‡b 
wb‡qvwRZ mKj kªwgK Kg©Pvixi hveZxq AwaKvi I my‡hvM myweav ILO Kb‡fbkb, cÖPwjZ AvBb I evqvi‡`i Pvwn`v Abyhvqx 

cwiPvwjZ nq| 

Kg©‡ÿ‡Î ¯^v¯’¨ †mev I wbivcËv myweav cÖwZwU kÖwg‡Ki ˆea Ges AvBbMZ AwaKvi| ex-Kb KZ…©cÿ cÖwZwU kÖwg‡Ki GKwU 
wbivc` Ges ¯^v¯’¨Ki Kg© cwi‡ek cÖ`vb Kivi mv‡_ mv‡_ Riæix Ae¯’v †gvKv‡ejvi Rb¨ GKwU mywbw`©ó †cvMÖvg Pvjy K‡i‡Qb 
hv Riæix Ae¯’v †gvKv‡ejvq mnvqK wnmv‡e KvR K‡i|  

 

Riæix Ae ’̄v :  

Riæix Ae¯’v GKwU ¸iæZi, AcÖZ¨vwkZ Ges wec¾bK cwiw ’̄wZ| GwU Ggb GKwU A¯^vfvweK Ges wec¾bK cwiw¯’wZ hv 
wbqš¿Y, ms‡kvab Ges wbivc` Ae¯’vq wd‡i hvIqvi Rb¨ `ªæZ c`‡ÿc MÖn‡Yi cÖ‡qvRb c‡o| †h †Kvb AbvKvw•LZ wecwËi 
Rb¨ Riæix Ae¯’vi m„wó n‡Z cv‡i|  

 

Riæix Ae ’̄vi aib :  

wb¤œwjwLZ `~N©Ubvi Rb¨ AbvKvw•LZ Riæix Ae¯’vi m„wó n‡Z cv‡i| †hgb-  

1. AwMœKvÐRwbZ `~N©Ubv|  
2. cÖvK…wZK `~N©Ubv| (f‚wgK¤ú, eb¨v, So, R‡jv”Qvm) 
3. ˆe`y¨wZK `~N©Ubv|  
4. hvwš¿K ~̀N©Ubv| (eqjvi weõib, †Rbv‡iUi we‡ùvib, N~Y©gvb hš¿cvwZ, M¨vm wj‡KR) 
5. ivmvqwbK `~N©Ubv| (†Kwg‡Kj wj‡KR, †Kwg‡Kj e¨e¯’vcbv) 
6. K…wÎg `~N©Ubv| (‡evgmn we‡ùviK `ª‡e¨i ûgwK, kÖwgK Am‡šÍvl, †emvgwiK wek„•Ljv)  

 

wewfbœ ai‡bi `~N©Ubv I Zvi †_‡K cwiÎv‡bi Dcvq :  

1. AwMœKvÐRwbZ `~N©Ubv :  

Av¸b wK (What is Fire) : Av¸b/`nY GK ai‡bi ivmvqwbK wewµqv ev wewµqvi †kªYxweb¨vm hvi gva¨‡g Av‡jv Ges 
Zv‡ci m„wó nq| myZivs hLb †Kvb ivmvqwbK wewµqvi d‡j Zvc I Av‡jvi m„wó nq ZLb Zv‡K Av¸b e‡j| mvaviYZ 
wZbwU Dcv`vb Ges GKwU ivmvqwbK wewµqvi mgš^‡q Av¸‡bi m„wó nq|  h_v- (1) `vn¨ e ‘̄, (2) Aw·‡Rb, (3) Zvc Ges 
ivmvqwbK wewµqvi Awew”Qbœ †hvMm~Î (Unbroken Chain of Reaction) hZ¶Y ch©šÍ GB wZbwU Dcv`vb I ivmvqwbK wewµqv 
weivRgvb _vK‡e ZZ¶Y ch©šÍ Av¸b R¡j‡Z _vK‡e| `n‡bi GB bxwZ‡K AwMœ cÖ¾¡jb bxwZ ejv nq| G‡K `n‡bi ev AwMœ 
cÖ¾¡j‡bi PZzf©~RI ejv nq |  

Av¸b wKfv‡e wb‡f (How the Fire Extinguished) : Av¸b jvMvi Rb¨ wZbwU Dcv`vb I GKwU wewµqvi cÖ‡qvRb nq| 
myZivs †h †Kvb GKwU Dcv`vb mwi‡q wb‡j ev wewµqvq euvavi  m„wó Ki‡j Av¸‡bi PZzf©~R †f‡½ hvq Ges Av¸b wb‡f hvq|  

AwMœ ~̀M©Ubv †gvKv‡ejvq c~e© KiYxq (Fire Counter Activity) : cÖwZôvbwU‡Z msNwUZ m¤¢ve¨ AwMœ ~̀N©Ubv ZvrÿwbKfv‡e 
wbe©vcb I wbqš¿Y Ges AwMœ cÖwZ‡iva e¨e¯’v wbwðZK‡í wb‡¤œewY©Z e¨e¯’v mg~n ejer I wbwðZ Kiv n‡q‡Q-  

1. K) fe‡bi I‡qU ivBRvi I w¯úªsjvi ¯’vcb Kiv n‡q‡Q| fe‡bi cÖwZ †d¬v‡i cÖwZ 6000 eM©dzU Gwiqvi Rb¨ b~¨bZg 
GKwU Ges AwZwi³ †d¬vi Gwiqvi Rb¨ Av‡iv GKwU ivBRvi c‡q›U ¯’vcb wbwðZ Kiv n‡q‡Q| cÖwZwU ivBRvi c‡q‡›U 
1.5Ó Wvqv wewkó 100 dzU j¤^v I †fwi‡qej bRj / wWwd‡Rej  bRj mshy³ K‡i ivBRvi c‡q›UwUi cv‡k¦© ev‡· 
msiÿY Kiv n‡q‡Q|  

 L) fe‡bi mKj Zjvq Aew ’̄Z ¸`vg/KviLvbvi Af¨šÍ‡i cÖwZ 750 eM©dzU Gwiqvi Rb¨ GKwU w¯úªsjvi †nW ’̄vcb Kiv 
n‡q‡Q| cÖwZwU w¯úªsjvi †nW Gi M¨vm fvj¦/wdD‡Rej Kfv‡ii mwVK Zvc aviY ÿgZv n‡e 560 †mjwmqvm| mv‡_ 
GKwU dvqvi mvwf©m Kv‡bKkb (wd‡gj Kcwjb) mshy³ _v‡K| dvqvi mvwf©m Kv‡bKk‡bi WvqvwgUvi n‡”Q 2.5 © ©| 
ivBRvi cvB‡ci cvwbi †cÖmvi n‡”Q b~¨bZg 2.5 evi Ges dvqvi mvwf©m Kv‡bKk‡bi cvwbi †cÖmvi n‡”Q 5 evi| 
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 M) ivBRvi I w¯úªsjv‡ii cvwb cÖevn wbwÿß Ki‡bi Rb¨ fe‡bi MÖvDÛ †d¬vi/‡eR‡g›U dvqvi dvBwUs cv¤ú nvDR 
¯’vcbmn by¨bZg 16,00,000 wjUvi cvwbi AvÛviMÖvDÛ wiRf©vi ¯’vcb Kiv n‡q‡Q| G cv¤ú nvDR †_‡K ivBRvi 
c‡q‡›U I w¯úªsjv‡i cvwb cÖevn wbwðZ Kivi Rb¨ fe‡b fvwU©K¨vj cvBc  ¯’vcb K‡i mKj ivBRvi I w¯úªsjv‡i cvwb 
cÖev‡ni ms‡hvM wbwðZ Kiv n‡q‡Q|  fvwU©K¨vj cvB‡ci cvwb cÖevn n‡e 7 evi|  dvqvi dvBwUs cv¤ú nvD‡R  GKwU 
†gBb cv¤úI GKwU wiRf©vi cv¤ú I GKwU RwKcv¤ú ¯’vcb wbwðZ Kiv n‡q‡Q| cv‡¤úi GKwU wW‡Rj I GKwU we`y¨r 
PvwjZ n‡q _v‡K|  

2. KviLvbv I ¸`v‡gi cÖwZ 400 eM©dzU GjvKvi Rb¨ 1wU K‡i d‡Uv B‡jKwUªK UvBc †¯§vK wW‡U±i ¯’vcb Kiv n‡q‡Q| 

3. ch©vß msL¨K ¯^qswµq dvqvi Gjvg© †ej †gby‡qj Kjc‡q›Umn Riæix wbM©gb wmuwoi/cÖavb cÖ‡ek Øv‡ii evB‡i I 
Kwi‡Wv‡i ¯’vcb Kiv n‡q‡Q| Riæix wbM©gb iv¯Ívq cwi¯‹vi fv‡e AvBjm& gvK© Kiv Av‡Q| 

4. IqvK©mc/Iq¨vinvD‡Ri cÖwZwU wmuwoi `iRvi Dfq cv‡k¦© Dc‡i I Riæix wbM©gb wmuwoi GKwRU GK‡mm Gi Dc‡i 
e¨vUvix I we ỳ¨r PvwjZ (Wz‡qj †mvm©) Av‡jvwKZ GKwRU mvBb ¯’vcbmn mKj Zjvi †d¬vi Gwiqvq ch©vß msL¨K (Wz‡qj 
†mvm©) Bgvi‡RÝx jvBU ¯’vcb Kiv n‡q‡Q|  

5. KviLvbvi Pvicv‡k PviwU Riæix wbM©gb wmuwo ¯’vcb Kiv n‡q‡Q|  

6. AwMœKv‡Ûi mgq †avqv I Zvc `ªæZ †ei Kivi Rb¨ ¸`vg/KviLvbvi Af¨šÍ‡i ch©vß msL¨K GKRvó d¨vb ’̄vcb Kiv 
n‡q‡Q| G d¨v‡bi mv‡_ fe‡b ¯’vwcZ ÷¨vÛevB †Rbv‡iUi n‡Z weKí ˆe`y¨wZK jvB‡bi ms‡hvM Kiv n‡q‡Q|  

7. cÖwZ Zjvq 968 eM©dzU GjvKvi Rb¨ 1wU ABC UvBc dvqvi G·wUs¸Bmvi ¯’vcb Kiv n‡q‡Q| mKj ˆe`y¨wZK ¯’vcbvi 
Rb¨ 1wU 5/6 †KwRi CO2 Kve©b WvB A·vBW AwMœ wbe©vcK hš¿ msiÿY Kiv n‡q‡Q| mKj AwMœ wbe©vcK cÖZ¨wnK †PK 
Kiv nq Ges eQ‡i GK evi mvwf©wms Kiv nq|  

8. IqvK©mc/Iq¨vinvDR M¨vsI‡q D¾j is Øviv wPwýZ Kiv n‡q‡Q|  

9. fe‡bi Qv‡` Aek¨B eRª wb‡ivaK e¨e¯’v ¯’vcb wbwðZ Kiv n‡q‡Q| fe‡bi ˆe`y¨wZK Avw_©s e¨e¯’v miwÿZ|  

10. AwZ ̀ vn¨kxj K¨vwgK¨vjm mg~n c„_K c„_K K‡ÿ mnbxq Zvc wbqš¿Y e¨e ’̄vmn ̧ `vgRvZ Kiv n‡q‡Q| KviLvbvi Kv‡R 
e¨eüZ R¡vjvbx †Zj wbivc` ’̄v‡b msiÿY Kiv n‡q‡Q|  

11. Kg©iZ Kg©KZ©v I Kg©Pvix‡`i 18% Rbej‡K dvqvi I wmwfj wW‡dÝ n‡Z AwMœ wbe©vcb, D×vi I cÖv_wgK wPwKrmv 
wel‡q cÖwkÿY †`Iqv n‡q‡Q| G cÖwkwÿZ Rbej w`‡qB AwMœ wbe©vcK `j MVb Kiv n‡q‡Q|  

12. cÖwZ 1 (GK) gvm ci ci dvqvi wWªj Av‡qvRb Kiv nq Ges dvqvi wWª‡j mK‡ji AskMÖnY wbwðZ Kiv nq|  

13. KviLvbvq wc.G wm‡÷g ¯’vcb Kiv n‡q‡Q Ges KviLvbvi mKj Kÿ‡K Ges mKj wmuwo I Riæix wbM©gb wmuwo‡K wc.G 
wm‡÷g Gi AvIZvq Avbv n‡q‡Q| wc.G wm‡÷g dvqvi KgvÛ Kÿ n‡Z wbqwš¿Z nq| 

14. cÖwZ mßv‡n by¨bZg 1 evi wewìs I †`qv‡j I Qv‡` R‡g _vKv Wvó cwi®‹vi wbwðZ Kiv nq|  

15. we`¨gvb wmuwo¸‡jv cÖwZ †d¬vi n‡Z cÖ‡ek c‡_i evB‡i †¯§vK jwe ˆZix Kiv n‡q‡Q Ges Riæix wbM©gb wmuwoi b¨vq wmuwo 
`yBwU‡Z b~¨bZg 1 N›Uv dvqvi †i‡UW ̀ iRv ̄ ’vcbmn wmuwo ̀ yBwU‡Z Zvc I †avqvgy³ ivLvi Rb¨ wmuwoi Af¨šÍ‡i AwMœKvÛ 
Kvjxb mgq ¯^qswµq fv‡e hv‡Z wmuwoi Af¨šÍ‡i b~¨bZg cÖwZ eM© BwÂ‡Z 3evi †cÖmvi m„wó Kiv hvq †m e¨e¯’v ¯’vcb 
Kiv n‡q‡Q| wmuwoi j¨vwÛs Gwiqv Av¸‡bi wkLv I †avqvgy³ ivLvi e¨e¯’v wbwðZ Kiv n‡q‡Q|  

16. fe‡bi wmwKDwiwU †cvó A_ev fe‡bi g~j cÖ‡ekØvi msjMœ 1wU Kÿ‡K dvqvi KgvÛ Kÿ wn‡m‡e wPwýZ K‡i GK‡ÿ 
†gBb c¨v‡bj †evW© ¯’vcb K‡i c¨v‡bj †ev‡W©i mv‡_ fe‡b ¯’vwcZ mKj wW‡U±i I Gjvg© †ej Gi ms‡hvM wbwðZ Kiv 
n‡q‡Q| dvqvi KgvÛ †÷kb Riæix cÖ‡qvR‡b wb‡¤œv³ mvR-miÄvg msiÿY Kiv n‡q‡Q Ges mve©ÿwbKfv‡e 1Rb 
Acv‡iU‡ii Dcw¯’wZ wbwðZ Kiv n‡q‡Q|  

17. fe‡bi D”PZv 6ô Zjvi D‡×© ev feb eûZj I †d¬vi Gwiqv by¨bZg 500 eM© wgUv‡ii †ekx e‡j fe‡b GKwU wjdU 
¯’vcb wbwðZ Kiv n‡q‡Q|  

 1. ‡gBb c¨v‡bj †evW© = 10 (`k) wU  
 2. wcG wm‡÷g Gi K‡›Uªvj gwWDj = 02 ( ỳB) wU 
 3. ‡Uwj‡dvb †mU by¨bZg = 03 (wZb) wU  
 4. ‡gvevBj †mU by¨bZg = 01 (GK) wU 
 5. UP© jvBb = 05 (cuvP) wU  
 6. weªw`s G¨vcv‡iUvi = 02 ( ỳB) †mU 
 7. dvqvi my¨U (‡nj‡gU, MvgeyU, n¨vÛ †Møvem I jvBU) = 05 (cuvP) †mU 
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 8. weUvi = 10 (`k) †mU 
 9. dvqvig¨vb G· = 02 ( ỳB) wU  
 10. †÷ªPvi = 01 (GK) wU 
 11. dv÷ GBW e· = 01 (GK) wU  
 12. Riæix †mev mvwf©m mg~‡ni †Uwj‡dvb b¤̂i = 01 (GK) wU 
 13. fe‡bi AvwK©‡UKPvi cøvb = 01 (GK) wU bv¤^vi m¤^wjZ †evW© 

AwMœKvÐ †gvKv‡ejv:  

K) hw` †Kvb ‡d¬v‡i Av¸b jv‡M Zvn‡j Av¸b jvMvi mv‡_ mv‡_ mKj‡K mZK©xKi‡bi wbwg‡Ë ûUvi/mvB‡ib/Kwjs †ej 
evwR‡q mZK© Ki‡Z n‡e|  

L) †h †d¬v‡i Av¸b †j‡M‡Q †m †d¬v‡ii ˆe`y¨wZK †gBb myBP Ad K‡i w`‡Z n‡e Ges hZ ZvovZvwo m¤¢e d¨v±ixi cÖavb 
myBPmnI Ad K‡i w`‡Z n‡e| 

M) AwMœwbe©vcK `j I D×viKvix `j e¨ZxZ gwnjv I cyiælMY hZ `ªæZ m¤¢e wmuwo w`‡q †ei n‡q hv‡e|  

N) wbivcËvq wb‡qvwRZ e¨w³Mb Zr¶bœvr d¨v±ixi PviwU †M‡Ui wfZi Ges evwn‡i Ae¯’vb wb‡e| evwni †_‡K †Kn †hb 
AbycÖ‡ek Ki‡Z bv cv‡i Zvi e¨e¯’v wb‡e| GQvovI gvbyl I Mvox PjvP‡ji Rb¨ m¤§y‡Li iv¯Ív Db¥y³ ivL‡e|  

O) AwMœwbe©vcK `j KZ©„K †d¬vi/†mKk‡b iw¶Z AwMœwbe©vb h‡šÎi e¨envi wbwðZ Ki‡e|  

P) AwMœwbe©vcK `j Ges D×viKvix `j‡K AvZ¥wek¦vmx n‡q KvR Ki‡e| 

Q) †d¬vi ev †mKkb †_‡K †jvKRb †b‡g hvIqvi ci D×viKvix `j `ªyZ `~N©Ubv KewjZ‡`i D×vi K‡i cÖv_wgK wPwKrmK 
`‡ji Kv‡Q wb‡q hv‡e Ges cÖ‡qvR‡b d¨v±ixi wPwKrmv †K‡`ª †cŠ‡Q w`‡e|  

R) Kvnv‡iv Mv‡qi Kvc‡o Av¸b †j‡M †M‡j Zr¶bœvr †d¬v‡i MovMwo w`‡Z n‡e| †Kvb µ‡gB †`Šov‡bv hv‡e bv |  

S) ev_iyg/Uq‡jU I wewìs Gi Qv` †PK Ki‡Z n‡e hv‡Z †Kvb †jvK AvUKv c‡o bv _v‡K|  

T) †Kvb fv‡eB wmuwo e¨ZxZ Ab¨ †Kvb ¯’vb w`‡q bvgevi †Póv Ki‡e bv|  

U) hZ ª̀æZ m¤¢e D×viKvix `j `~N©Ubvq KewjZ gvjvgvj D×vi Ki‡e| 

W) cvwbcyY© ev cvwbi KvQvKvwQ ¯’v‡b ˆe`~¨wZK ms‡hvM wewPQbœ Ki‡Z n‡e|  

X)  weï× Lvevi cvwbi e¨e¯’v Kiv| 

 

2. cÖvK…wZK `~N©Ubv :  

: f‚wgK¤ú :  

f‚wgK¤ú : †Kvb Kvi‡b f~-c„ô Av‡jvwoZ n‡q Gi †Kvb †Kvb As‡k AvKw®§K K¤ú‡bi m„wó n‡j Zv‡K f~wgK¤ú e‡j| 
f~wgK‡¤úi d‡j f‚-c„‡ô SvKzbx ev MwZ PvÂ‡j¨i m„wó nq hv A‡bK mgq gvivZ¥K ÿqÿwZ I cÖvY nvwbi KviY n‡q `vovq| 
¯’jfv‡M Giƒc SvKzbx n‡j Zv‡K f~wgK¤ú e‡j Ges mgy‡`ªi Zj‡`‡k  Giƒc SvKzbx n‡j Zv‡K mybvgx (Tsunami) e‡j| 

f~wgK‡¤úi c~e©vfvm : G ch©šÍ weÁvbm¤§Z fv‡e f~wgK‡¤úi c~e©vfvm cvIqvi gZ †Kvb c×wZ Avwe¯‹…Z nqwb| mwZ¨Kvi fv‡e 
f~wgK‡¤úi wbwÏó mgq ejv bv †M‡jI f‚ZvwZ¡K Rwi‡ci gva¨‡g †Kvb& †Kvb& GjvKv f~wgK¤ú cÖeb Zvnv wba©vib Kiv m¤¢e 
n‡q‡Q|  

f~wgK‡¤úi Kvibmgyn:  

1. f~-Av‡›`vjb Z_v †UK‡UvwbK †cø‡Ui mÂvjb RwbZ Kvi‡Y f‚-Z¡‡Ki †Kvb ¯Ív‡b cÖKvÛ wkjvPz¨wZ NU‡j f‚wgK‡¤úi m„wó 
nq| 

2. f‚Mf© Zvc wewKiY K‡i ms‡KvwPZ n‡j mvgÄm¨ iÿv Ki‡Z ewnf©vM I Af¨šÍ‡i dvUj m„wó nq G‡Z f‚wgK‡¤úi m„wó 
nq| 

3. f‚-Af¨šÍ‡i cywÄf‚Z Zvc I Pvc f‚-M‡f©i wbgœfv‡M av°v w`‡j f‚wgK‡¤úi m„wó nq| 
4. Av‡MœqwMwii AMœyrcv‡Zi d‡j f‚wgK‡¤úi m„wó nq| 
5. gvbe Kg©KvÛ RwbZ Kvi‡Y f‚wgK‡¤úi m„wó nq| 

f‚wgK‡¤úi m¤fve¨ djvdj: 
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• Nievwo, abm¤ú` I hvZvqvZ e¨e¯’v webó nq| 

• wewfbœ cvKv feb I Nievwoi wb‡P Pvcv c‡o eû msL¨K gvbyl g„Zz¨eiY K‡i| 

• eû gvbyl AvnZ nq GgbwK cs¸ n‡q hvq| 

• Nievwoi wb‡P eû gvbyl AvUKv c‡o | 

• Pzjvi Av¸b, ˆe ỳwZK kU©mvwK©U ev †c‡Uªvj, †K‡ivwmb BZ¨vw`i Kvi‡Y Av¸b †j‡M eû ÿqÿwZ nq| 

• ivmvqwbK c`v‡_© Av‡jvo‡bi d‡j we‡¯dviY N‡U| ˆZj, M¨vm I cvBc jvB‡b Av¸b a†i hvq| 

• Mevw` cï, nuvm-gyiwMI Ab¨vb¨ cÖvYx e¨vcKfv‡e g„Zz¨eiY K‡i|  

• MvQcvjv Dc‡o hvq Ges †¶Z I dm‡ji e¨vcK ¶q¶wZ nq|  

• wew¶ß aŸsm¯‘c I MvQcvjv c‡o iv¯Ív-Nv‡U cÖwZeÜKZvi m„w÷ nq; GgbwK iv¯Ív NvU bó nq| 

• wewfbœ eªxR I KvjfvU© aŸsm n‡q cÖwZeÜKZvi m„wó nq| 

• jvBU †cv÷ Dc‡o wM‡q Av‡jv e¨e¯’v wewNœZ nq|    

• nvmcvZvj, wK¬wbK BZ¨vw` †mevg~jK cÖwZôvb aŸ‡m hvq| 

• hvbevnb mg~n webó n‡q Riæwi cwienb e¨e¯’v wewNœZ K‡i| 

• A‡bK mgq b`xi MwZc_ cwieZ©b nq Ges cyKzi, b`x-bvjv ïwK‡q hvq| 

• mgy`ª DcK‚‡j R‡jvPQvm nq| 

• A‡bK mgq D”Pf‚wg AebwgZ n‡q Rjvk‡q cwiYZ nq| 

• A‡bK mgq ce©‡Zi Dci wkjvcvZ I wngvwbcvZ nh Ges ¯’jfv‡M Rj‡mªvZ †b‡g G‡m AvKw¯§K eb¨vi m„wó nq| 

• f‚Z¡‡Ki h‡_ó cwieZ©b N‡U wkjv¯Í‡i fuvR duvUj I Pz¨wZ N‡U DcZ¨Kvi m„wó nq; Avevi A‡bK mgq cvjwjK wkjvi 
fuvR c‡o ce©‡Zi m„wó nq| 

• f‚wgK‡¤úi c‡iv¶ dj¯^iæc A‡bK mgq `ywf¶ I gnvgvix‡Z eû cÖvYnvwb N‡U; AvZœxq-¯^Rb nvwi‡q A‡bK gvbyl 
weKviMÖ¯Í n‡q hvq| 

f‚wgK¤ú †gvKv‡ejvi Rb¨ Kibxq KvR‡K wZbwU ch©v‡q fvM Kiv n‡q‡Q| h_v- 

K. f‚wgK‡¤úi c~e©cÖ¯‘wZ wnmv‡e Kibxq| 
L. f‚wgK‡¤úi mgq Kibxq| 
M. f‚wgK‡¤úi c‡i Kibxq| 

K. f‚wgK‡¤úi c~e© cÖ¯‘wZ wn‡m‡e Kibxq :  

1. f‚wgK¤ú m¤ú‡K© cÖwkÿY I aviYv jvf Kiv Ges mKj‡K f‚wgK‡¤úi SzuwK I KiYxq m¤ú‡K© AewnZ Kiv| 
2. KviLvbvi wewìs k³ gvwU‡Z gReyZ K‡i ˆZix Kiv Ges DPz feb ˆZixi mgq gvwU cixÿv K‡i †bIqv I wewìs †KvW 

AbymiY K‡i wewìs ˆZix Kiv| 
3. mwVK gv‡bi wbg©vb mvgMÖx e¨envi K‡i wewìs ˆZwi Kiv| 
4. f‚wgK¤ú Øviv AvµvšÍ n‡Z cv‡i Giƒc ¯’vcbv I welh-m¤úwË m¤ú‡K© aviYv jvf Ki‡Z n‡e Ges cÖ‡qvRbxq cÖwZ‡iva 

e¨e ’̄v wb‡Z n‡e| G¸‡jvi g‡a¨ i‡q‡Q KvVv‡gvMZ feb (÷ªvKPvivj I bb ÷ªvKPvivj DcKiY Øviv wbg©xZ), 
KvVv‡gvnxb feb, AZ¨vek¨Kxq †mev mswkøó ¯’vcbvmgyn (†hgb- cvwb, we`y¨r, M¨vm, ‡Uwj‡dvb, nvmcvZvj, cqt 
wb®‹vkb e¨e ’̄v BZ¨vw`), hvZvqvZ I cwienb e¨e¯’v ( †hgb- iv¯Ív, eªxR, mgy`ª I b`xe›`i, Gqvi‡cvU© BZ¨vw`)| 

5. Avmeve k³ DcKiY w`‡q ˆZix Kiv hv‡Z f‚wgK‡¤úi mgq Zvi wb‡P Avkªq †bIqv hvq|  
6. `ywU wewìs Gi gv‡S wbivc` `yiZ¡ eRvq ivLv| 
7. GKZjv fe‡b GKvwaK `iRv Ges eûZj fe‡b ch©vß `iRv mn GKvwaK wmwo I Riæix ewntMgb wmwo ivLv| 
8. ‰e`y¨wZK jvBb AZ¨šÍ wbivc` I mwVKfv‡e ¯’vcb Kiv hv‡_ ZvrÿwbKfv‡e eÜ Kiv hvq| 
9. f‚wgK‡¤úi mgq e¨env‡ii Rb¨ h‡_ô cwigvY †nj‡gU ivLv| 
10. e¨vUvix PvwjZ †iwWI, UP© jvBU I cÖv_wgK wPwKrmv miÄvg msiwÿZ ivLv| 
11. welv³/ ivmvqwbK `ªe¨vw` wbivc` ¯’v‡b ivLv|  
12. cÖ‡qvRbxq Îvb mvgMÖx msMÖn I gRy` ivLv| 
13. gv‡S gv‡S f‚wgK¤ú welqK gnovq Ask MÖnY Kiv| 

L. f‚wgK‡¤úi mgq Kibxq :  

1. f‚wgK‡¤úi cÖ_g SuvKzbxi mv‡_ mv‡_ mKj‡K hZ `ªæZ m¤¢e wewìs †_‡K †ewo‡q †Lvjv RvqMvq Avkªq wb‡Z n‡e| †Kvb 
wKQz ms‡M †bIqvi †jv‡f Ah_v mgq bó Kiv hv‡e bv|  

2. †nj‡gU _vK‡j `ªæZ wb‡R c‡o wb‡Z n‡e Ges Ab¨‡`i‡K co‡Z ej‡Z n‡e| 
3. ‰e`y¨wZK †gBb myBP I M¨vm myBP eÜ K‡i w`‡Z n‡e| 



Metro knitting & Dyeing Limited 

Ramarbagh, Kutubpur, Fatullah, Narayangonj 
100% Export Oriented Knit Unit 

 

Page 6 of 18 
 

4. wewìs †_‡K †ei n‡Z bv cvi‡j ‡d«Bg&W wewìs Gi †ÿ‡Î Kjv‡gi †Mvovq, wmwoi wb‡P Ges AvavcvKv wewìs ev wU‡bi 
N‡ii Gi †ÿ‡Î k³ Avmevec‡Îi wb‡P Avkªq wb‡Z n‡e| 

5. AvZ‡¼ eûZj feb †_‡K jvd †`Iqv hv‡e bv| 
6. wjdU e¨envi Kiv hv‡e bv| 
7. wewìs Gi evB‡i _vK‡j ˆe`y¨wZK Zvi, DPz MvQ ev Bgvi‡Zi KvQvKvwQ Ae¯’vb †bIqv hv‡e bv| 
8. Mvwo‡Z _vK‡j wbivc` ¯’v‡b _vwg‡q †dj‡Z n‡e| KLbI weª‡Ri Dci Mvwo _vgv‡bv hv‡e bv| 

M. f‚wgK¤ú cieZx© Kibxq :  

1. AwMœ wbe©vcb, D×vi, cÖv_wgK wPwKrmv BZ¨vw` †mevg~jK Kv‡R AskMÖnY Kiv| 
2. `yM©Z gvby‡li Avkªq, Lv`¨ I weï× cvwbi e¨e¯’v Kiv| 
3. ch©vß msL¨K †¯^”Qv‡meK msMwUZ Kiv| 
4. GjvKvi iv¯ÍvNv‡Ui cÖwZeÜKZv AcmviY I c~bt wbg©v‡bi e¨e¯’v Kiv| 
5. AvBb k„•Ljv iÿv‡_© cÖ‡qvRbxq mn‡hvwMZv Kiv| 
6. D×viKvix I Ab¨vb¨ ms¯’v‡K cÖ‡qvRbxq Z_¨ w`‡q mn‡hvwMZv Kiv|  
7. AvnZ, Amnvq I me©nviv gvbyl‡`i mvšÍbv cÖ`v‡bi gva¨‡g g‡bvej wVK ivLv| 
8. g„Z e¨w³‡`i mrKvi Kiv Ges g„Z Mevw` cï gvwU‡Z cyu‡Z †djv| 
9. ÿwZMÖ¯’ we`y¨r jvBb, M¨vm jvBb, cqtwb®‹vkb jvBb BZ¨vw` †givgZ I cybt¯’vc‡bi e¨e¯’v Kiv| g‡b ivL‡Z n‡e †h 

fv½v ˆe`y¨wZK LyuwU, Zvi BZ¨vw` cixÿv bv K‡i nvZ †`Iqv hv‡e bv| 
10. Îvb mvgMÖx myôz weZi‡Y mnvqZv Kiv| 
11. aŸsm¯‘c I AveR©bv Acmvi‡Yi e¨e¯’v Kiv| 
12. miKvwi ch©v‡q wewfbœ †mevg~jK ms¯’vi Kv‡Ri g‡a¨ mgš^q Kiv| 
13. Avcwb hw` †Kvb Ave× K‡ÿ AvUKv c‡o _v‡Kb Ges Avcbvi WvK D×viKvixMb ïb‡Z bv cvq Zvn‡j k³ †Kvb wKQz 

w`‡q k³ RvqMvq †Rv‡o †Rv‡o AvNvZ K‡i D×viKvix‡`i g‡bv‡hvM AvKl©‡Yi †Pôv Kiæb|  

 

: eb¨v : 

eb¨v wK? : ZzjbvgyjK fv‡e cvwbi D”P cÖevn, hv †Kvb b`xi cÖvK…wZK ev K…wÎg Zxi AwZµg K‡i avweZ nq| Zxi Qvwo‡q 
cvwb Avkcv‡ki mgf‚wg cøvweZ Ki‡j mvaviYZ RbM‡Yi `y‡f©v‡Mi KviY n‡q `uvovq| cøvebf‚wg †h‡nZz gvby‡li Kvw•LZ I 
K…wlKv‡Ri mnvqK, ZvB eb¨v‡K wbqš¿‡Yi g‡a¨ ivLv I Gi ÿqÿwZ hv‡Z mxgv Qvwo‡q bv hvq Zv jÿ¨ Kiv Riæix| 
evsjv‡`‡k eb¨vi ms½v ¯^Zš¿| el©vKv‡j hLb b`x, Lvj, wej, nvIi I wbPz GjvKv Qvwo‡q mg¯Í Rbc` cvwb‡Z †f‡m hvq 
Ges dmj, Nievwo, iv¯ÍvNvU, mnvq-m¤úwËi ÿwZmvaY K‡i ZLb Zv‡K eb¨v e‡j AvL¨vwqZ Kiv nq|  

eb¨vi cÖKvi‡f` : evsjv‡`‡k msNwUZ eb¨v‡K wZbwU †kÖbx‡Z wef³ Kiv hvq|  

K. †gŠmywg eb¨v : GB eb¨v FZzMZ| b` b`xi cvwb ax‡i ax‡i DVvbvgv K‡i Ges we¯ÍxY© GjvKv cøvweZ K‡i, Rvbgv‡ji 
e¨vcK ÿwZ mvaiY K‡i _v‡K|  

L. AvKw¯§K eb¨v : AvKw¯§K cvnvwo Xj A_ev ¯^í mg‡q msNwUZ cÖej e„wócvZ †_‡K wKsev cÖvK…wZK A_ev gvbem„ó euva 
†f‡½ msNwUZ nq|  

M. †Rvqvi m„ó eb¨v : mswÿß w ’̄wZKvj wewkó GB eb¨vi D”PZv mvaviYZ 3 †_‡K 6 wgUvi ch©šÍ n‡q _v‡K Ges f‚fv‡Mi 
wb®‹vkb cÖYvjx‡K Ave× K‡i †d‡j|  

eb¨v msNwUZ nIqvi mv¤¢e¨ KviY :  

1. wb¤œ D”PZv wewkó f‚ms¯’vb hvi Dci w`‡q cÖavb cÖavb b`x cÖevwnZ n‡q‡Q| b`x¸wj Zv‡`i kvLv-cÖkvLv Ges Dcb`xi 
mgš^‡q Nb web¨ Í̄ wb®‹vkb RvwjKv M‡o Zz‡j‡Q|  

2. ‡`‡ki evB‡i b` b`xi DRvb GjvKvq Ges †`‡ki Af¨šÍ‡i fvwo e„wócvZ|  
3. wngvjq ce©‡Z Zzlvi Mjb Ges cÖvK…wZK fv‡e wngev‡ni ¯’vbvšÍi msNUb| 
4. cwj mÂq‡bi d‡j b`b`xi Zj‡`k fivU n‡q hvIqv, b`xi cvk¦© †`k `Lj n‡q hvIqv, f‚wgaŸm msNUb|  
5. cÖavb cÖavb b`xmg~‡n GKm‡½ cvwb e„w× Ges GK b`xi Ici Ab¨ b`xi cÖfve we¯Ívi|  
6. cÖK…wZi Dci gvbexq n¯Í‡ÿc|  
7. ‡Rvqvi fvUv Ges evqy cÖev‡ni wecixZ gyLx wµqvi d‡j b` b`xi mgy`ªgyLx cÖevn axiMwZ cÖvß nIqv|  
8. mgy`ªc„‡ôi cwieZ©‡bi cÖwZwµqv| 
9. f‚-MvVwbK wek„•Ljv (f‚wgK¤ú, b`xi cÖevn)|  
10. m¤¢ve¨ MÖxb nvDR cÖwZwµqv|  
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eb¨vi Rb¨ mZK©Zvg~jK e¨e¯’v mg~n :  

1. mevi Kv‡Q eb¨vi c~e©vfvm I mZKx©KiY cÖwµqv Ges me©‡kl cwiw¯’wZ Rvbv‡bvi e¨e¯’v Kiv| 
2. hZ ª̀æZ m¤¢e mKj‡K wbivc` Avkª‡q wb‡q hvIhvi e¨e¯’v Kiv |  
3. hveZxq wRwbmcÎ, hš¿cvwZ eb¨vi cvwbi wec` mxgvi Dc‡ii DPPZvq †Kvb ¯’v‡b ‡óvi Kiv| 
4.  eb¨vi mgq AvZ¥wek¦vmx n‡q KvR Kiv| 
5. cÖ‡Z¨K †d¬v‡i BDwb‡U c~e©v‡ýB D×vKvix `j wPwýZ Kiv| 
6. eb¨v cieZ©x cwiw¯’wZ †gvKv‡ejvi Rb¨ cÖ‡qvRbxq e¨e¯’v MÖnb| 

 

: So : 

So wK? : ‡Kvb ¯’v‡bi evqygÛ‡j †Kvb Kvi‡Y evqy Mig n‡q †M‡j Zv Dc‡i D‡V hvq Ges †mB k~Y¨¯’vb c~iY Ki‡Z 
Av‡kcv‡ki evZvm Zxeª †e‡M QzU‡Z ïiæ K‡i| mvaviYZ cÖPÐ Mi‡gi mgq †Kvb ¯’v‡b GiKg NUbv NU‡Z †`Lv hvq| Avi 
G iKg Zxeª evqy cÖevn‡K So e‡j| DËi †Mvjv‡a©i †`k evsjv‡`‡k mvaviYZ evsjv ˆekvL gv‡m cÖPÐ Mi‡gi mgq nVvr 
K‡iB GRvZxq So n‡Z †`Lv hvq G‡K ¯’vbxq bv‡g Kvj‰ekvLx ejv nq|  

So Gi c~‡e© Kibxq : eZ©gv‡b weÁvb Rq hvÎvi Kvi‡Y c~‡e©B S‡oi c~e©vfvm cvIqv hvq| S‡oi †gvKv‡ejvq c~‡e© wK Kibxq 
_v‡K hv cvjb Ki‡j gvbe mf¨Zvi ÿqÿwZi cwigvY A‡bK Avs‡k K‡g hvq|  

1. KviLvbv feb mg~n Somnb Dc‡hvMx K‡i ˆZwi Kiv n‡q‡Q| 
2. So KLb †Kv_vq AvNvZ nvb‡Z cv‡i †m e¨vcv‡i me mgq S‡oi Avc‡WU wb‡Z †Póv Ki‡Z n‡e|  
3. Zxeª evZv‡mi Rb¨ cÖ¯‘Z _vK‡Z n‡e| mvB‡K¬vb Gi evZvm A‡bK fvix e¯‘‡K Zz‡j Qz‡o †d‡j w`‡Z cv‡i| KviLvbvi 

Av‡k cv‡k hw` †Kvb AvjMv fvwo e¯‘ _v‡K Zvn‡j Zv wbivc` RvqMvq ivL‡Z n‡e|  
4. ‡Kvb cÖKvi M„ncvwjZ cï _vK‡j Zv‡`i‡KI N‡oi wfZ‡i wbivc` ¯’v‡b ivLv‡Z n‡e Ges Zv‡`i Rb¨ Lvevi gRy` 

K‡i ivL‡Z n‡e|  
5. mvMi ev b`xi KvQv KvwQ _v‡Kj hZ ª̀æZ m¤¢e DuPz ¯’v‡b P‡j †h‡Z n‡e| mvB‡K¬vb Gi †P‡q eo fq¼i welq n‡jv 

R‡jv”Q¡vm| KviY So Gi Kvi‡Y R‡jv”Q¦vm n‡Z cv‡i|  
6. Kv‡Pi Rvbvjvq †Uc jvwM‡q ivL‡Z n‡e| Rvbvjvi †d«g eivei GKUv †Uc jvMv‡Z n‡e Gici Kv‡Pi gvSvgvwS eivei 

X Gi gZ K‡i µm w`‡q †Uc jvMv‡Z n‡e| Zvn‡j KvP †f‡½ Qz‡U Avmvi m¤¢vebv K‡g hv‡e wKsev fvO‡jI Zv Zxeª 
†e‡M Qz‡U Avm‡e bv|  

7. Riæix Ilya ÷K K‡i ivL‡Z n‡e| e¨v_vi Ilya †hgb K¬‡dbvK, c¨ivwmUvgj, Ai‡mjvBb, e¨‡ÛR, Gw›U‡mwÞK 
BZ¨vw`|  

8. wb‡Ri e¨eüZ wRwbm, g~j¨evb wRwbm cÎ GKUv IqvUvi cÖæd Kb‡UBbv‡ii †fZ‡i †i‡L DuPz RvqMvq Zz‡j ivL‡Z 
n‡e|  

9. So Gi ci cvIqvi †dBj Ges iv¯Ív NvU bó n‡q hvIqvi m¤¢vebv gv_vq †i‡L ïK‡bv Lvevi, Lvevi cvwb, ˆZj, UP© 
jvBb, e¨vUvix BZ¨vw` Riæix wRwbl cÎ gRy` K‡i ivL‡Z n‡e|  

10. So cieZx© cwiw¯’wZ †gvKv‡ejvi Rb¨ cÖ‡qvRbxq e¨e¯’v MÖnb Ki‡Z n‡e| 

So Gi mgq KiYxq :  

1. mvB‡ib/Gjvg©, n¨vÛ gvBK ev wc.G wm‡ó‡gi gva¨‡g S‡oi c~ev©fvm w`‡Z n‡e| 
2. mevB‡K †hLv‡b Rvbvjv Kg Ggb iæ‡gi wfZ‡i wbivc` RvqMvq wb‡q †h‡Z n‡e|  
3. mKj `iRv, Rvbvjv fv‡jv fv‡e eÜ K‡i ivL‡Z n‡e| hv‡Z mvB‡K¬v‡bi evZvm †fZ‡i cÖ‡ek Ki‡Z bv cv‡i|  
4. So Gi MwZ †eM †e‡o †M‡j mKj cÖKvi B‡jwUªK¨vj hš¿cvwZ eÜ K‡i †dj‡Z n‡e| cÖ‡qvR‡b †gBb myBP eÜ K‡i 

w`‡Z n‡e| Avevi So †k‡l mKj hš¿ cvwZ GKmv‡_ Pvjy Kiv hv‡e bv|  
5. hZÿb c~Y© iæ‡c So †_‡g bv hvq ZZÿb wewìs Gi wfZ‡i _vK‡Z n‡e| KviY So K‡g wM‡q AvPgKv fv‡e Avevi 

cÖPÛ †e‡M Avm‡Z cv‡i|  
6. So Gi ci mv‡_ mv‡_ †ei n‡j mveav‡b ‡ei n‡eb| eb¨v, a‡m hvIqv iv¯Ív, B‡jKwUªK¨vj jvBb BZ¨vw` welq¸wji 

w`‡K mZK© `„wó w`‡q Pjv‡div Ki‡Z n‡e| 
7. KviLvbvq D×viKvix `j I cÖv_wgK wPwKrmvKgx© `j‡K ¯^-¯^ `vwqZ¡ cvj‡bi Rb¨ cÖ¯‘Z ivL‡Z n‡e| 

 

: R‡jv”Qvm : 

R‡jv”Qvm : R‡jv”Qvm GK ai‡bi cÖvK…wZK `~‡h©vM| wewfbœ Kvi‡Y G ai‡Yi cÖvK…wZK `~‡h©vM m„wó n‡Z cv‡i| mg‡`ªi cvwb 
dz‡j †du‡c D‡V DcK‚‡j AvNvZ Avbv‡K R‡jv”Qvm bv‡g AwfwnZ Kiv nq| Avevi msKxY© I AMfxi b`xc_ A_ev †gvnbvq 
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cÖej †Rvqv‡ii mgq m„ó cÖvPxivK…wZi DwÌZ Zi½ †¯ªv‡Zi wecix‡Z AMÖmi nIqvi †Póv Pvjvq e‡j R‡jv”Qvm m„wó n‡Z 
cv‡i| mvaviYZ †Rvqv‡i mgq Db¥y³ mvM‡ii †P‡q DcK‚jeZx© AMfxi As‡k mg‡`ªi cvwb A‡bK †ewk DuPz n‡q I‡V| G 
mgq AMfxi b`x †gvnbvq ev DcK‚jeZx© AMfxi As‡k b`xi †¯ªvZ Øviv evavcÖvß n‡j cÖej R‡jv”Qv‡mi m„wó nq|  

R‡jv”Qvm Gi c~‡e© Kibxq :  

1. R‡jv”Qvm KLb †Kv_vq AvNvZ nvb‡Z cv‡i †m e¨vcv‡i me mgq S‡oi Avc‡WU wb‡Z †Póv Ki‡Z n‡e|  
2. ‡Kvb cÖKvi M„ncvwjZ cï _vK‡j Zv‡`i‡KI N‡oi wfZ‡i wbivc` ¯’v‡b ivLv‡Z n‡e Ges Zv‡`i Rb¨ Lvevi gRy` 

K‡i ivL‡Z n‡e|  
3. mvMi ev b`xi KvQv KvwQ _v‡Kj hZ ª̀æZ m¤¢e DuPz ¯’v‡b P‡j †h‡Z n‡e|  
4. Kv‡Pi Rvbvjvq †Uc jvwM‡q ivL‡Z n‡e| Rvbvjvi †d«g eivei GKUv †Uc jvMv‡Z n‡e Gici Kv‡Pi gvSvgvwS eivei 

X Gi gZ K‡i µm w`‡q †Uc jvMv‡Z n‡e| Zvn‡j KvP †f‡½ Qz‡U Avmvi m¤¢vebv K‡g hv‡e wKsev fvO‡jI Zv Zxeª 
†e‡M Qz‡U Avm‡e bv|  

5. Riæix Ilya ÷K K‡i ivL‡Z n‡e| e¨v_vi Ilya †hgb K¬‡dbvK, c¨ivwmUvgj, Ii‡mjvBb, e¨‡ÛR, Gw›U‡mwÞK 
BZ¨vw`|  

6. Rv‡jv”Qv‡mi c‡i wewfbœ ai‡Yi Amy‡Li (Wvqwiqv) cÖKc †`Lv hvq| †mRb¨ Riæix IlyacÎ mieivn K‡i ivL‡Zn‡e| 
we‡kl K‡i †mjvBb|  

7. wb‡Ri e¨eüZ wRwbm, g~j¨evb wRwbm cÎ GKUv IqvUvi cÖæd Kb‡UBbv‡ii †fZ‡i †i‡L DuPz RvqMvq Zz‡j ivL‡Z 
n‡e| 

8. R‡jv”Qv‡mi Gi ci cvIqvi †dBj Ges iv¯Ív NvU bó n‡q hvIqvi m¤¢vebv gv_vq †i‡L ïK‡bv Lvevi, Lvevi cvwb, 
ˆZj, UP© jvBb, e¨vUvix BZ¨vw` Riæix wRwbl cÎ gRy` K‡i ivL‡Z n‡e|  

9. R‡jv”Qvm cieZx© cwiw¯’wZ †gvKv‡ejvi Rb¨ cÖ‡qvRbxq e¨e¯’v MÖnb Ki‡Z n‡e| 

 

R‡jv”Qv‡mi Gi mgq KiYxq :  

1. mvB‡ib/Gjvg©, n¨vÛ gvBK ev wc.G wm‡ó‡gi gva¨‡g R‡jv”Qv‡mi c~ev©fvm w`‡Z n‡e| 
2. mevB‡K iæ‡gi wfZ‡i wbivc` RvqMvq wb‡q †h‡Z n‡e|  
3. mKj `iRv, Rvbvjv fv‡jv fv‡e eÜ K‡i ivL‡Z n‡e|  
4. mKj cÖKvi B‡jwUªK¨vj hš¿cvwZ eÜ K‡i †dj‡Z n‡e| cÖ‡qvR‡b †gBb myBP eÜ K‡i w`‡Z n‡e|  
5. R‡jv”Qv‡mi Gici mv‡_ mv‡_ †ei n‡j mveav‡b ‡ei n‡eb| eb¨v, a‡m hvIqv iv¯Ív, B‡jKwUªK¨vj jvBb BZ¨vw` 

welq¸wji w`‡K mZK© `„wó w`‡q Pjv‡div Ki‡Z n‡e| 
6. KviLvbvq D×viKvix `j I cÖv_wgK wPwKrmvKgx© `j‡K ¯^-¯^ `vwqZ¡ cvj‡bi Rb¨ cÖ¯‘Z ivL‡Z n‡e| 

 

3. ‰e`y¨wZK `~N©Ubv :  

‰e`y¨wZK wbivcËv (Electrical Safety) t ex-Kb wbwUs GÛ WvBs wgjm& wjt-G we`y¨r mieiv‡ni jvBb Ges hš¿cvwZ h_v_© 
AvK…wZi Ges kw³m¤§bœ| G¸‡jv Ggb fv‡e wbg©vb, msiÿb, Kvh©Ki Ges iwÿZ nq hv‡Z †Kvb kÖwgK Kg©Pvixi kvwiixK 
SzuwKi KviY bv nq|  

1. cÖwZwU jvBU Acwievnx c`v_© Øviv †ewóZ Ges jvBUwU j¨v¤úaviK avZe Ask †_‡K wehy³fv‡e ivLv nq| 
2. cÖwZwU ˆe`y¨wZK hš¿cvwZ bgbxqfv‡e Ges mieivn jvB‡bi ga¨eZx© ms‡hvM h_vh_ fv‡e wWRvBb Kiv Ges kK mv‡K©U 

mshy³ K‡i ivLv n‡q‡Q|  
3. KviLvbvi †h As‡k `nb‡hvM¨ ev we‡ùviK wgkÖY e¨eüZ nq ev Rgv ivLv nq †m As‡ki ˆe`y¨wZK hš¿cvwZi aib, 

cwiKíbv we‡ePbv K‡i cÖavb cwi`k©‡Ki Aby‡gv`b mv‡c‡ÿ jvMv‡bv nq|  

‰e`y¨wZK `~N©Ubv †gvKv‡ejvq c~e© KiYxq : ‰e`y¨wZK Zvi †_‡K Av¸‡bi myÎcvZ nIqv GKwU ¯^vfvweK NUbv| KviY hZ¶b 
†d¬vi Pvjy _v‡K ZZ¶b ‰e`y¨wZK e¨envi Ae¨vnZ _v‡K| ZvB G  wel‡q †h †h c`‡¶c †bIqv nq Zv wb‡gœ D‡jøL Kiv njt 

1.  mg¯Í ˆe`y¨wZK ms‡hvM wbivc`fv‡e †PK Kiv nq|  
2. ‡Kv_vI †Kvb †Lvjv Zvi, Bbmywjkb †Uchy³ Zvi ivLv nq bv| 
3.  †Kv_vI †Kvb evwZ wdDR n‡j Zv mv‡_ mv‡_ e`jv‡bv nq †hb Av‡jvi ¯^íZv bv nq| 
4.  †gBb myBP †evW©¸wj h_vh_ fv‡e wPwýZ K‡i †m¸‡jv me mgq Accessible (myMg) ivLv nq †hb cÖ‡qvR‡bi mgq 

e¨envi Ki‡Z †KD evav cÖvß bv nq| 
5. †gBb myBP †ev‡W©i D‡jL †hvM¨ myBP ¸‡jvi “On” Ges “Off” Gi Direction gvwK©s K‡i ivLv nq|  
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6. †gwk‡bi mv‡_ mshy³ Zvi Ges Ab¨vb¨ ‰e`y¨wZK Zvi Ggb fv‡e web¨ Í̄ Kiv nq †hb Acv‡iUi‡`i ¯^vfvweK KvR 
evavMÖ¯’ bv nq| 

7.  mg¯Í G¨vjvg© wm‡÷g h_vh_ fv‡e wPwýZ Kiv nq Ges ˆe ỳ¨wZK ms‡hvM †K‡U †`qv Ae ’̄vq G¸‡jvi weKí e¨e ’̄v ivLv 
n‡q‡Q| 

8. we ỳ¨r P‡j †M‡j d¨v±ix‡Z ch©vß Av‡jvi Rb¨ cª‡qvRbxq msL¨K Emergency Light Gi e¨e¯’v Kiv n‡q‡Q| 

 

4. hvwš¿K ~̀N©Ubv :  

: eqjvi we‡ùvib : 

eqjvi iæ‡gi ˆe`y¨wZK wWfvBm I w÷g †cÖmvi cvBc jvBb wj‡KR  d‡j eo ai‡bi `~iNUbv NU‡Z cv‡i| 

SuzwKi gvÎv : D”P |  

  wec`/¶wZi m¤¢vebv t 

  1) AwMœKv‡Ûi m¤¢ebv 
2) cÖvbnvbx NU‡Z cv‡i| 
3) gvjvgvj Gi e¨vcK ¶wZ mvab| 
4) eqjvi Acv‡iUii Gqvi cøvM e¨envi bv Kivi d‡j kªeY kw³ n«vm n‡Z cv‡i| 

 

SuywK cÖwZ‡iv‡a Kibxq e¨e¯’v t 

1) ‰e ỳ¨wZK wWfvBm ¸wj µywUgy³  Av‡Q wKbv wbqwgZ cix¶v Ki‡Z n‡e| 
2) ‡mdwU MvW© wVKgZ KvR Ki‡Q wKbv wbqwgZ cix¶v Ki‡Z n‡e| 
3) eqjv‡ii w÷g †cÖmvi wVK Av‡Q wKbv mve©¶wbK bRi`vwi Ki‡Z n‡e| 
4) M¨vm jvBb wVK Av‡Q wKbv wbqwgZ cix¶v Ki‡Z n‡e| 
5) eqjvi K¶‡K msiw¶Z GjvKv wn‡m‡e wPwýZ K‡i cÖ‡ekwaKvi msiw¶Z Ki‡Z n‡e| 
6) eqjvi iƒg Aek¨B j‡Kej n‡Z n‡e| 

hw` KLbI eqjvi we‡õvib N‡U Z‡e GUv LyeB wec` RbK Ges aŸsmvZœK KviLvbv I Av‡k cv‡k em evmKvix‡`i  Rb¨| 
KviLvbv D×vi Kvix ev cÖkvmb wefvM ª̀æZ ~̀N©wUZ feb/¯’vb Lvwj Ki‡e |hw` †KD AvnZ nb Zvn‡j mv‡_ mv‡_ wPwKrmv 
†`qv Rb¨ wbKUZg †gwW‡K‡ji cvVv‡e| cieZx© D³ `~N©Ubvi KqÿwZi cwigvb cÖwZ‡e`b ‰Zwi Ki‡e| 

 

: †Rbv‡iUi we‡ùvib : 

wW‡Rj, ˆe ỳ¨wZK †Mvj‡hvM I kU© mvwK©‡Ui Kvi‡b AwMœKvÛ I we‡ùvib NU‡Z cv‡i| 

SuzwKi gvÎv  t D”P 

wec`/¶wZi m¤¢vebv t 

  1) ‡Rbv‡iUi Acv‡iUi Gqviপ্রাvM e¨envi bv Ki‡j kªeb kw³ n«vm †c‡Z cv‡i| 

2) AwMœKv‡Ûi m¤¢vebv 
3) we‡ùvib NUvi m¤v¢ebv 
4) cÖvbnvbx NU‡Z cv‡i 
5) gvjvgvj Gi e¨cK ¶wZ mvab | 

SyuwK cÖwZ‡iv‡a Kibxq e¨e¯’v t 

1) wW‡Rj /M¨vm ‡cÖmvi e¨envi I msi¶‡b we‡kl mZKZ©v Aej¤^b Kiv| 
2) ‰e ỳ¨wZK wWfvBm¸‡jv µzwU gy³ Av‡Q wKbv wbqwgZ cix¶v Kiv| 
3) ‡Rbv‡iUi K¶‡K msiw¶Z wnmv‡e wPwýZ K‡i cÖ‡ekvwaKvi msiw¶Z Ki‡Z n‡e| 
4) ‡Rbv‡iUi K‡¶ wec`RbK †bvwUk jvMv‡Z n‡e| 
5) ‡Rbv‡iUi K¶ Aek¨B j‡Kej n‡Z n‡e| 
6) ‡Rbv‡iUi Acv‡iUi‡i Aek¨B Gqvi cøvM e¨envi Ki‡Z n‡e| 
7) wbavwiZ mgq ci †Rbv‡iUi Ifvi‡nvwjs  †givigZ Kiv‡Z n‡e| 
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hw` KLbI ‡Rbv‡iUi we‡õvib N‡U Z‡e GUv LyeB wec` RbK Ges aŸsmvZœK| KviLvbv D×vi Kvix ev cÖkvmb wefvM `ªyZ 
`~N©wUZ feb/¯’vb Lvwj Ki‡e |hw` †KD AvnZ nb Zvn‡j mv‡_ mv‡_ wPwKrmv †`qv Rb¨ wbKUZg †gwW‡K‡ji cvVv‡e| 
cieZx© D³ `~N©Ubvi KqÿwZi cwigvb cÖwZ‡e`b ‰Zwi Ki‡e| 

 

:N~Y©vqgvb hš¿cvwZ: 

ex-Kb KZ…©cÿ KviLvbvq e¨eüZ mKj N~Y©vqgvb hš¿cvwZi cv‡k kÖwgK‡`i KvR Kivi e¨vcv‡i we‡kl mZK©Zv Aej¤^b K‡i 
_v‡Kb| KZ…©cÿ KviLvbvq mKj N~Y©vqgvb hš¿cvwZ MwZm¤úbœ ev e¨env‡i _vKvi mgq ch©vß wbg©vY e¨e¯’v Øviv gReyZ fv‡e 
wNwiqv iv‡Lb| kÖwgK‡`i †Lvjv †gjv Kvco, Iobv ev Aj¼vi N~Y©vqgvb hš¿‡Z †cu‡P †h †Kvb ai‡Yi kvwiixK `~N©Ubv NU‡Z 
cv‡i ZvB †Kvb kÖwgK ev Kg©Pvix hv‡Z h~Y©vqgvb hš¿cvwZi cv‡k †Lvjv †gvjv Kvco, Iobv ev Aj¼vi c‡i KvR bv K‡i †m 
w`‡K KZ…©cÿ mRvM `„wó iv‡Lb| †Lvjv †gjv Kvco, Iobv c‡o N~Y©vqgvb hš¿cvwZi cv‡k KvR Kivi SuywK m¤ú‡K© Zv‡`i 
Rvwb‡q _v‡Kb|  

 

: M¨vm wj‡KR :  

KLbI M¨vm wj‡KR n‡jt 

1. M¨vm mieivnKvix cÖwZôv‡bi mn‡hvwMZv PvIqv| 
2. mshy³ M¨vm fv‡j¦i myBP Ad K‡i †`qv|  
3. mKj `iRv- Rvbvjv Ly‡j w`‡Z n‡e hv‡Z †fw›U‡jkb cÖwµqv mym¤úbœ nq| 
4. cÖkvmwbK Ges KviLvbv e¨e¯’vcK‡K welqwU Rvwb‡q mswkøó Ki‡Z n‡e|  

Kg©x‡`i wbivcËvq †Kvb ûgwK †`Lv w`‡j fe‡bi mKj‡K †ei K‡i †`qvt 

• feb‡K Rbk~Y¨ Kiv| 

• c~e© wba©vwiZ mgv‡ek ¯’v‡b mK‡ji Ae¯’vb †bqv| 

• mycvifvBRviiv fe‡bi mKj Gwiqv †PK Ki‡e hv‡Z mevB †ei n‡q Av‡m| 

• mycvifvBRviiv Kg©NÈvi m~wP Ges nvwRiv ewn a‡i mevB‡K †PK K‡i wbwðZ n‡e †h, mevB fe‡bi evwn‡i 
G‡m‡Q| 

5. ivmvqwbK `~N©Ubv : 

: †KwgK¨vj w¯úª‡Rj : 

cÖwZôv‡b e¨eüZ †KwgK¨v‡ji AcwiKwíZ I Awbqwš¿Z Aegy³KiY ev D`wMib‡KB †KwgK¨vj w¯cj e‡j| †KwgK¨vj w¯cj 
‡nvK Zv KwVb, Zij ev ev®úxq hw` myPviæfv‡e wbqš¿b Kiv bv hvq Zvn‡j Zv gvbyl, Ab¨vb¨ RxweZ cÖvYx Ges cwi‡e‡ki 
Rb¨ ûgwK¯^iƒc| †KwgK¨vj w¯cj KviLvbvi  Rb¨ GKwU AwZgvÎvq wec`¾bK NUbv we‡kl K‡i Drcv`‡bi Rb¨| GUv 
¸iæZi RLg †_‡K ïiæ K‡i g„Zy¨ ch©šÍ NUv‡Z cv‡i| †KwgK¨vj ̧ `vgRvZKiY, msi¶Y Ges †KwgK¨v‡ji wbqwš¿Z e¨env‡ii 
gva¨‡gB w¯új wbevib Kiv hvq| †KwgK¨vj w¯új A_ev †h †Kvb wec`¾bK e¯‘I AcwiKwíZ gy³ n‡j ex-Kb mKj Kg©KZ©v 
I Kg©Pvix wbR wbR ¯’vb †_‡K h‡_vchy³ f~wgKv cvjb Ki‡e| †mB mg‡qi Riƒix Ae¯’v †gvKv‡ejv KivB g~j D‡Ïk¨| 
†ckvMZ ¯̂v¯’¨ I wbivcËv KwgwUi `vwqZ¡cÖvß e¨vw³eM© wbqwgZ fv‡e GB †KwgK¨vj w¯c‡jR  Z_¨ ch ©‡e¶b Ki‡e Ges †mwU 
bw_fz³ Ki‡e|  

†gvKvwejv c×wZt 

1) †KwgK¨vj w¯c‡jR n‡j me©cÖ_g †KwgK¨vjwU kbv³ Ki‡Z n‡e| kbv³Ki‡Yi Rb¨ †KwgK¨v‡ji cv‡Îi Mv‡q e¨veüZ 
†j‡ej †`L‡Z n‡e| 

2) w¯cj nevi mv‡_ mv‡_ w¯cj Gwiqvi Av‡k cv‡ki †jvKRb‡K mZK© Ki‡Z n‡e Ges hZ ª̀ƒZ m¤¢e IB RvqMv †_‡K 
mevB‡K wbivc` `~i‡Z¡ mwi‡q wb‡Z n‡e| 

3) w¯c‡jR nIqv †KwgK¨vjwU AwMœ`vn¨ n‡j Zr¶Yvr IB GjvKvi me ai‡bi ˆe`¨ywZK ms‡hvM wew”Qbœ Ki‡Z n‡e ev myBP 
Ad Ki‡Z n‡e| Av‡k cv‡ki mKj AwMœ`vn¨ c`v_© †hgb †dweªK, KvV, Gqvi KwÛkbvi, w_bvi mn Ab¨vb¨ AwMœ`vn¨ 
c`v_© wbivc` `~i‡Z¡ mwi‡q wb‡Z n‡e| 

4) mKj m`m¨‡`i‡K w¯c‡jR nIqv †KwgK¨v‡ji g¨v‡Uwiqvj †mdwU WvUv wkU (MSDS) G wb‡`©wkZ wcwcB mg~n cwiavb 
K‡i wb‡Z n‡e| 

5) g¨v‡Uwiqvj †mdwU WvUv wkU (MSDS) Abymv‡i ch©vß †fw›U‡jkb Gi e¨ve ’̄v Ki‡Z n‡e †hgbt `iRv-Rvbvjv Ly‡j 
†`Iqv, ch©vß Av‡jv-evZv‡mi e¨ve¯’v Kiv BZ¨vw`| 
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6) Gemi‡e›U g¨v‡Uwiqvj †hgb evwj w`‡q w¯c‡j‡Ri ¯’vbwU wN‡i w`‡Z n‡e hv‡Z †KwgK¨vjwU Qwo‡q bv c‡o Ges ¯cÄ 
ev evwj w`‡q †KwgK¨vj Pz‡l wb‡Z n‡e| e¨veüZ ¯cÄ Aek¨B wbw`©ó cv‡Î ivL‡Z n‡e| †Lqvj ivL‡Z n‡e GeRi‡e›U 
g¨v‡UwiqvjwU †hb †Kvbfv‡eB ¶wZKviK bv (Non -Hazardous) nq| 

7) †KwgK¨vj w¯cj †_‡K hw` †Kvb `yN©Ubv N‡U Z‡e `ªƒZ ex-Kb wbR¯^ †nj_ †mdwU Ges wmwKDwiwU mvwf©m‡K AewnZ 
Ki‡Z n‡e| eo ai‡bi `yN©Ubv NUvi m¤¢ebv _vK‡j cvewjK †nj_ Ges dvqvi †mdwU mvwf©m‡K AewnZ Ki‡Z n‡e| 

8) w¯c‡ji Kvi‡b hw` †KD AvnZ nq Z‡e Zv‡K g¨v‡Uwiqvj †mdwU WvUv wkU (MSDS) Abymv‡i cÖv_wgK wPwKrmv w`‡Z 
n‡e| cÖ‡qvR‡b KviLvbvi ̀ vwqZ¡cÖvß wPwKrm‡Ki civgk© wb‡Z n‡e| AwaK cÖ‡qvR‡b AvnZ e¨vw³‡K nvmcvZv‡j †cÖiY 
Ki‡Z n‡e| 

 

: †KwgK¨vj †mBdwU : 

ex-Kb KZ…©cÿ kÖwgK‡`i ivmvqwbK SzuwK wbiæc‡b cÖwZwU ivmvqwbK `ª‡e¨i SuywKc~Y© w`K wPwýZ KiY, cÖv_wgK wPwKrmvi 
e¨e ’̄v, `~N©Ubv †_‡K gy³ _vKvi wb‡`©kbv, e¨envi I ¸`vgRvZ KiY, ÿwZKviK Z_¨, AvZ¥iÿvg~jK miÄvgv`xi e¨envi 
BZ¨vw` cy•Lvbycy•L fv‡e wbY©q K‡i kÖwgK‡`i cÖwkÿY w`‡q _v‡Kb| cÖwZwU ivmvqwbK `ª‡e¨i Material Safety Data Sheet 

(MSDS) kÖwgK‡`i †evaMg¨ fvlvq ˆZwi K‡i D³ `ªe¨ e¨env‡ii ¯’v‡b Uvw½‡q †`Iqv n‡q‡Q| ivmvqwbK `ªe¨ e¨env‡ii 
Dci kÖwgK‡`i cÖwkÿY w`‡q _v‡Kb|  

SuywKc~Y© w`K wPwýZ KiY : cÖwZwU ivmvqwbK `ª‡e¨i Rb¨ SuywKc~Y© w`K¸‡jv wPwýZ K‡ib Ges †h †hB ivmvqwbK `ªe¨ e¨envi 
K‡i Zv‡K †mB ivmvqwbK `ª‡e¨i SuywKi w`K¸‡jv AewnZ K‡ib|  

cÖv_wgK wPwKrmvi e¨e¯’v : AvKw®§K fv‡e ivmvqwbK `ªe¨ Øviv AvµvšÍ n‡j wKfv‡e cÖv_wgK wPwKrmv Kiv DwPr Zv kÖwgK‡`i 
cÖwkÿ‡Yi gva¨‡g Rvwb‡q †`b|  

`~N©Ubv †_‡K gy³ _vKvi wb‡`©kbv : kÖwgK‡`i cÖwZwU ivmvqwbK `ª‡e¨i `~N©Ubv †_‡K gy³ _vKvi Rb¨ wb‡`©kbv cª`vb K‡ib 
Ges Zv Material Safety Data Sheet (MSDS) G kÖwgK‡`i †evaMg¨ fvlvq wjwce× K‡ib|  

¸`vgRvZ KiY : ex-Kb KZ…©cÿ cÖwZwU ivmvqwbK `ªe¨ †hwU †h fv‡e VvÛv, ï®‹ I evqy mÂvjb wKsev my‡h©i Av‡jv‡Z ivLv 
hvq †mwU †mB fv‡eB ¸`vgRvZ K‡ib| †hwU‡Z e¨envi Kivi ¯’v‡b ch©vß evqy mÂvjb cÖ‡qvRb †mwU ¸`vgRvZ Kivi Rb¨ 
evqy mÂvj‡bi e¨e¯’v K‡i _v‡Kb| 

e¨envi : cÖwZwU ivmvqwbK `ªe¨ e¨envi Kivi mgq h_vh_ AvZ¥i¶vg~jK miÄvgv`x cwiavb K‡i e¨envi Kiv nq hv‡Z 
kix‡ii I †Pv‡Li ¯ú‡k© Avm‡Z bv cv‡i| Ges G¸‡jv e¨env‡ii ci nvZ I gyL gÛj fvjfv‡e cvwb I mvevb w`‡q ay‡q 
†djv nq| 

AvZ¥iÿvg~jK miÄvgv`xi : cÖwZwU ivmvqwbK `ªe¨ e¨env‡i h_vh_ AvZ¥iÿvg~jK miÄvgv`x e¨env‡i civgk© †`Iqv nq| 
AvZ¥iÿvg~jK miÄvgv`x e¨env‡i cÖwkÿY cÖ`vb Kiv nq|   

 

6. K…wÎg `~N©Ubv :  

: †evgmn we‡ùviK `ª‡e¨i ûgwK : 

KLbI †evgv ûgwK cvIqv †M‡jt 

1. kvšÍ _vK‡Z n‡e| AvZw¼Z nIqv hv‡e bv| ‰n ûjy¯’j Kiv hv‡e bv|  
2. Kjvi‡K evuav bv w`‡q Zvi ev Zv‡`i K_v g‡bv‡hvM mnKv‡i †kvbv Ges hv ej‡Z Pvq Zv ej‡Z †`qv|  
3. hw` m¤¢e nq Kjv‡ii KvQ †_‡K wb‡gœv³ welq¸‡jv Rvbvi †Póv Kivt 

• KLb †evg †mU Kiv n‡q‡Q? 

• GUv †Kv_vq Av‡Q? 

• GUv †`L‡Z †Kgb/ 
• ‡Kb †m / Zviv GUv Ki‡Q? 

• ‡m/ Zviv †Kv_v †_‡K ej‡Q? 

• ‡K GB e¨w³? 
4. wb‡R wb‡R †hme welq †bvU K‡i ivLvt 

• Mjvi ¯^i †Kgb, cyiæl bv gwnjv, hyeK bvwK eq¯‹, Mjvi ¯^‡ii DVvbvgv, KÉ¯^‡ii m‡½ Ab¨ †Kvb AvIqvR 
Avm‡Q wKbv Ges Kj Kivi mgq cÖf„wZ| 



Metro knitting & Dyeing Limited 

Ramarbagh, Kutubpur, Fatullah, Narayangonj 
100% Export Oriented Knit Unit 

 

Page 12 of 18 
 

• hZ ~̀i m¤¢e Kjv‡ii K_vi ¸iæZ¡c~Y© Ask †bvU K‡i ivLv| 
5. mKj wel‡q cÖkvmwbK e¨e¯’vcK‡K mswkøó K‡i ivL‡Z n‡e| cywjk‡K Rvbv‡bv Ges wi‡cvU© Kivi GKKfv‡e 

Revew`wn _vK‡eb cÖkvmwbK e¨e¯’vcK|  

‡evgv ûgwKi cÖwZ `ªæZ Z‡e kvšÍfv‡e cÖwZwµqvt 

1. †evgv ûgwK GKwU Aciva Ges Zv Aek¨B cywjk‡K wi‡cvU© Ki‡Z n‡e|  
2. wb‡gœv³ B‡jKUªwbK miÄvgvw` eÜ ivLvt 

• wecvi/ †cBRvi wm‡÷g 

• K…wÎg B‡jKUªwbK mvwf©‡jÝ wm‡÷g 

• IqvwK-UwKm 

• ‡mjyjvi †dvb 

KviLvbv e¨e¯’vcbv KZ…©c¶ feb Ges Zvi cÖv½b mvP© Kivi e¨e¯’v MÖnY Ki‡ebt 

1) KviLvbv KZ…©c¶ †Kv¤úvwbi †evgv ûgwK cwjwm Ges cÖwmwWDi Abyhvqx †evgv mvP© Kivi e¨e¯’v wb‡eb|  
2) ‡Kvb m‡›`nRbK c¨v‡KU, e¯Ív, weªd‡Km A_ev G ai‡Yi †Kvb e¯‘ cvIqv †M‡j Zv ¯úk© Kiv hv‡e bv|  

Riæix ewnM©gb cÖwµqvt 

1) feb‡K Rbk~Y¨ Kiv| 
2) c~e© wba©vwiZ mgv‡ek ¯’v‡b mK‡ji Ae¯’vb †bqv| 
3) mycvifvBRviiv fe‡bi mKj Gwiqv †PK Ki‡e hv‡Z mevB †ei n‡q Av‡m| 
4) mycvifvBRviiv Kg©NÈvi m~wP Ges nvwRiv ewn a‡i mevB‡K †PK K‡i wbwðZ n‡e †h, mevB fe‡bi evwn‡i 

G‡m‡Q| 

: kÖwgK Am‡šÍvl / Av‡›`vjb / KvR eÜ : 

kÖwgK Am‡šÍvl A_ev Av‡›`vjb Gi NUbv NU‡j t 
1. ‡Kv¤úvwbi †Kvb Kg©xi ‡MvP‡i Av‡›`vjb mswkøó welq Avm‡j m‡½ m‡½ mycvifvBRvi Ges e¨e¯’vcK‡K Rvbv‡bv| Zviv 

Avevi Zvr¶wbKfv‡e cÖkvmwbK e¨e ’̄vcK‡K Rvbv‡eb| 
2. cÖkvmwbK e¨e¯’vcK DwPZ n‡e m‡½ m‡½ mKj wefv‡Mi mycvifvBRvi e¨e¯’vcK‡K Rvbv‡bv Ges cwiw¯’wZ m¤ú‡K© mZK© 

Kiv|  
3. cÖkvmwbK e¨e¯’vc‡Ki Gici DwPZ n‡e we‡¶vfKvix ev Am‡šÍvl cÖKvkKvix Kg©x‡`i Kv‡Q hvIqv Ges Zv‡`i `vwe-

`vIqv ev wjd‡jU _vK‡j †Kvb gšÍe¨ Qvov MÖnY Kiv|  
4. cÖkvmwbK e¨e¯’vc‡Ki Gici cwi®‹vi Kiv DwPZ n‡e, Av‡›`vjbKvixiv †Kv¤úvwbi wfZi we‡¶vf Kivi Rb¨ Aby‡gvw`Z 

bb Ges hviv KvR Ki‡Z‡Q Zv‡`i Kv‡R euvav †`qv hv‡e bv|  
5. Av‡›`vjbKvix‡`i m‡½ cÖkvmwbK e¨e¯’vc‡Ki we¯ÍvwiZ Av‡jvPbvq Ask †bqv DwPZ bq|  
6. ‡Kv¤úvwb Kg©x‡`i wgwWqvi m‡½ MocoZv K_v ej‡Z †`qv hv‡e bv|  
7. ‡Kv¤úvwb gnve¨e¯’vcK‡K G mgq cÖ¯‘ZK…Z Ges mwVK wee„wZ wgwWqv ev cvewjK wi‡jkb e¨w³i Kv‡Q AeMZ Ki‡eb| 

m¤¢e n‡j wgwWqv Bb‡Kvqvwi dg© c~iY K‡i n¯ÍMZ Ki‡eb Ges Zvi GKwU Kwc †Kv¤úvwb‡Z msi¶Y Ki‡eb|  
8. hw` Av‡›`vjbKvixiv †Kv¤úvwbi KvR I cwi‡e‡ki weNœ NUvq Z‡e cÖkvmwbK Ges KviLvbv e¨e¯’vcK Zv‡`i 

mbv³Ki‡eb Ges Zv‡`i‡K P‡j †h‡Z ej‡eb| Av‡›`vjbKvixiv Zv bv gvb‡j Aek¨B cywj‡ki mnvqZv wb‡Z n‡e|  
9. hw` wgwWqv K¨v‡giv wb‡q †Kv¤úvwb fe‡b cÖ‡ek K‡i †d‡j Z‡e Kg©x‡`i mivmwi cÖkvmwbK e¨e¯’vc‡Ki m‡½ †hvMv‡hvM 

Ki‡Z ej‡Z n‡e| 
: †emvgwiK wek„•Ljv : 

KZ…©c‡¶i wbR¯^ g~j¨vqb Ges ch©‡e¶‡Y hw` KLbI Kg©x‡`i `v½v nv½vgv ev wek„•Ljvi welq Avmbœ e‡j g‡b nqt 

1. ¯’vbxq cywj‡ki m‡½ †hvMv‡hvM Ges wi‡cvU© Ki‡Z n‡e| 
2. cÖkvmwbK e¨e¯’vcK‡K †÷c evB †÷c Z_¨ w`‡Z n‡e| 

cÖkvmwbK e¨e¯’vc‡Ki wb‡`©k ‡c‡j †Kv¤úvwb eÜ K‡i w`‡Z n‡et 

1. mKj Kg©x‡K ‡ei K‡i w`‡Z n‡e| †Kv¤úvwb e‡Üi mgq ch©‡e¶‡Yi †Zgb cÖ‡qvRb †bB|  
2. ‡Kv¤úvwbi cY¨, `ªe¨vw` Ges miÄvgvw` i¶vi e¨e¯’v wb‡Z n‡e| 
3. fe‡bi wbivcËv wbwðZ Ki‡Z n‡e|  

Riæix ewnM©gb cÖwµqvt 
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1) feb‡K Rbk~Y¨ Kiv| 
2) c~e© wba©vwiZ mgv‡ek ¯’v‡b mK‡ji Ae¯’vb †bqv| 
3) mycvifvBRviiv fe‡bi mKj Gwiqv †PK Ki‡e hv‡Z mevB †ei n‡q Av‡m| 
4) mycvifvBRviiv Kg©NÈvi m~wP Ges nvwRiv ewn a‡i mevB‡K †PK K‡i wbwðZ n‡e †h, mevB fe‡bi evwn‡i 

G‡m‡Q| 

cY¨, `ªe¨vw` Ges miÄvgvw` i¶vKiYt 

1) ‡h †Kvb mieivn cÖwµqv eÜ ivLv| Ges †Kvb cY¨, `ªe¨vw` Ab¨ RvqMvq mwi‡q ivL‡Z bv †`qv|  

‡emvgwiK  nvgjv  †_‡K fe‡bi wbivcËv wbwðZ Kivt 

1) cÖkvmwbK e¨e¯’vc‡Ki wb‡`©k Abyhvqx †evW©-Avc cÖwµqv ev¯Íevqb Kiv| 

aŸsmvZœK nvgjv/ †Mvjv¸wj t hw` kµZvg~jK nvgjv ev †Mvjv¸wji `yN©Ubv N‡U- 

1) AvµgbKvix‡K _vgv‡bv ev e›`x Kivi †Póv bv Kiv|  
2) Ggb wKQz Kiv hv‡e bv hv‡Z wb‡Ri Ges Ab¨‡`i wbivcËvi weNœ N‡U|  
3) AvµgbKvixi ˆ`wnK Aeqe Ges we‡kl †Kvb ˆewkó¨ mZK©Zvi m‡½ †bvU K‡i ivLv|  

AvµgbKvix/ Kwiiv †Kv¤úvwb Gwiqv Z¨vM Ki‡jt 

1. cywjk‡K WvK‡Z n‡e| 
2. †KD AvnZ n‡j Zvi my¯’¨Zvq h_vh_ e¨e¯’v MÖnY| 
3. AvµgbKvixi eb©bv, m¤¢e n‡j Zvi e¨eüZ Mvox Ges jvB‡mÝ b¤^i wj‡L ivLv| 
4. cÖkvmwbK e¨e¯’vcK‡K mKj Z_¨ cÖ`vbKiv Ges Zv‡K WvKv| 

wgwWqv AbymÜvb t wgwWqv AbymÜv‡bi mKj Z_¨ cywjk Ges cÖkvmwbK e¨e¯’vcK‡K cÖ`vb Kiv| 

 

‡KvwfW -19  
‡KvwfW -19 GKwU msµgK †ivM hv m¤úªwZ K‡ivbv fvBiv‡mi gva¨‡g Qovq| 2019 mv‡ji wW‡m¤^‡i Px‡bi Dnvb  kn‡i 
e¨vcK fv‡e Qwo‡q covi AvM ch©šÍ GB fvBivm I †ivM mK‡ji Kv‡Q A‡bKUv ARvbvB wQj 

G iv‡Mi mvavib DcmM©¸‡jv n‡jv R¦i ,Kvwk I k^vmKó| A‡b‡Ki kixi e¨v_v,bvK eÜ,mw©`© ,Mjv e¨v_v ev Wvqwiqv n‡Z 
cv‡i|A‡b‡K AvKªvšÍ nIqvi ciI †Kvb DcmM© †`Lv †`q bv 

‡KvwfW -19 fvBiv‡m AvµvšÍ e¨vw³i nvwP Kvwki gva¨‡g gvbyl †_‡K gvby‡l G ‡ivM Qov‡Z cv‡i| AvµvšÍ e¨vw³i bvK ev 
gyL †_‡K †ei nIqv cvwbi †dvUv hw` †Kvb e ‘̄y Dco c‡o Z‡e †mB e¯‘ ¯úm©  Kivi ci †PvL bvK ev gy‡L nvZ †`qvi 
gva¨‡gI Ab¨iv ‡KvwfW -19 fvBiv‡m AvKªvšÍ n‡Z cv‡i| 

GLb chšÍ© M‡elYvq †`Lv hv‡”Q, evZv‡mi gva¨‡g †P‡q ‡KvwfW-19 fvBivm nvuwP ev Kvwki gva¨‡g AvKªvšÍ GK e¨w³ †_‡K 
Ab¨ e¨w³‡Z Qovq| 

‡KvwfW-19 fvBiv‡m AvµvšÍ nIqvi KZ w`‡bi gv‡S jÿYmg~n cÖKvk cvq? 

†KD GB fvBiv‡mi ms¯ú‡k© Avmvi 2-14 w`‡bi g‡a¨ Zvi kix‡i K‡ivbv fvBiv‡m AvµvšÍ nIqvi jÿY mg~n cÖKvk cvq| 

Kviv GB fvBiv‡m AvµvšÍ nIqvi me‡P‡q †ewk SzwKu‡Z? 

eq¯‹ e¨w³ Ges hviv Av‡M †_‡KB ¯^v¯’¨ mgm¨v  †hgb: A¨vRgv, Wvq‡ewUm, ü`‡ivM, BZ¨vw`‡Z fzM‡Qb Zviv GB fvBiv‡m 
AvKªvšÍ Ges gvivZ¡Kfv‡e Amy¯’ nIqvi Rb¨ me‡P‡q SzuwKc~Y©| 

G †ivM cÖwZ‡iv‡a wK wK KiYxq? 

1.e¨w³MZ m‡PZbZv- Amy¯’ n‡j N‡i _vKzb, evB‡i hvIqv AZ¨vek¨K n‡j bvK-gyL XvKvi Rb¨ gv¯‹ e¨envi Kiæb 

2.Nb Nb mvevb I cvwb w`‡q nvZ ay‡eb (AšÍZ 20 †m‡KÛ hver) 
3.Acwi®‹vi nv‡Z †PvL, bvK I gyL ̄úk© Ki‡eb bv Kv‡iv mv‡_ nvZ †gjv‡bv (n¨vÛ †kK), †KvjvKzwj †_‡K weiZ _vKzb| 
4.B‡Zvg‡a¨ AvµvšÍ Ggb e¨w³‡`i ms¯úk© Gwo‡q Pjyb 
5.Kvwk wkóvPvi †g‡b Pjyb (nuvwP/Kvwki mgq evû/ wUmy¨ Kvco w`‡q bvK-gyL †X‡K ivLyb) 
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5.Amy¯’ cï/cvwLi ms¯úk© cwinvi Kiæb 
6.gvQ-gvsm fv‡jvfv‡e ivbœv K‡i Lv‡eb 

KviLvbvq Kvh©µg cwiPvjbvi †ÿ‡Î msµgY wbqš¿‡Y Kvh©Ki Kg©c×wZmg~n 

1) msµgY wbqš¿Y KwgwU ev Uv¯‹ †dvm© MVY I wjwLZ Kvh©µg/Kvh©cÖYvjx/Kvh©weeiYx /bxwZgvjv ˆZix| 

2) mKj †d¬vi I †mKkb/jvBb Abyhvqx wbqwgZ m‡PbZvg~jK weªwds cwiPvjbv Kiv| 

3) wbqwgZ ‡KvwfW-19 msµvšÍ  wgwUs/mfvi Av‡qvRb | 

4) AcÖ‡qvRbxq I Kg¸iæZ¡c~b© wfwRUi wbqš¿Y/cÖ‡ekvwaKvi eÜKib| 

5) mKj ai‡bi hvbevn‡bi cÖ‡ek/evwni wbqš¿Y I msµg‡Yi SuywK cÖwZ‡iva Kiv| 

6) d¨v±ix‡Z cÖ‡ek/evwn‡ii mgq I Kg©¯’j m¤¢ve¨ msµg‡Yi SuywK cÖwZ‡iva Kivi Rb¨ RxevYygy³KiY cÖwµqv 
†Rvi`vi Kiv| G msµvšÍ cÖ‡qvRbxq c`‡ÿc MÖnb Kiv | h_vt  K) kvwiixK ̀ yiZ¦ eRvq †i‡L mvwie×fv‡e AswKZ 
e„‡Ë `vuwo‡q KviLvbvq cÖ‡ek | L).KviLvbvq cÖ‡e‡ki c~‡e© _vg©vj ¯‹¨vwbs Gi gva¨‡g ZvcgvÎv wbb©q| M). n¨vÛ 
Iqvk / mvevb cvwb  w`‡q nvZ  ‡aŠZKib | N).Rxevbygy³Kib †P¤^vi/Uv‡bj G cÖ‡ek K‡i `y nvZ cÖmvwiZ K‡i 
cy‡iv  kixi Rxevbygy³Kib | O). cv I RyZv Rxevbygy³Kib K‡i KviLvbvi Kg©‡ÿ‡Î cÖ‡ek | 

7) AvµvšÍ wKsev  Dcm©M  Av‡Q Ggb kÖwgK  Kgx©i Rb¨ Amy¯’Zv QywUi e¨e¯’v | 

8) ‡gwW‡Kj †m›Uv‡i Kg©iZ e¨w³/¯^v¯’¨Kgx©i ¯^v¯’¨wewa †g‡b Pjv I ¯^v¯’¨MZ wbivcËv †Rvi`vi Kiv| 

9) ‡hLv‡bB m¤¢e 6 wdU kvwiwiK `~iZ¡ (b~b¨Zg 3 wdU) eRvq ivLv| 

10)  Kg©mgq cybtwba©viY Kiv, cÖ‡ek/evwni I weiwZi mgq ch©vqµ‡g av‡c av‡c køU Abyhvqx e¨e¯’v Kiv| 

11)  h_vh_ wcwcB e¨envi wbwðZ  Kiv| 

12)  K‡ivbv fvBivm msµgY †iva Kivi e¨vcv‡i RvZxq ¯^v¯’¨ wewagvjv, WHO wb‡`©wkZ MvBWjvBb ‡g‡b Pjv| 

13)  K‡ivbv msµgY wbqš¿Y Kg©KZ©v wb‡qvM  I Zvi Kvh©weeiYx | 

14)  K‡ivbv fvBivm msµvgY PjvKvjxb GB gyû‡Z© kÖwgK QvUvB/ eiLv¯ÍKiY m¤ú©wKZ ̧ Re  cÖwZ‡iva Kiv| G msµvšÍ 
†h †Kvb ai‡bi Awf‡hvM, Aby‡hvM I D‡`¨vM cÖKv‡ki my‡hvM wbwðZ Kib | 

15)  ¸iæZ¡c~b©/ †UKwbK¨vj Kv‡Ri Rb¨ µm †Uªwbs Gi e¨e¯’v | 

16) ‡d¬v‡i m‡PZbZvg~jK †cvóvi, e¨vbv‡ii e¨e¯’v Kiv| 

17)  SuywKc~Y© kÖwgK (Mf©eZx, cÂv‡kva©, PvBì †Kqv‡i Ae¯’vbiZ wkï, cÖwZeÜx) h_vm¤¢e K‡g© †hvM`v‡b wbiærmvwnZ 
Kiv| 

18) K¨vw›Ub I WvBwbs G wbivcËv wbwðZ Kib | 

19)  ‡KvwfW-19 m¤úwK©Z m‡PZbZvg~jK I wkÿvg~jK cÖwkÿ‡bi e¨e¯’v Kiv| 

20) wc G wm‡ó‡g wbqwgZ m‡PZbZvg~jK w`K wb‡ ©̀kbvg~jK †Nvlbv †`Iqv| 

 

‡KvwfW-19 cwiw¯’wZ‡Z we‡kl QzwU bxwZgvjv 

cÖwZôv‡bi QzwU bxwZgvjvwU hZUv m¤¢e bgbxq I mnbkxj Kiv| G‡ÿ‡Î †d¬vi †j‡f‡ji ÷vd we‡kl K‡i mycvifvBRvi, 
BbPvR© I wc.Gg‡`i G e¨vcv‡i we‡kl w`K wb‡`©kbvi e¨e¯’v Kiv| kÖwgK‡`i‡K Zv‡`i †eZbmn Amy¯’Zv QzwU cvIqvi 
AwaKvi m¤ú‡K© Avk^vm w`‡Z n‡e| we‡kl K‡i kÖwg‡Ki wb‡Ri A_ev cwiev‡ii †h †Kvb m`‡m¨i K‡ivbv fvBiv‡mi 
DcmM©¸‡jv †`Lv w`‡j Zv‡`i †eZbmn QzwU †`Iqvi e¨vcv‡i c~Y© Av¯’v w`‡Z n‡e| ‡h kÖwg‡Ki †KvwfW-19 †iv‡Mi jÿY¸‡jv 
Øviv Amy¯’ Zv‡`i Amy¯’Zv hvPuvB Ki‡Z ev Amy¯’Zv †k‡l Kv‡R †hvM`vb Ki‡Z Wv³v‡ii †cÖkwKckb ev cÖksmv cÖ‡qvRb n‡e 
bv G e¨vcv‡iI Avk^vm w`‡Z n‡e| gvbe m¤ú` Kg©KZ©v‡`i QzwU ‡`Iqvi c×wZwU bgbxq ev mnbkxj n‡”Q wKbv G e¨vcv‡i 
†d¬v‡i gwbUwis Ki‡Z n‡e| mwµqfv‡e  †KvwfW-19 †iv‡Mi jÿY Øviv Amy¯’ kÖwgK‡`i evwo‡Z wbivc‡` _vKvi Rb¨ 
we‡klfv‡e ej‡Z n‡e| 
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Ab¨vb¨t 

K. AwZwi³ Zvc`vnt  

1. AwZwi³ Zvc`v‡ni mgq mKj †hb QvZv e¨envi K‡i| 

2. cÖ‡qvRb Qvov Ni †_‡K Kg ‡ei n‡Z n‡e| 

3. †ewk K‡i weï× cvwb cvb Ki‡eb| 

4. `ye©jZv Abyfe Ki‡j Lvevi m¨vjvBb Lv‡eb| 

  

L. AvenvIqv cwieZ©bt   

 AvenvIqv cwieZ©‡bi Kvi‡Y bvbv ai‡Yi †ivM evjvB n‡Z cv‡i, ZvB mK‡j mZ©KZv Aej¤^b Ki‡Z n‡e| 

Riæix Ae ’̄v †gvKv‡ejvq MÖnxZ c`‡ÿc mg~n :  

: †Kw›`ªq Av¸b mbv³KiY wm‡÷g ¯’vcb : 

ex-Kb KZ…©cÿ m¤¢ve¨ AwMœ ~̀N©Ubv ZvrÿwbKfv‡e mbv³Ki‡Yi Rb¨ Ges AwMœ cÖwZ‡iva e¨e¯’v wbwðZK‡í ¯^qswµq Av¸b 
mbv³KiY wm‡÷g Bb÷j K‡i‡Qb| hv‡Z K‡i Awb”QvK…Zev‡e †Kvb ¯’v‡b Av¸b †j‡M †M‡j D³ wm‡÷gwU ¯^qswµq fv‡e 
Av¸b mbv³ Ki‡Z cv‡i Ges †gvKv‡ejv Ki‡Z cv‡i| KZ…©cÿ ch©vß msL¨K ¯^qswµq dvqvi Gjvg© †ej †gby‡qj 
Kjc‡q›Umn Riæix wbM©gb wmuwoi/cÖavb cÖ‡ek Øv‡ii evB‡i I Kwi‡Wv‡i ¯’vcb K‡i‡Qb|  

KviLbv I ¸`v‡gi cÖwZ 400 eM©dzU GjvKvi Rb¨ 1wU K‡i d‡Uv B‡jKwUªK UvBc †¯§vK wW‡U±i ¯’vcb Kiv n‡q‡Q| 

: dvqvi nvB‡Wª›U wm‡÷g ¯’vcb : 

ex-Kb KZ…©cÿ fe‡bi I‡qU ivBRvi I w¯úªsjvi ̄ ’vcb K‡i‡Qb| fe‡bi cÖwZ †d¬v‡i cÖwZ 6000 eM©dzU Gwiqvi Rb¨ b~¨bZg 
GKwU Ges AwZwi³ †d¬vi Gwiqvi Rb¨ Av‡iv GKwU ivBRvi c‡q›U ¯’vcb wbwðZ Kiv n‡q‡Q| cÖwZwU ivBRvi c‡q‡›U 1.5Ó 
Wvqv wewkó 100 dzU j¤^v I †fwi‡qej bRj / wWwd‡Rej  bRj mshy³ K‡i ivBRvi c‡q›UwUi cv‡k¦© ev‡· msiÿY Kiv 
n‡q‡Q| 

fe‡bi mKj Zjvq Aew¯’Z ¸`vg/KviLvbvi Af¨šÍ‡i cÖwZ 750 eM©dzU Gwiqvi Rb¨ GKwU w¯úªsjvi †nW ¯’vcb Kiv n‡q‡Q| 
cÖwZwU w¯úªsjvi †nW Gi M¨vm fvj¦/wdD‡Rej Kfv‡ii mwVK Zvc aviY ÿgZv n‡e 560 †mjwmqvm| mv‡_ GKwU dvqvi 
mvwf©m Kv‡bKkb (wd‡gj Kcwjb) mshy³ _v‡K| dvqvi mvwf©m Kv‡bKk‡bi WvqvwgUvi n‡”Q 2.5 © ©| ivBRvi cvB‡ci cvwbi 
†cÖmvi n‡”Q b~¨bZg 2.5 evi Ges dvqvi mvwf©m Kv‡bKk‡bi cvwbi †cÖmvi n‡”Q 5 evi| 

AwMœKv‡Ûi mgq †avqv I Zvc `ªæZ †ei Kivi Rb¨ ¸`vg/KviLvbvi Af¨šÍ‡i ch©vß msL¨K GKRvó d¨vb ¯’vcb Kiv n‡q‡Q| 
G d¨v‡bi mv‡_ fe‡b ¯’vwcZ ÷¨vÛevB †Rbv‡iUi n‡Z weKí ˆe`y¨wZK jvB‡bi ms‡hvM Kiv n‡q‡Q| 

: dvqvi G·wUs¸Bmvi ¯’vcb : 

cÖwZ Zjvq 968 eM©dzU GjvKvi Rb¨ 1wU ABC UvBc dvqvi G·wUs¸Bmvi ¯’vcb Kiv n‡q‡Q| mKj ˆe`y¨wZK ’̄vcbvi Rb¨ 
1wU 5/6 †KwRi CO2 Kve©b WvB A·vBW AwMœ wbe©vcK hš¿ msiÿY Kiv n‡q‡Q| mKj AwMœ wbe©vcK cÖZ¨wnK †PK Kiv nq 
Ges eQ‡i GK evi mvwf©wms Kiv nq|  

IqvK©mc/Iq¨vinvDR M¨vsI‡q D¾j is Øviv wPwýZ Kiv n‡q‡Q| 

: ¯^qswµq IqvUvi cv¤ú nvDR ¯’vcb : 

ivBRvi I w¯úªsjv‡ii cvwb cÖevn wbwÿß Ki‡bi Rb¨ fe‡bi MÖvDÛ †d¬vi/‡eR‡g›U dvqvi dvBwUs cv¤ú nvDR ¯’vcbmn 
by¨bZg 1,00,000 M¨vjb cvwbi AvÛviMÖvDÛ wiRf©vi ¯’vcb Kiv n‡q‡Q| G cv¤ú nvDR †_‡K ivBRvi c‡q‡›U I w¯úªsjv‡i 
cvwb cÖevn wbwðZ Kivi Rb¨ fe‡b fvwU©K¨vj cvBc  ’̄vcb K‡i mKj ivBRvi I w¯úªsjv‡i cvwb cÖev‡ni ms‡hvM wbwðZ 
Kiv n‡q‡Q|  fvwU©K¨vj cvB‡ci cvwb cÖevn n‡e 7 evi|  dvqvi dvBwUs cv¤ú nvD‡R  GKwU †gBb cv¤úI GKwU wiRf©vi 
cv¤ú I GKwU RwKcv¤ú ¯’vcb wbwðZ Kiv n‡q‡Q| cv‡¤úi GKwU wW‡Rj I GKwU we`y¨r PvwjZ n‡q _v‡K| 

: ch©vß wmwoi e¨e¯’v : 
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ex-Kb KZ…©cÿ AÎ KviLvbvi Pvi cv‡k PviwU wmuwoi e¨e¯’v K‡i‡Qb hv‡Z K‡i ‡h †Kvb Riæix Ae¯’vi Rb¨ kÖwgKMY my›`i 
I myiwÿZ fv‡e feb †_‡K ewn©Mgb n‡Z cv‡i|  

we`¨gvb wmuwo¸‡jv cÖwZ †d¬vi n‡Z cÖ‡ek c‡_i evB‡i †¯§vK jwe ˆZix Kiv n‡q‡Q Ges Riæix wbM©gb wmuwoi b¨vq wmuwo 
`yBwU‡Z b~¨bZg 1 N›Uv dvqvi †i‡UW `iRv ¯’vcbmn wmuwo `yBwU‡Z Zvc I †avqvgy³ ivLvi Rb¨ wmuwoi Af¨šÍ‡i AwMœKvÛ 
Kvjxb mgq ¯^qswµq fv‡e hv‡Z wmuwoi Af¨šÍ‡i b~¨bZg cÖwZ eM© BwÂ‡Z 3evi †cÖmvi m„wó Kiv hvq †m e¨e ’̄v ¯’vcb Kiv 
n‡q‡Q| wmuwoi j¨vwÛs Gwiqv Av¸‡bi wkLv I †avqvgy³ ivLvi e¨e¯’v wbwðZ Kiv n‡q‡Q|  

: eRª wb‡ivaK ¯’vcb: 

ex-Kb KZ…©cÿ AvKw®§K eRª n‡Z KviLvbvi feb I fe‡b Kg©iZ kÖwgK‡`i iÿvi Kivi Rb¨ KviLvbvi Pviw`‡K eRª 
wb‡ivaK ¯’vcb K‡i‡Qb hv mivmwi gvwUi mv‡_ ms‡hvM ¯’vcb Kiv n‡q‡Q| hw` †Kvb mgq AvenvIqvi Lviv‡ci Kvi‡Y 
KviLvbvi Dc‡i eRª cwZZ nq Zvn‡j Zv eRª wb‡ivaK w`‡q mivmwi gvwUi wb‡P P‡j hv‡e| G‡Z KviLvbvi feb ev fe‡bi 
wfZ‡ii Kg©iZ kÖwgK‡`i †Kvb iKg ÿq-ÿwZ n‡e bv|  

: wc.G wm‡÷g BÝUj‡g›U : 

ex-Kb KZ…©cÿ Riæix Ae¯’v evZ©v cÖ`v‡bi Rb¨ wc.G wm‡÷g Gi e¨e¯’v K‡i‡Q hv‡Z K‡i GK ¯’vb †_‡K mKj kÖwgK‡`i 
gv‡S †h †Kvb `~N©vUbvi c~e©vfvm cÖ`vb Kiv hvq| fe‡bi wmwKDwiwU †cvó A_ev fe‡bi g~j cÖ‡ekØvi msjMœ 1wU Kÿ‡K 
KgvÛ Kÿ wn‡m‡e wPwýZ K‡i GK‡ÿ †gBb c¨v‡bj †evW© ¯’vcb K‡i c¨v‡bj †ev‡W©i mv‡_ fe‡b ¯’vwcZ mKj wW‡U±i I 
Gjvg© †ej Gi ms‡hvM wbwðZ Kiv n‡q‡Q| dvqvi KgvÛ †÷kb Riæix cÖ‡qvR‡b wb‡¤œv³ mvR-miÄvg msiÿY Kiv n‡q‡Q 
Ges mve©ÿwbKfv‡e 1Rb Acv‡iU‡ii Dcw¯’wZ wbwðZ Kiv n‡q‡Q| 

: D×v‡ii miÄvgv`x mieivn : 

ex-Kb KZ…©cÿ Riæix `~N©Ubvi †gvev‡ejvi Rb¨ cÖ‡qvRbxq miÄvgv`xi e¨e¯’v K‡i‡Qb| wb‡¤œ D³ miÄvgv`x¸‡jvi bvg 
†`Iqv nj-  
 1. ‡gBb c¨v‡bj †evW© = 10 (`k) wU  
 2. wcG wm‡÷g Gi K‡›Uªvj gwWDj = 02 ( ỳB) wU 
 3. ‡Uwj‡dvb †mU by¨bZg = 03 (wZb) wU  
 4. ‡gvevBj †mU by¨bZg = 01 (GK) wU 
 5. UP© jvBb = 05 (cuvP) wU  
 6. weªw`s G¨vcv‡iUvi = 02 ( ỳB) †mU 
 7. dvqvi my¨U (‡nj‡gU, MvgeyU, n¨vÛ †Møvem I jvBU) = 05 (cuvP) †mU 
 8. weUvi = 10 (`k) †mU 
 9. dvqvig¨vb G· = 02 ( ỳB) wU  
 10. †÷ªPvi = 01 (GK) wU 
 11. dv÷ GBW e· = 01 (GK) wU  
 12. Riæix †mev mvwf©m mg~‡ni †Uwj‡dvb b¤^i = 01 (GK) wU 
 

Riæix‡Z `vwqZ¡cÖvß e¨w³‡`i `vwqZ¡ I KZ©e¨ :  

ex-Kb KZ…©cÿ Riæix Ae¯’v †gvKv‡ejvi Rb¨ GKwU wUg MVb K‡i‡Qb Ges Zv‡`i cÖwkÿY cÖ`v‡bi gva¨‡g Zv‡`i Riæix 
Ae¯’v †gvKv‡ejvi welq¸‡jv m¤ú‡K© AeMZ K‡i‡Qb| Kg©iZ Kg©KZ©v I Kg©Pvix‡`i 25% Rbej‡K Aek¨B dvqvi I 
wmwfj wW‡dÝ n‡Z AwMœ wbe©vcb, D×vi I cÖv_wgK wPwKrmv wel‡q cÖwkÿY †`Iqv n‡q‡Q| G cÖwkwÿZ Rbej w`‡qB AwMœ 
wbe©vcK `j MVb Kiv n‡q‡Q| ex-Kb KZ…©cÿ AwMœKvÛ †gvKv‡ejvi wUg‡K wZbwU fv‡M fvM K‡i‡Qb|  

  K. AwMœ wbe©vcbKvix `j| 
  L. D×viKvix `j| 
  M. cÖv_wgK wPwKrmK `j|  

K. AwMœ wbe©vcbKvix ̀ j : GB ̀ ‡ji KvR n‡jv ïaygvÎ AvKw®§K AwMœ Kv‡Û †gvKv‡ejv Kiv hv‡Z hZ ̀ ªæZ m¤¢e A¸b †bfv‡bv 
hvq| ex-Kb KZ…©cÿ AwMœ wbe©vcbKvix `j‡K A¸b †bfv‡bvi Rb¨ cÖ‡qvRbxq mKj cÖKvi cÖwkÿY cÖ`vb K‡i _v‡Kb Ges 
cÖ‡qvR‡b Zv‡`i Av¸b †bfv‡bvi mKj cÖKvi hš¿cvwZ e¨nv‡ii AbygwZ †`Iqv Av‡Q|  

L. D×viKvix `j : GB `‡ji KvR n‡jv ïaygvÎ AvKw®§K AwMœ Kv‡Û nZvnZ e¨w³e‡M©i I Rvb gv‡ji D×vi I wbivcËv 
wbwðZ Kiv| ex-Kb KZ…©cÿ D×viKvix `j‡K D×vi Kivi e¨vcv‡i hveZxq cÖwkÿY w`‡q _v‡Kb Ges cÖ‡qvR‡b Zv‡`i 
D×vi Kivi mKj hš¿cvwZ e¨env‡ii AbygwZ †`Iqv Av‡Q|  
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M. cÖv_wgK wPwKrmK `j : GB `‡ji KvR n‡jv AvKw®§K AwMœ Kv‡Û nZvnZ e¨w³e‡M©i cÖv_wgK fv‡e wPwKrmv cÖ`vb Kiv| ex-Kb 
KZ…©cÿ cÖv_wgK wPwKrmK‡`i hveZxq cÖwkÿY cÖ`vb K‡i _v‡Kb| 

 

Riæix‡Z cÖ‡qvRbxq †Uwj‡dvb bv¤^vi mg~n :  

ex-Kb KZ…©cÿ Riæix Ae¯’vq mvnvh¨Kvix cÖwZôvb¸‡jvi  (†hgb- dvqvi mvwf©m, †gwW‡Kj mvwf©m, cywjk †ókb, we ỳ¨r 
Awdm BZ¨vw`) mv‡_ `ªæZ †hvMv‡hvM Kivi Rb¨ Zv‡`i †Uwj‡dvb bv¤^vi msMÖn K‡i‡Qb Ges Zv mK‡ji `„wó †MvPi nq GB 
iƒc RvqMvq Uvwb‡q w`‡q‡Qb| hv‡Z K‡i †h †Kvb cÖKv‡ii Riæix Ae¯’v †gvKv‡ejv Kivi Rb¨ †h †KvD D³ bv¤̂v‡ii `ªæZ 
Kj K‡i mvnv‡h¨ Rb¨ Av‡e`b Ki‡Z cv‡i cv‡i|  

 

Riæix‡Z ewn©Mgb c×wZ I ewn©Mg‡bi Abykxjb:  

ex-Kb KZ…©cÿ †h †Kvb ai‡bi ỳ‡h©v‡M kÖwgK, Kg©PvixMY I Kg©KZ©vMY hv‡Z K‡i mn‡RB feb †_‡K †ewi‡q wbivc` ¯’v‡b 
GKwÎZ n‡Z cv‡i GB j‡ÿ¨ mKj kÖwgK‡K Riæix ewn©Mgb c×wZi cÖwkÿY cÖ`vb K‡i _v‡Kb| KZ…©cÿ eQ‡i AZ¨šÍ `yB 
evi Riæix‡Z ewn©Mgb c×wZ Abywkjb K‡ib| GB Abywkj‡b mKj kÖwg‡Ki AskMÖnY eva¨Zvg~jK K‡i‡Qb| Abywkj‡b 
AskMÖnY K‡i me©wb¤œ 5 wgwb‡Ui g‡a¨ mKj †d¬v‡ii kÖwgK, Kg©Pvix I Kg©KZ©vMY GK‡Î G‡mgweø c‡q‡›U G‡m `vov‡Z 
cv‡ib|  

 

Riæix cÖwZwµqvi †cÖÿvcU ch©‡eÿb :  

ex-Kb KZ…©cÿ Lye mwµq fv‡e Riæix Ae¯’vq ewn©Mgb Gi mgq kÖwgKMY wK wK cÖwZwµqv Ki‡Q Zv ch©‡eÿY K‡ib Ges 
mKj kÖwg‡Ki ewn©Mgb wbwðZ K‡ib| Riæix Ae¯’vq `vwqZ¡cÖvß e¨w³MZ mwVK gZ KvR Ki‡Q wK bv Zv ch©‡eÿY K‡ib| 
†hgb- D×viKvix `j AvnZ e¨w³‡`i mwVK fv‡e D×vi Ki‡Z cvi‡Q wK bv, cÖv_wgK wPwKrmv Kgx©MY mwVK fv‡e cÖv_wgK 
wPwKrmv w`‡Z cvi‡Q wK bv, bKj Av¸b Rvwj‡q ch©‡eÿb K‡ib AwMœ wbe©vcKMY wVK gZ Av¸b wbfv‡Z cvi‡Q wK bv 
BZ¨vw`| KZ…©cÿ D³ Kgx©‡`i Kvi wK `~e©jZv Av‡Q Zv h_vh_ fv‡e ch©‡eÿb K‡ib Ges Kgx©‡`i †mB mKj `~e©jZv ỳi 
Kivi Rb¨ cÖ‡qvRbxq cÖwkÿ‡Yi e¨e ’̄v K‡ib|  

 

 

†gwW‡Kj Bgvi‡RwÝ‡Z Kibxq c`‡ÿcmg~n :  

ex-Kb KZ…©cÿ Riæix Ae¯’vq AvnZ‡`i †gwW‡Kj myweav †`Iqv Rb¨ wbR¯^ fe‡b GKwU †gwW‡Kj ¯’vcb K‡i‡Qb Ges Zv‡Z 
cÖ‡qvRbxq †iwRóvW© Wv³vi I bvm© wb‡qvM cÖ`vb K‡i‡Qb| GQvovI LyeB ¸iæZ¡c~Y© AvnZ‡`i †gwW‡Kj †m›Uv‡i ¯’vbvšÍ‡ii 
Rb¨ KviLvbvi A`y‡i 10 wgwb‡Ui `yi‡Z¡ †gwW‡Kj †m›Uvii mv‡_ Pzw³ cÎ K‡i‡Qb hv‡Z K‡i ¸iæZi AvnZ‡`i †mLv‡b 
¯’vbvšÍ‡ii gva¨‡g wPwKrmv cÖ`vb Kiv hvq Ges †gwW‡K‡j hvIqvi Rb¨ Ggey‡jÝ Gi e¨e¯’v Kiv hvq| KZ…©cÿ kÖwgK‡`i 
†gwW‡Kj Bgvi‡RwÝ‡Z wKfv‡e †gwW‡Kj †m›Uv‡i wb‡q hv‡e †m e¨vcv‡iI cÖwkÿY cÖ`vb K‡ib| cÖwkwÿZ kÖwgKMY AvnZ 
e¨w³‡`i †gwW‡Kj †m›Uv‡i ‡bIqvi Rb¨ me©`v mRvM _v‡Kb|  

Riæix cwiKíbv KwgwU I Zvi KvR :  

ex-Kb KZ…©cÿ †h †Kvb Riæix Ae¯’v †gvKv‡ejvi Rb¨ GKwU KwgwU MVb K‡i‡Qb| Ges KwgwUi mK‡ji `vwqZ¡ I KZ©e¨ 
m¤ú‡K© AeMZ K‡i‡Qb| wb‡¤œ Riæix Ae¯’v †gvKv‡ejvq KwgwUi `vwqZ¡ I KZ©e¨¸‡jv wb‡¤œ †`Iqv nj-  

1. GKwU Riæix wbqš¿Y ms¯’v cÖwZôv|  
2. Riæix wbqš¿Y cwiKíbv bKkv I ev¯Íevqb|  
3. eQ‡ii AZ¨šÍ `yB evi ewn©Mgb c×wZi Abywkjb Kiv‡bv|  
3. Riæwi Ae¯’v †gvKv‡ejvq `vwqZ¡cÖvß e¨w³‡`i mbv³KiY|  
4. `vwqZ¡cÖvß e¨w³‡`i cÖwkÿY cÖ`v‡bi e¨e¯’v Kiv|  
5. `vwqZ¡cÖvß e¨w³‡`i Abywkjb Kiv‡bv|  
6. cwiKíbvi Kvh©KvwiZv Ges c×wZMZ DbœwZ mvab Kiv|  

mvaviY wb‡`©kbv I Dc‡`k mg~n :  

1. AwMœ RwbZ Riæix Ae¯’vq hZ `ªæZ m¤¢e KviLvbvi feb †_‡K †ewo‡q Avmyb|  
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2. Riæix ewn©Mgb Abywkj‡b mwµq fv‡e AskMÖnY Kiæb|  
3. ewn©Mg‡bi mgq †KD IPU †L‡q c‡o †M‡j Zv‡K DV‡Z Ges wbivc‡` †ewi‡q †h‡Z mnvqZv Kiæb|  
4. AvKw®§K f‚wgK‡¤ú KviLvbvi hZ `ªæZ m¤¢e feb †_‡K †ewo‡q Avmyb| feb †_‡K †ei n‡Z bv cvi‡j ‡d«Bg&W 

wewìs Gi †ÿ‡Î Kjv‡gi †Mvovq, wmwoi wb‡P Ges AvavcvKv wewìs ev wU‡bi N‡ii Gi †ÿ‡Î k³ Avmevec‡Îi 
wb‡P Avkªq wb‡Z n‡e|  

5. AvZ‡¼ feb †_‡K †Kvb g‡ZB jvd w`‡eb bv|  
6. f‚wgK‡¤úi mgq wewìs Gi evB‡i _vK‡j ˆe`y¨wZK Zvi, DPz MvQ ev Bgvi‡Zi KvQvKvwQ Ae¯’vb †bIqv hv‡e bv| 
7. So nIqv Kvwjb mgq hZÿb c~Y© iæ‡c So †_‡g bv hvq ZZÿb wewìs Gi wfZ‡i _vK‡Z n‡e| KviY So K‡g 

wM‡q AvPgKv fv‡e Avevi cÖPÛ †e‡M Avm‡Z cv‡i| 
8. So ev R‡jv”Qv‡mi mgq mKj‡K fe‡bi wfZ‡i wbivc` ¯’v‡b Ae¯’vb MÖnY Ki‡Z n‡e|  
9. KLbB †gjv Kvco, Iobv ev Aj¼vi cwiavb K‡i N~Y©vqgvb h‡š¿i cv‡k KvR Ki‡eb bv|  
10. AvZ¥iÿvg~jK miÄvgvw` e¨envi Kiæb Ges Ab¨‡KD e¨envi Ki‡Z DrmvwnZ Kiæb|  
11. wb‡R my¯’ _vKzb Ab¨‡K my¯’ _vK‡Z mnvqZv Kiæb| 

†hvMv‡hvM e¨e ’̄v :  

I‡qj‡dqvi Awdmvi Riæix Ae¯’vq Kibxq I cÖwZwµqvi m¤ú‡K© mK‡ji g‡a¨ m‡PZb Kvivi Rb¨ Bnv †bvwUk ‡ev‡W© Uvwb‡q 
w`‡eb| KviLvbvi GBP.Avi, ˆe`y¨wZK wbivcËv, AwMœ wbivcËv  Kg©KZ©vMY Ges I‡qj‡dqvi Awdmvi Riæix Ae¯’vq Kibxq 
m¤ú‡K© mswkøó mKj‡K cÖ‡qvRbxq cwk¶Y cÖ`vb Ki‡eb| cÖwZ GK gvm ci ci Kj¨vb Kg©KZ©v Riæix Ae¯’vq Kibxq 
m¤ú‡K© wc.G wm‡÷g I mivmwi cÖwkÿ‡bi gva¨‡g mKj‡K AewnZ Ki‡eb| GB Riæix Ae¯’vi bxwZgvjv h_vhZfv‡e cvjb 
Kiv n‡”Q wKbv Zv wbwðZ Ki‡Z cÖwZ gv‡mB wmwb. e¨e¯’vcK (GWwgb, GBP.Avi I Kgcøv‡qÝ) KZ…©K g‡bvbxZ cÖwZwbwa 
ch©‡eÿY Ki‡eb I wi‡cvU© †ck Ki‡eb|  

†iKW© msiÿY :  

`vwqZ¡cÖvß e¨w³ Kg©‡¶‡Î cÖwk¶‡Yi gva¨‡g kªwgK Kg©PvixMY‡K Ò¯^v¯’¨ I wbivcËv  bxwZgvjvÓ m¤ú‡K© AewnZ Ki‡eb Ges 
kªwgK‡`i †gŠwjK gvbewaKvi wbwðZ Kivi Rb¨ cÖ‡qvRbxq c`‡¶c wb‡eb Ges Kg©‡¶‡Î Gi cÖ‡qv‡Mi w`Kwb‡ ©̀kbv w`‡eb 
Ges GmsµvšÍ mKj †iKW© msi¶Y Ki‡eb| 
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‡Kv¤úvbx bxwZgvjv t 
(Company Policy)   

‡g‡Uªv wbwUs GÛ WvBs wgjm wj: GKwU 100% ißvbxg~Lx bxU K‡¤úvwRU †cvkvK 

cÖ¯‘ZKvix ¯^bvgab¨ cÖwZôvb| GB cÖwZôv‡b wb‡qvwRZ mKj kªwgK Kg©Pvixi hveZxq 

AwaKvi I my‡hvM myweav ILO Kb‡fbkb, evsjv‡`k kÖgAvBb 2006, kÖg wewagvjv 

2015 I m¤§vwbZ †µZvM‡bi AvPib wewa (Buyer Code Of Conduct) Abyhvqx 

cwiPvwjZ nq| ‡g‡Uªv KZ…©c¶  ¯^v¯’¨ I wbivcËvi †¶‡Î GKwU mywbw`©ó bxZgvjv AbymiY 

K‡i _v‡Kb| 

 

 
 
cÖwZkÖæwZ t 
(Commitment) 

weMZ K‡qK eQ‡i GB wk‡í K‡qKwU ~̀N©Ubv N‡U‡Q hvi g‡a¨ ZvRixb d¨vkb I ivbv 

cøvRv ~̀N©Ubv GKwU eo ai‡bi av°v w`‡q‡Q| ‡`‡k we‡`‡k GB wkí cÖwZôv‡b Kg©iZ 

kªwgK Kg©Pvix†`i wbivcËv wel‡q fvwe‡q Zz‡j| ‡g‡Uªv KZ©…c¶ Kg©iZ kªwgK 

Kg©Pvix‡`i mvwe©K wbivcËvi wel‡q me©`v cÖwZkÖæwZe×| ‡g‡Uªv KZ©…c¶  cÖwZwU Kg©x‡K 

KviLvbvi GKwU m¤ú` e‡j g‡b K‡i Ges G gvbe m¤ú‡`i wbivcËv i¶vq cÖ‡qvRbxq 

me ai‡bi e¨e¯’v MÖnY Ges mvwe©K `vqfvi MÖn‡b e×cwiKi| 

 

 

D‡Ïk¨t 
(Objective) t 

AÎ KviLvbvq Kg©iZ mKj kªwgK/Kg©Pvix Ges AÎ KviLvbvi mv‡_ cÖZ¨¶ ev 
c‡iv¶fv‡e mswkøó mK‡ji mvwe©K wbivcËvB GB bxwZgvjvi D‡Ïk¨| 

 
 

bxwZgvjvi AvIZv 
(Scope)t 

‡g‡Uªv wbwUs GÛ WvBs wgjm wj: G wb‡qvwRZ mKj kªwgK I Kg©Pvixi Rb¨ G bxwZgvjv 
cÖ‡hvR¨ n‡e| GKB mv‡_ ‡g‡Uªv wbwUs GÛ WvBs wgjm wj: Gi mv‡_ hviv e¨emvqxKfv‡e 
wewfbœ Kg©K‡Û RwoZ Zv‡`i †¶‡ÎI G bxwZgvjv cÖ‡hvR¨ n‡e| 
 

 

m~Î t 
(Reference)  

GB bxwZgvjv evsjv‡`k kªg AvBb 2006, kÖgwewagvjv 2015, m¤§vbxZ ‡µZvM‡Yi 
AvPib wewa (Buyer Code Of Conduct), ILO Kb‡fbkb, evsjv‡`‡k cÖPwjZ 

FSCD ( dvqvi mvwf©m Ges wmwfj wW‡dÝ) AvBb I wewamg~n,  BNBC (evsjv‡`k b¨vkbvj wewìs 

†KvW)  BgviZ wbg©vb AvBb I wewamg~n, ‰e`y¨wZK AvBb I  wewamg~n m‡e©vcwi ACCORD we‡ePbv 
c~e©K M„nxZ n‡q‡Q|  
 

Organogram t  
 
 
 

AwMœ wbivcËv bxwZgvjv 
(Fire Safety Policy) 

bxwZgvjvi bvg t AwMœ wbivcËv bxwZgvjv | 

bxwZgvjvi ïiæi ZvwiL   t 01/01/2009 Bs 

ms‡kva‡bi ZvwiL t 01/01/2023Bs 

cieZx ms‡kva‡bi ZvwiL t 01/01/2024Bs 

ms‡kva‡bi bv¤^vi t 05 

Ref No:  S(S)P-10(05) 

M.D/Director 

Advisor (Admin & HR) 
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bxwZgvjv ev¯Íevqb c×wZt 
(Policy 
Implementation 
Procedure) 

bxwZgvjv ev Í̄evq‡bi iƒc†iLv wb‡gœ †`Iqv nj t 
  K) †Kvb fv‡e/µ‡gB AwMœ `~N©Ubvi my‡hvM bv †`Iqv| 
  L) ch©vß AwMœ wbe©vcK hš¿ gRy` ivLv| 
  M) AwMœ `yN©Ubv AvZ¡wek¦vmx n‡q AwMœ wbe©vcK hš¿ e¨envi Kiv| 
  N) a~gcvb m¤ú~Y© fv‡e wbwl×| 
  O) wbqwgZ M¨vm jvBb ˆe`y¨wZK jvBb Z_v wewfbœ wdwUs cwi`k©b Ges i¶bv‡e¶Y Ki‡Z 
n‡e| 
  P) †KwgK¨vj msi¶b Ges e¨env‡i mZK©Zvg~jK e¨e ’̄v Mªnb Kiv| 
  Q) AwMœ wbe©vc‡bi Dci wbqwgZ Abykxjb /gnov e¨e ’̄v K‡i mKj‡K m‡PZb Kiv| 
  R) †d¬vi/†mKkb Abyhvqx AwMœ wbe©vcb Kg©x, D×vi Kg©x I cÖv_wgK wPwKrmvKvix `j c~e©v‡ý 
MVb Kiv| 
  S) ewn©Mgb/Riæix ewn©Mgb c_ mg~n KviLvbv PjvKvjxb me©`v †Lvjv _vK‡e| 
 T) cÖwZgv‡m iæwUb gvwdK dvqvi BKzBc‡g›U wbqwgZ †PK Kiv| 
  U) cÖ‡Z¨K wmwou, †d¬vi G AvB,wc,Gm mv‡cvU© mn Riæix evwZ Ges  PvR©vi jvB‡Ui e¨e ’̄v 
Kiv| 
  V) KviLvbv Ae ’̄vbiZ Mvox ¸wj me mgq ewng ~©Lx K‡i cvK© Ki‡Z n‡e| 
  `) cÖ‡Z¨K †d¬vi/†mKkb Gi mwnZ †hvMv‡hvM wbq‡š¿i myweav‡_© PA System/n¨vÛ gvBK 
Gi e¨e ’̄v Ki‡Z n‡e| 

a) dvqvi K‡›Uªvj c¨v‡bj †ev‡W©i gva¨‡g AwMœ `~N©Ubvi ’̄vb wPwýZ Kib| 
b) nvB‡Wªb wm‡óg, w¯cÖsKjvi wm‡óg Kvh©¶g Av‡Q wKbv Zvnv wbwðZ Kiæb| 

`vwqZ¡cÖvß e¨w³e‡M©i KvRt 
(Responsibilities 
of Assigned 
Persons) 

 
µ.
bs 

wK Ki‡e ‡K Ki‡e 
KLb 
Ki‡e 

wKfv‡e Ki‡e ‡Kb Ki‡e gšÍe¨ 

1 

AwMœ wbivcËv 
m¤ú©wKZ wec` 
I SzuwK wbimb 
Kivi Rb¨ 
mvwe©K avibv 
cÖ`vb Ki‡e| 

‡mBdwU 
Awdmvi 

cÖwZwbqZ 

wewfbœ 
m‡PZbZvg~jK 
Kg©KvÛi 
gva¨‡g 

hvnv‡Z `~N©Ubv 
Kvjxb mg‡q mK‡j 
wec`gy³ _vK‡Z 
cv‡i| 

  

Asst. Officer 
(Fire Safety) 

Manager 
(Fire Safety) 

Security Department 

G.M (Admin, HR & Compliance) GM 
(Maintenance) 

AGM 
(Admin, HR & Com.) 

Fire Fighting Team 

HR, Compliance & 
Welfare Officer 

Manager 
(Maintenance) 
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2 

‡ckvMZ ¯^v¯’¨I 
wbivcËv welqK 
GKwU KwgwU 
MVb Ki‡e| 

wmIwm 
Kg©KZv© 

‡d¬v‡i 
b~b¨Zg 50 
Rb kªwgK 
_vK‡jB 

KwgwV MVb 
Ki‡e| 

cÖwZ †d¬vi 
†_‡K kªwgK 
Kg©Pvix I 
Kg©KZv©‡`i 
mgš^‡q| 

AwMœKvjxb `~N©Ubvi 
mgq Zviv †hb AwMœ 
wbivcËvi `vwqZ¡ 
cvjb Ki‡Z cv‡i| 

  

3 

AwMœ wbev©cK 
`j‡K cÖwk¶b 
c`vb K‡i 
_v‡Kb| 

‡mdwU 
Kg©KZv© 

AwMœ 
wbev©cK 
KwgwU 

MVb Kivi 
ci| 

cÖwZ †d¬vi 
†_‡K AwMœ 
wbev©cK 
m`m¨‡`i 
mgš^‡q| 

AwMœKvjxb `~N©Ubvi 
mgq AwMœ wbev©c‡b 
†hb mwµq f~wgKv 
cvjb K‡i I †KD 
†hb ~̀N©Ubvi ¯^xKvi 
bv nq| 

  

4 

AwMœ wbivcËvi 
†¶‡Î 
kªwgKMb‡K 
m‡PZbZv cÖ`vb 
Kiv| 

Kj¨vY 
Kg©KZ©v 

cÖwZwbqZ 

cÖwZ †d¬vi 
†_‡K kªwgK 
Kg©Pvix I 
Kg©KZv©‡`i 
mgš^‡q| 

AwMœ Kvjxb `~N©Ubvq 
†h †Kvb ai‡bi 
wec` †_‡K i¶v 
†c‡Z| 

  

5 

cÖwZ †d¬v‡ii 
dvqvi dvBwUs 
wUg‡K gwbUwis 
Ki‡e| 

wmIwm 
Awdmvi 

cÖwZwbqZ 

cÖwZ †d¬v‡i 
mve©¶wbK 
wfwRU Kivi 
gva¨‡g| 

mve©¶wbK AwMœ 
wbivcËvi Rb¨ 
cÖ‡qvRbxq mKj wKQz 
Avc‡WU ivLvi 
Rb¨| 

  

6 

AwMœ wbivcËv 
welqK GKwU 
†PKwj÷ wfwRU 
Gi gva¨‡g Zv 
†PK Ki‡e| 

‡mdwU I 
wmIwm 
Awdmvi 

cÖwZwbqZ 

AwMœ wbivcËvi 
mv‡_ RwoZ 
mKj wKQz 
wfwRU Gi 
gva¨‡g| 

mve©¶wbK AwMœ 
wbivcËvi Rb¨ 
cÖ‡qvRbxq mKj wKQz 
Avc‡WU ivLvi 
Rb¨| 

  

7 

AwMœ wbivcËvi 
Rb¨ ‡Kv¤úbvxi 
mKj kªwgK, 
Kg©Pvix, 
Kg©KZv©‡`i 
mvwe©K 
mn‡hvwMZvq 
AwMœ gnovi 
e¨e ’̄v K‡i 
_v‡Kb| 

‡mdwU 
Kg©KZv© I 
cÖkvmwbK
b Kg©KZv© 

cÖwZ 
gv‡mi 
†kl 

mßv‡n 

wc G wm‡÷g 
Gi gva¨‡g 
mKj‡K 
welqwU 
Rvbv‡bvi ci| 

AwMœ Kvjxb `~N©Ubv 
Gov‡bvi Rb¨| 

  

8 
wewfbœ AwMœ KvÛ 
g~jK wb‡`©kbv 
Uvbv‡bv| 

‡mdwU 
Kg©KZv© 

cÖwZwbqZ 

wjd‡jU ev 
wb‡`©kvb 
Uvbv‡bvi 
gva¨‡g 

AwMœ KvÛg~jK mKj 
welq mK‡ji 
AeMwZi Rb¨| 

  

9 

AwMœ †hv×v‡`i 
AwMœ wbev©cK 
g~jK cÖwk¶b 
cÖ`v‡bi 
gva¨‡g| 

‡mdwU I 
wmIwm 
Awdmvi 

cÖwk¶b 
cÖ`v‡bi 
Rb¨ 
GKwU 
iæwUb 
ˆZwi 
K‡i| 

AwMœ Kvjxb 
mg‡q †Kvb 
miÄvgv`x 
wKfv‡e e¨envi 
Ki‡eb Zv 
ev¯Íefv‡e 
cÖwk¶‡bi 
gva¨‡g| 

AwMœ Kvjxb `~N©Ubvi 
mgq `~N©Ubv †_‡K 
i¶v cvIqvi Rb¨| 
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10 

AwMœ Kvjxb 
mg‡q dvqvi 
Gjvg© myBP 
evRv‡eb| 

AwMœ †hv×v 
ev dvqvi 
Gjvg© 
myBP 
evRv‡bvi 
`vwqZ¡ 
cÖvß e¨w³ 

AwMœ KvÛ 
ev AwMœ 
`~N©Ubv 
n‡j| 

AwMœ `~N©Ubv 
nIqvi mv‡_ 
mv‡_ 
`vwqZ¡cÖvß 
e¨w³ wbKU¯’ 
dvqvi Gjvg© 
myBP evRv‡eb| 

AwMœ `~N©Ubv NUvi 
mv‡_ mv‡_ mevB‡K 
Rvbv‡bvi Rb¨ Ges 
mevB hv‡Z wbivc` 
Ae¯’v‡b P‡j ‡h‡Z 

cv‡i| 

  

11 
AwMœ wbe©vcK 
miÄvgv`xi 
e¨e ’̄v Ki‡eb 

‡mBdwU 
Awdmvi  

AwMœ 
wbe©vcK 

miÄvgv`x 
†kl n‡q 
†M‡j Ges 
†Kvb AwMœ 
wbe©vcK 

miÄvgv`x 
bó n‡q 
†M‡j 

AwMœ wbe©vcK 
miÄvgv`xi 
GKwU ZvwjKv 
ˆZix K‡i 
GKwU 
Pvwn`vcÎ 
†Rbv‡ij †óv‡i 
Rgv w`‡e Ges 
Pvwn`vcÎ 
Abyhvqx 
†m¸‡jv msMÖn 
Ki‡e| 

AwMœ `~N©Ubvi mgq 
†hb cÖ‡qvRbxq AwMœ 
wbe©vcK miÄvgv`x 
cvIqv hvq| 

  

12 

wiRvf© U¨vs‡Ki 
g‡a¨ mve©¶wbK 
cvwb msiw¶Z 
Av‡Q wKbv Zv 
d‡jvAvc 
Ki‡e| 

‡mBdwU 
Awdmvi 

cÖwZw`b 

cÖwZw`b wiRvf© 
U¨vsK 
m‡iRwg‡b 
cwi`k©b Kivi 
gva¨‡g wiRvf© 
U¨vs‡Ki cvwb 
wbwðZ Ki‡e| 

AwMœ `~N©Ubvi mgq 
†hb cÖ‡qvRbxq cvwb 
cvIqv hvq|  

  

 

mivmwi ch©e¶bt¡ (Directly 

Monitoring)  
Kj¨vb Kg©KZ©v, gvbem¤ú` Kg©KZ©v, wmwbt e¨e¯’vcK (gvbem¤ú`, cÖkvmb I 
Kgcøv‡qÝ), gnve¨e ’̄vcK (gvbem¤ú`, cÖkvmb I Kgcøv‡qÝ) I GWfvBRvi (GWwgb 
GÛ GBP.Avi)| 

cÖwk¶Y I bw_e×KiYt 
(Training & Documentation 

`vwqZ¡cÖvß e¨w³ Kg©‡¶‡Î cÖwk¶‡Yi gva¨‡g kªwgK Kg©PvixMY‡K AwMœ wbivcËv m¤ú‡K© 
cÖ‡qvRbxq cÖwk¶‡bi gva¨‡g m‡PZb Ki‡eb Ges kªwgK‡`i Kg©‡¶‡Î wbivcËv wbwðZ Kivi 
Rb¨ cÖ‡qvRbxq c`‡¶c wb‡eb, Kg©‡¶‡Î Gi cÖ‡qv‡Mi w`K wb‡`©kbv w`‡eb Ges G msµvšÍ 
mKj `wjjvw` (Documents) mgy`q bw_cÎ gvbe m¤ú` wefv‡M msi¶Y Kiv n‡e Ges 
cieZ©x †h ‡Kvb mg‡q Zv hvPvB Kivi Rb¨ msiw¶Z _vK‡e| 

`wjjv`x msiÿb c×wZt 
(Documents Keeping 
Procedure)  

kÖwgK Kg©Pvix‡`i‡K ÓAwMœ wbivcËv bxwZgvjvÓ m¤ú‡K© cÖ‡qvRbxq cÖwkÿb cÖ`v‡bi ci 
cÖwkÿ‡bi hveZxq `wjjv`x ‡hgb cÖwkÿ‡bi welqe Í̄, cÖwkÿ‡bi Qwe, cÖwkÿ‡b Dcw¯’wZi ¯̂vÿi 
cÖf…wZ gvbem¤ú` wefvM dvBj AvKv‡i msiÿb Ki‡e| 

 

bxwZgvjv ev¯Íevqb I m‡PZbZv 
e„w×t  
(Policy 
Implementation & 
Awareness Create) 

K) Kj¨vb Kg©KZ©v GB bxwZgvjv m¤ú‡K© mK‡ji g‡a¨ m‡PZb Kvivi Rb¨ Bnv †bvwUk‡ev‡W© 
Uvwb‡q w`‡eb| 
L) KviLvbvi mnt e¨e ’̄vcK (dvqvi GÛ †mdwU), AwMœ wbivcËv Kg©KZ©v Ges Kj¨vb Kg©KZ©v 
GB bxwZgvjv m¤ú‡K© mswkøó mKj‡K cÖ‡qvRbxq c ªwk¶Y cÖ`vb Ki‡eb| 
M) wc,G wm‡ó‡gi gva¨‡g wbqwgZ mKj‡K AwMœ wbivcËv m¤ú‡K© m‡PZb Ki‡eb| 
N) GB bxwZgvjv h_vhZfv‡e cvjb Kiv n‡”Q wKbv Zv wbwðZ Ki‡Z cÖwZgv‡mB wmwbt e¨e ’̄vcK 
(gvbem¤ú`, cÖkvmb I Kgcøv‡qÝ) KZ…©K g‡bvbxZ cÖwZwbwa KviLvbv cwi`k©b Ki‡eb I 
wi‡cvU© †ck Ki‡eb| 
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djveZ©b I wbqš¿b t 
(Feed Back & Control)  

K) GB bxwZgvjv h_vhZfv‡e ev Í̄evwqZ n‡”Q wKbv Zv wbwðZ Ki‡Z GKwU †PKwj÷ ‰Zix Kiv 
n‡q‡Q| KviLvbvi gvbem¤ú` cÖwZwbwa, AwMœ wbivcËv Kg©KZ©v Ges I Kj¨vb Kg©KZ©v GB 
†PKwj÷ Abymib K‡i bxwZgvjvi h_vhZ ev Í̄evqb n‡”Q wKbv Zvi wdWe¨vK MÖnY Ki‡eb| 
L) GB bxwZgvjv h_vhZfv‡e cvjb Kiv n‡”Q wKbv Zv wbwðZ Ki‡Z cÖwZgv‡mB gnv e¨e ’̄vcK 
(gvbem¤ú`, cÖkvmb I Kgcøv‡qÝ) KZ…©K g‡bvbxZ cÖwZwbwa KviLvbv cwi`k©b Ki‡eb I D³ 
†PKwj÷ †_‡K wdWe¨vK wb‡eb Ges wi‡cvU© †ck Ki‡eb| 
M) AÎ bxwZgvjvi cÖ‡qvM I ev Í̄evq‡bi gva¨‡g Kvw•LZ j¶gvÎvi KZUzKz AwR©Z nj †m e¨cv‡i  
g~j¨vq‡bi gva¨‡g hvPvB K‡i †`L‡Z n‡e j¶¨ KZUv ev Í̄evwqZ n‡q‡Q| 

DcwiD³ Av‡jvPbv n‡Z GB wm×v‡šÍ DcwbZ nIqv hvq †h, ißvbxgyLx Mv‡g©›Um wk‡í Drmvwn I wb‡ew`ZcÖvb kªwgK 
I Kg©Pvixe„›` mvd‡j¨i wbqvgK kw³ wn‡m‡e KvR K‡ib| AÎ KviLvbvq wb‡qvwRZ mKj kªwgK Kg©Pvix‡`i GB 
bxwZgvjv m¤ú‡K© m‡PZb K‡i AwMœ cÖwZ‡iva I AwMœ wbe©vcK m`m¨ wnmv‡e M‡o ‡ZvjvB n‡”Q  g~j mv_©KZv| 
e¨e ’̄vcK‡`i `vwqZ¡  Ggb GKwU Drcv`b mnvqK Kg©cwi‡ek m„wó Kiv †hLv‡b kªwgK/Kg©PvixMb wbwð‡šÍ KvR Kivi 
wbðqZv cvq| G j‡¶¨B ‡g‡Uªv wbwUs GÛ WvBs wgjm& wjt Ggb GKwU Drcv`b mnvqK Kg© cwi‡ek m„wó Ges eRvq 
ivL‡Z e×cwiKi †h cwi‡ek mK‡jiB AwMœ `~NUbv m¤ú‡K© m‡PZbZv, cÖwZ‡iva Ges wbivcËvi wbðqZv cvq| G j‡¶¨B 

‡g‡Uªv wbwUs GÛ WvBs wgjm& wjt ÒAwMœ wbivcËv bxwZgvjvÓ cÖbqb K‡ib|                                      
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AwMœ wbivcËv bxwZgvjv hvPvBKiY  

Fire Safety Policy Check List 
 
KviLvbvi bvg t †g‡Uªv wbwUs GÛ WvBs wgjm& wjt 
bxwZgvjv bvg t AwMœ wbivcËv bxwZgvjv 
wbixÿK t----------------------- 
ZvwiL t------------------------- 
 

µwgK 
bs 

hvPvBKib welq n&u¨v bv gšÍe¨ 

1 AwMœ wbivcËv bxwZgvjvwU †bvwUk †ev‡W© Uvwb‡q ‡`qv n‡q‡Q wKbv?    
2 cÖ‡qvRbxq msL¨K Kvh©c‡hvMx dvqvi G·wUs¸mvi Av‡Q wK bv ?    
3 KviLvbvi wfZ‡i Óa~gcvb wbwl×ÓcÖPvibv g~jK evbx „̀kgvb ’̄v‡b cÖ`wk©Z Av‡Q wK bv ?    
4 AwMœ ~̀N©Ubv mgq wjd&U e¨envi Kiv hv‡e bv G g‡g© †Kvb mZK©xKiY mvBb/†cvóvi Av‡Q wK bv ?    
5 AwMœ wbe©vcb hš¿ ¸wj cix¶v Kiv Ges ‡iwRóv‡i G wjwce× Kiv nq wKbv?    
6 fe‡bi Qv` Db¥y³ wK bv Ges hvZvqv‡Zi iv¯Ív evav g~³ wK bv ?    
7 A‡Uv dvqvi Gjvg© wm‡óg Av‡Q wK bv ?    
8 nvB‡Wª›U wm‡óg Av‡Q wK bv ?    
9 A‡Uv †auvqv/wnU mbv³KiY hš¿ Av‡Q wK bv ?    
10 w¯cÖsjvi wm‡óg Av‡Q wK bv ?    
11 dvqvi Gjvg© Riæix evwZ I Exit Sign Light Box IPS mv‡cv‡U©W wK bv ?    
12 hvZvqv‡Zi iv¯Ív (Aisles Mark) Ges wmuwo mg~n hvZvqv‡Zi Rb¨ evav gy³ wK bv ?    
13 dvqvi Gjvg©/dvqvi Gjvg© m~BP Gi Ae ’̄vb m¤ú‡K© kªwgK‡`i avibv Av‡Q wK bv ?    
14 dvqvi KgvÛ / K‡›Uªvj iæg Av‡Q wK bv ?    
15 KviLvbviv me©‡gvU Rbe‡ji Dci Kgc‡ÿ 18% dvqvi dvBwUs wU‡gi m`m¨ Av‡Q wK bv ?    
16 cÖwkw¶Z Rbe‡ji Rb¨ Avjv`v Avjv`v cwiwPwZ g~jK †Wªm Av‡Q wK bv ?    
17 cÖ‡Z¨K `‡ji m`m¨‡`i AwMœ wbe©vcb, Abym×vb I D×vi Ges cÖv_wgK wPwKrmv welq dvqvi mvwf©m I 

wmwfj wW‡dÝ KZ©„K cÖwk¶Y MÖnY Kiv Av‡Q wK bv ? 
   

18 cÖwZ gv‡m AwMœ gnovi Av‡qvRb Kiv nq wK bv ?    
19 cÖwZwU AwMœ gnovi eb©bv †iwRóv‡i wjwce× Kiv nq wK bv ?    
20 ‰e ỳ¨wZK jvBb mg~n wbivc` fv‡e Kbwmj Kiv Av‡Q wK bv ?    
21 †Kvb †MvWvDb/†óv‡ii wfZi ˆe ỳ¨wZK ms‡hvM Kiv Av‡Q wK bv ?    
22 PA System / n¨vÛ gvBK Gi e¨e ’̄v Av‡Q wK bv ?    
23 dvqvi ivDÛ †PK wjó Av‡Q wK bv ?    
24 dvqvi cÖæd / wnU cÖæd / †¯§vK cÖæd †Wvi Av‡Q wK bv ?    
25 1wU †gBb dvqvi cv¤ú 1wU ó¨vb evB cv¤ú (wW‡Rj PvwjZ) I 1wU RwK cv¤ú Av‡Q wK bv ?    
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‡g‡Uªv wbwUs GÛ WvBs wgjm& wjt 
ivgvievM, KzZzecyi, dZzjøv, bvivqYMÄ| 
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ভূমিক াঃ মাতৃZ¡Kvjxb QzwU I সুবিধা প্রদানের বিষয়টি িাাংলানদশ শ্রম আইে, ২০০৬ (সাংনশাবধত-২০১৩), িাাংলানদশ শ্রম বিবধ-২০১৫ 

অেুযায়ী মাতৃকলযাণ আনলানক প্রণীত। মাতৃকলযাণ আইনে বশল্প- কারখাোয় বেনয়াবিত মবিলা শ্রবমনকরা যানত প্রাপ্য সুবিধা থেনক িবিত ো িয় 

তার সু-িযিস্থা কনরনে। এ বিষয়টি গুরুনের সানে বিনিচো কনর  ‡g‡Uªv wbwUs GÛ WvBs wgjm& wjt একটি মাতৃকলযাণ েীবতমালা প্রণয়নণ 

সনচষ্ট িনয়নে। থদনশর থমাট িেসাংখযার প্রায় অনধেক োরী, অপ্র বদনক বশল্প কারখাোয় বেনয়াবিত শ্রবমকনদর প্রায় দুই-তৃতীয়াাংশ োরী শ্রবমক। 

িতে মাে োরী-পু্রুষ বেবিেনশনষ সমতার বিবিনত বেনয়াবিত োরী শ্রবমকনদর কলযানণর বিষয়টি তাই অগ্রগণয একটি বিষয়। এ িাস্তিতানক সামনে 

থরনখ ‡g‡Uªv wbwUs GÛ WvBs wgjm& wjt  এর কতৃে প্ক্ষ মাতৃকলযাণ েুটি ও আবেেক সুবিধাবদ েীবতমালা প্রণয়ণ কনরনে।   

  

ি তৃকল্য ণ নীমতি ল্ র প্রয়য় জনীয়ত াঃ  

োরী শ্রবমকনদর কলযাণ ও স্বানেের কো বিনিচো কনর এিাং থদনশর প্রচবলত শ্রম আইে, আন্তিে াবতক শ্রম সাংস্থার কেনিেশে এিাং িাবতসাংনের 

োরী অবধকার সাংক্রান্ত সেনদর থপ্রবক্ষনত আমানদর থদনশর োরী শ্রবমকনদর সাবিেক উন্নয়নের থপ্রক্ষাপ্নট, তানদর সুনযাগ-সুবিধা এিাং কলযানণর 

কো বিনিচো কনর এই েীবতমালা প্রণয়নণর আিশযকতা স্বীকৃত িনয়নে। ‡g‡Uªv wbwUs GÛ WvBs wgjm& wjt -এর কতৃে প্ক্ষ মাতৃকলযাণ সুবিধা 

প্রদানের প্রনয়ািেীয়তার কো বিনশষিানি বিনিচো কনর িাতীয় ও আন্তিে াবতক আইনের আনলানক একটি িাস্তিসম্মত মাতৃকলযাণ েীবতমালা 

প্রণয়ণ কনরনে। এ েীবতমালায় োরীর অবধকার এিাং প্রদি সুনযাগ-সুবিধা যোযেিানি সাংরবক্ষত িনয়নে।  

একজন িমিল্  শ্রমিক অন্তাঃসত্ত্ব  িয়ল্ এবং প্রসয়বর মিয়নর অবযবমিত আয়ে অন্ততাঃ ৬ (ছয়) ি স পূয়বে ক রখ ন য় মনযুক্ত িয়য় 

থ কয়ল্ মনম্নবমণেত সুমবধ মি প্র পয িয়বাঃ  

ক) মাতৃকলযাণ েুটি ও   

খ) মাতৃকলযাণ আবেেক সুবিধা।   

    একজন িমিল্  শ্রমিক মকভ য়ব ছুটি এবং আমথেক সুমবধ  প্র পয িয়ব ত  মনয়ম্ন প্রিত্ত িল্াঃ  

ক) মাতৃকালীণ েুটিিঃ আগামী ৮ (আট) সপ্তানির মনধয সন্তাে প্রসনির সম্ভািো রনয়নে এ মনমে একিে বচবকৎসনকর প্রতযয়েপ্ত্র থপ্শ করার প্র 

সাংবিষ্ট মবিলা শ্রবমক সন্তাে প্রসনির পূ্নিে ৮ (আট) সপ্তাি এিাং সন্তাে প্রসনির প্নর ৮ (আট) সপ্তাি থমাট ১৬ (নষাল) সপ্তাি মাতৃকালীে িা 

প্রসূতীকালীণ েুটি থিাগ করনত প্ারনি।   

 
ি তৃকল্য ণ ছুটির অমধক র এবং প্রি য়নর ি ময়ত্বাঃ 

০১) প্রনতযক মবিলা শ্রবমক তািার মাবলনকর বেকট িইনত তািার সন্তাে প্রসনির সম্ভািয তাবরনখর অিযিবত পূ্িেিতী ৮ (আট) সপ্তাি এিাং 

প্রিতী ৮ (আট) সপ্তাি অেেযাৎ থমাট ১৬ (নোল) সপ্তানির িেয প্রসুবত কলযাণ সুবিধা প্াইনিে। 

০২) থকাে মবিলা এই সুবিধা প্াইনিে ো যবদ ো বতবে তািার মাবলনকর অধীনে তািার সন্তাে প্রসনির পূ্নিে ৬ (েয়) মাস কাি কবরয়া োনকে।  

০৩) যবদ থকাে মবিলার সন্তাে প্রসনির পূ্নিে ২ িা তনতাবধক সন্তাে িীবিত োকনল বতবে এই সুবিধা থিাগ করনত প্ারনিে ো। তনি, কতৃে প্ক্ষ 

বিনশষ বিনিচোয় তানক বিো মিুবরনত উক্ত বদেগুনলার িেয েুটি মঞু্জর করনত প্ানর। 

 

gvZ…Z¡Kvjxb QzwU Ges myweav msµvšÍ bxwZgvjv 
 

(Maternity Leave & Benefit Policy) 

bxwZgvjv ïiæi ZvwiL   t 02/01/2020 Bs 

ms‡kva‡bi ZvwiL t 02/01/2023 

cieZx© ms‡kva‡bi ZvwiLt 04/01/2024 

ms‡kva‡bi bv¤^vi t 02 

Ref No:  S(S)P-30(02) 
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Mf©cvZRwbZ QzwUt  

bZzb ms‡kvabx †m‡Þ¤^i 1, 2022 (bZzb wewa mwbœ‡ewkZ) 

cÖm~wZ Kj¨vb QzwU‡Z hvBevi wba ©vwiZ Zvwi‡Li c~‡e© †Kvb gwnjv kÖwg‡Ki Mf©cvZ NwU‡j wZwb ¯̂v ’̄¨MZ Kvi‡b cieZ©x 4 (Pvi) 
mßvn QzwU †fvM Kwi‡Z cvwi‡eb Ges GB‡ÿ‡Î D³ QzwUi Rb¨ gRywi KZ©b Kiv hvB‡e bv ev Ab¨ ‡Kvb QzwUi mwnZ mgš^q Kiv 
hvB‡e bv| 

 
খ)    ি তৃকল্য ণ আমথেক সুমবধ  প্রি ন কর র পদ্ধমতাঃ  

০১)    থকাে মবিলা কমেচারী মাতৃকলযাণ সুবিধা প্াওয়ার অবধকাবরণী যবদ প্রসনির বদে িা মাতৃকলযাণ সুবিধা প্াওয়ার থময়ানদর মনধয মৃতুযিরণ 

কনর এিাং েিিাতক িীবিত োনক তনি তার মনোেীত িযবক্ত িা আইেগত প্রবতবেবধ অেিা েিিাতনকর প্রবতপ্ালনের দাবয়ে িিেকারী সাংবিষ্ট 

মবিলা শ্রবমনকর মাতৃকলযাণ সুবিধা প্রাপ্য িনি। 

০২)    যবদ থকাে মবিলা উপ্নরাবিবখতিানি থোটিশ ো বদনত প্ানরে, তনি বতবে তািার সন্তাে প্রসনির ৭ (সাত) বদনের মনধয থোটিশ প্রদাে 

কবরয়া মাবলকনক অিবিত করনত িনি। 

০৩)    মাবলক থোটিশ প্াওয়ার প্নরর বদে িইনত অেিা আনগ থকাে থোটিশ ো বদয়া োবকনল সন্তাে প্রসনির প্রিতী ৮ (আট) সপ্তাি প্যেন্ত 

কানি অেুপ্বস্থত োকার অেুমবত বদনিে। 

মাতৃকালীণ অিস্থায় একিে মবিলা শ্রবমক সন্তাে প্রসি সাংক্রান্ত বচবকৎসনকর প্রতযয়েপ্ত্র থপ্শ করনল বেন্ম িবণেত বতেটি উপ্ানয়র থয প্দ্ধবতনত 

থস আবেেক সুবিধা গ্রিণ করনত ইচু্ছক থস প্দ্ধবতনত গ্রিণ করনত প্ারনিিঃ  

০১)    আগামী ৮ (আট) সপ্তানির মনধয সন্তাে প্রসনির সম্ভািো রনয়নে এ মনমে থোটিশ প্রদানের ৪৮ (আটচবিশ) েন্টার মনধয তার প্রেম ৮ 

(আট) সপ্তানির আবেেক সুবিধা প্রাপ্য িনি। সন্তাে প্রসি িওয়ার প্রমাণপ্ত্র থপ্শ করার ৪৮ (আটচবিশ) েন্টার মনধয প্রিতী ৮ (আট) সপ্তানির 

আবেেক সুবিধা প্রাপ্য িনি। 

০২)    ১োং প্দ্ধবত অেুসরণ করা ো িনল প্রসনির বদেসি প্রসনির বদে প্যেন্ত সন্তাে প্রসনির প্রতযয়েপ্ত্র থপ্শ করার ৪৮ (আটচবিশ) েন্টার 

মনধয উক্ত থময়ানদর এিাং অিবশষ্ট বদেসমূনির িেয সন্তাে প্রসনির প্রমাণ থপ্শ করার ৮ (আট) সপ্তানির মনধয আবেেক সুবিধা প্রাপ্য িনি।  

০৩) ১ ও ২ োং অেুনচ্ছনদ িবণেত প্দ্ধবত অেুসরণ করা ো িনল মাতৃকলযাণ সুবিধার সমূ্পর্রণে থময়ানদর িেয সাংবিষ্ট মবিলা শ্রবমক সন্তাে প্রসি 

কনরনে এ মনমে প্রমাণ থপ্শ করার ৪৮ (আটচবিশ) েন্টার মনধয আবেেক সুবিধা প্রাপ্য িনি।  

 
আমথেক সুমবধ  প ওয় র জনয করণীয়াঃ  

* মাতৃকালীে সুবিধা প্াওয়ার িেয সাংবিষ্ট মবিলা শ্রবমকনক বচবকৎসনকর প্রতযয়ণপ্ত্রসি সরকার বেধোবরত বেবদে ষ্ট ফরনম প্রেম ৮ (আট) সপ্তানির 

েুটি শুরুর কমপ্নক্ষ ৪৮ (আটচবিশ) েন্টা পূ্নিে কতৃে প্নক্ষর বেকট থোটিশ প্রদাে করনত িনি। 

* মাতৃকালীে সুবিধা প্াওয়ার িেয েুটির িেয বেধোবরত ফরনম আনিদে করনত িনি প্রিতী ৮ (আট) সপ্তানির আবেেক সুবিধার িেয সন্তাে 

প্রসনির প্রমাণসি থোটিশ প্রদাে করনত িনি।  

* থোটিশ এিাং েুটির বেধোবরত ফরম মােি সম্পদ বিিাগ থেনক বেনয় যোযেিানি পূ্রণ কনর মােি সম্পদ বিিানগ িমা বদনত িনি।  

  
ি তৃত্বক ল্ীণ আমথেক সুমবধ  প্রি ন মনয়িাঃ  

bZzb ms‡kvabx †m‡Þ¤^i 1, 2022 (bZzb wewa mwbœ‡ewkZ) 
(1) aviv 48 (2) Abyhvqx cÖm~wZKj¨vb myweav wnmve Kwievi †ÿ‡Î kÖwg‡Ki me©‡kl gvwmK cÖvß †gvU gRyix‡K 26 Øviv fvM 
Kwiqv 1 w`‡bi Mo gRyix wba©vib Kwi‡Z nB‡e Ges Zv প্রসূতীকালীণ েুটির ১১২ (একশত িার) বদেগুবলর সানে গুণ কনর থয প্বরমাণ 

অেে িয় তা মবিলা শ্রবমক প্রাপ্য িনি। ‡g‡Uªv wbwUs GÛ WvBs wgjm& wjt -এর কতৃে প্ক্ষ বেম্নবলবখত প্দ্ধবত অিলম্বে করার মাধযনম 

মাতৃকালীণ েুটির আবেেক সুবিধাবদ প্রদাে কনর োনকে।  
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(2) cÖwZôv‡b fwem¨ Znwe‡ji weavb _vwK‡j cÖm~wZ Kj¨vb myweav †fvMxi fwel¨ Znwe‡j cÖ‡`q P uv`v Zvnvi cÖvc¨ myweav nB‡Z 
AvB‡bi weavb Abyhvqx KZ©b Kwi‡Z nB‡e|   
 

যয সিস্ত ক রয়ণ ি তৃকল্য ণ সুমবধ  যথয়ক ব মিত িয়বনাঃ  

*    প্রবতষ্ঠানে েূেযতম ৬ মাস কাি করনত িনি; 

*    িীবিত সন্তানের সাংখযা 2 িনে থিবশ িনল; 

*    সন্তাে প্রসনির ৮ (আট) সপ্তানির মনধয এতদ্ববিষয়ক প্রমাণ থপ্শ ো করনল সাংবিষ্ট মবিলা শ্রবমক মাতৃকলযাণ েুটি ও আবেেক 

সুবিধা প্ানি ো।   

 
Mf©eZx gwnjv kÖwg‡Ki cÖwZ gvwjK I Ab¨vb¨ kÖwg‡Ki `vwqZ¡ mg~nt 

• Ggb †Kvb AvPiY ev gšÍe¨ bv Kiv hvnv‡Z wZwb kvixwiK ev gvbwmKfv‡e †nq cÖwZcb nb ev AcgvwbZ‡eva 
K‡ib ; 

• SzuwKc~Y Kv‡R A_ev Zvnvi ¯̂v‡ ’̄¨i cÖwZ SzuwKc~Y Ggb †Kvb Kv‡R wb‡qvwRZ bv Kiv ; 

• SuzwKwenxb Kv‡R ’̄vbvšÍi ev c`vqb Kiv ; 
• Kg©Kvjxb wjd&U e¨env‡i AMÖvwaKvi cÖ`vb Kiv ; 

• mšÍvb cÖme DËi Kv‡j Zvnvi wkïi ỳ»cv‡bi my‡hvM I cwi‡ek wbwðZ Kiv| (GQvovI bZzb gv‡qiv 

Zv‡`i beRvZK wkï‡`i‡K ey‡Ki ỳa cvb Kiv‡bvi Rb¨ we‡kl weiwZ †fvM Ki‡Z cvi‡eb hv ¯̂vfvweK 

Kg©mgq wn‡m‡e MY¨ n‡e| ‡eª÷wdwWs †Rv‡b D³ gv‡qiv Zv‡`i mšÍvb‡`i‡K wbwe©‡N ‡eª÷wdwWs Kiv‡Z 
cvi‡eb| G‡ÿ‡Î kÖwg‡Ki gRyix †_‡K †Kvbiæc KZ©b Kiv nq bv|) 

 
we‡kl myweavt 
Mf©eZx Ges bZzb gv‡qiv mvavib jvÂ UvBg ïiæi 10 wgwbU Av‡M jv‡Â ‡h‡Z cvi‡eb| GLv‡b Av‡iv D‡jøL¨ †h, 

mKj kÖwgK we‡kl K‡i Mf©eZx gv‡qiv Kg©Kvjxb †h †Kvb mg‡q hw` wKQz †L‡Z Pvb Zvn‡j cÖwZôv‡bi K¨vw›Ub A_ev 
WvBwbs n‡j wM‡q Lvevi MÖnb Ki‡Z cvi‡eb| 
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‡g‡Uªv wbwUs GÛ WvBs wgjm& wjt 
ivgvievM, KzZzecyi, dZzjøv, bvivqYMÄ| 
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Uªgv I ¸iæZi Amy ’̄Zvq wPwKrmvi bxwZgvjv I c×wZ (Policy & Procedure When Trauma & Serious Illness) 

 
Uªgv ev ¸iæZi AvNvZ cÖvwß I Amy¯’Zvq Riæix wPwKrmv bxwZgvjv I c×wZ 

 
‡g‡Uªv wbwUs GÛ WvBs wgjm wjt, Gi KZ©„cÿ, ¸iæZi AvNvZ cÖvß I Amy¯’Zvq Riæix wPwKrmv ev wec¾bK `~N©Ubv msµvšÍ wel‡q wb¤œwjwLZ 
bxwZgvjv I c×wZ Abymib Kwiqv _v‡Kb, h_vt  
 
 

bxwZgvjvt (Policy) t 
Uªgvt ¸iæZi ˆ`wnK Ges gvbwmK AvNvZ ev kix‡ii cÖwZ ûgwK A_ev gvivZ¡K cÖwZwµqv `iæb m„ó Ae¯’vB Uªgv, hvnv `yB cÖKvit 1. kvwiixK, 
2. gvbwmK| kvixwiK Uªgvt kix‡ii †h †Kvb ¯’v‡b †e`bv`vqK ¸iZi AvNvZ| gvbwmK Uªgvt fqvbK `ywðšÍv nB‡Z g‡b cÖwZwµqv nBqv Pig 
A¯^vfvweK AvPib Kiv, †hgbt Zxeª fq cvIqv, AwaK Kó`vqK gvbwmK fvimvg¨nxbZv BZ¨vw`|  
 
 
KZ©„cÿ memgq KviLvbvi Kg©iZ mKj Kgx©‡`i my-¯^v¯’¨ I my›`i cwi‡ek Kvgbv Kwiqv _v‡Kb| KviLvbvq Kg©iZ Kgx©‡`i wewfbœ mgq wewfbœ 
iKg †QvU-eo kvwiixK mgm¨v †`Lv †`q ev Kgx©iv Zv‡`i ‡gwk‡bi gva¨‡g AvNvZcÖvß nb, ZvB KviLvbv KZ©„cÿ mKj Kgx©‡`i my-¯^v¯’¨ 
wbwðZ Kwi‡Z cÖwZwU Kg©¯’‡j Aš ÍZ `yB Rb Kwiqv cÖwkwÿZ cÖv_wgK wPwKrm‡Ki e¨e¯’v Ges KviLvbvi Kg©x‡`i ¯^v¯’¨ †mevi Rb¨ GKwU 
†gwW‡Kj †m›Uvi ¯’vcb Kwiqv‡Qb| †hLv‡b `yBRb Wv³vi I `yBRb bvm© Kg©x‡`i †mev cÖ`vb Kwiqv _v‡Kb| GQvovI wbKU¯’ wK¬wbK Gi mv‡_ 
Pzw³e× nBqv‡Qb, hvnv‡Z KviLvbvi Kg©xiv `ªæZ wPwKrmv MÖnb Kwi‡Z cv‡ib| 
 
 

c×wZt (Procedure) t 
hw` †Kvb Kgx© Amy¯’ nb †hgb, †QvU-LvU KvUv ‡Qov, myB †dvUv, †Kvb hš¿cvwZi gva¨‡g AvNvZ cÖvß nIqv, AÁvb nIqv, ˆe`y¨wZK kK jvMv, 
wKsev cy‡o hvIqv A_©vr KviLvbvi Kg©x‡`i †h‡Kvb ai‡bi kvixwiK/gvbwmK mgm¨v ‡`Lv w`‡j mv‡_ mv‡_ Zv‡K cÖv_wgK wPwKrm‡Ki kibvcbœ 
nB‡Z nB‡e| cÖv_wgK wPwKrmK e¨_© nB‡j cÖ‡qvR‡b Aek¨B wZwb Ab¨ Kv‡iv mvnvh¨ wb‡eb A_©vr KviLvbvi Wv³v‡ii kibvcbœ nB‡eb| 
Wv³vi ch©‡eÿb Kwievi c‡i, hw` wZwb g‡b K‡ib Zvi DbœZ wPwKrmvi cÖ‡qvR‡b nvmcvZvj/ wK¬wb‡K ¯’vbvšÍ‡ii civgk© w`‡eb, †m‡ÿ‡Î 
Aek¨B KviLvbvi cÖkvmwbK wbe©vnx GKRb ‡ivMxi wPwKrmvi e¨e¯’v Kwi‡eb| cÖ‡qvR‡b G¨¤^y‡jÝ/Mvox‡Z K‡i nvmcvZv‡j cvVvB‡eb Ges 
†ivMx my¯’ nIqv ch©šÍ KviLvbv KZ©„cÿ Gi ZZ¡veavb Kwi‡eb| 
 
 
 
 
 
 
 
 
 
 

 

 
Kg©iZ Ae ’̄vq Amy¯’ n‡j wKfv‡e mvnvh¨ wb‡eb 

 
 

‡g‡Uªv wbwUs GÛ WvBs wgjm& wjt  
 
 

Uªgv ev ¸iæZi AvNvZ cÖvwß I Amy¯’Zvq Riæix wPwKrmv 

bxwZgvjv I c×wZ 

ïiæi ZvwiL   t 01/01/2009 Bs 

ms‡kva‡bi ZvwiL t 01/01/2023 Bs 

cieZx© ms‡kva‡bi ZvwiL t 01/01/2024 
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Uªgvt GK ev GKvwaK `vwqZ¡ m¤úbœ e¨w³ whwb †Kvb Amy ’̄ A_ev AvNvZ RwbZ Kvi‡Y Amy¯’ †ivMxi 
mvnv‡h¨ GwM‡q Avm‡eb Ges G‡ÿ‡Î `vwqZ¡ m¤úbœ e¨vw³i gb‡hvM ev n Í̄‡ÿc cÖ‡qvRb| 
 
 
 
 
 
 
 
 
 
 

 
 
   

Kvh©cÖbvjxi avc 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

 
Emergency Procedure for Dealing Serious Illness or Trauma       

 
 

Amy¯’ †ivMxi mv‡_ cÖkvmwbK wbe©vnx GKRb m`m¨ mve©ÿwbK mn‡hvwMZv Kwi‡eb 

‡ivMx my ’̄ bv nIqv ch©šÍ KviLvbv KZ©„cÿ ZË¡veavb Kwi‡eb 

‡ivMx‡K Riæix wefv‡M fwZ© KivB‡eb Ges h_vh_ †mev wbwðZ Kwi‡eb 

DbœZ wPwKrmvi cÖ‡qvRb n‡j G¨v¤^y‡jÝ/Mvox‡Z K‡i nvmcvZv‡j cvVvB‡eb 

Wv³vi †PK-Avc/cixÿv Ki‡eb Ges civgk© w`‡eb 

mnKg©x‡`i  mvnvh¨ wb‡q Wv³v‡ii iæ‡g ¯’vbvšÍi Kiæb 

‡óvi †mKkb 
‡gvt gvwbK wgqv 
mnt e¨e ’̄vcK 

 

‡KvqvwjwU †mKkb 
‡gvt †Mvjvg †gv Í̄dv 

e¨e ’̄vcK 
 

gvbem¤ú` I cÖkvmb †mKkb 

‡gvt kvnRvnvb 
e¨e ’̄vcK 

 

wc.Gm.G †mKkb 
‡gvt kvgxg 

BbPvR© 
 

Emergency Accident 
Riæix  ~̀N©Ubv 

 

Amy¯’ ev AvNvZ RwbZ Kvi‡Y Avgv‡`i mvnvh¨ wbb 
 

m¨v¤új †mKkb 
‡gvt mvB ỳi ingvb Lvb 

m¨v¤új g¨v‡bRvi 
 

myBs †mKkb 
`xcK Kzgvi 
wc.Gg (bxU) 

 

wdwbwks †mKkb 
‡gvt Rwniæj Bmjvg 

BbPvR© 

KvwUs †mKkb 
‡gvt kvwnb Avjg 
mnt e¨e ’̄vcK 
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Contact Person (‡hvMv‡hvMKvix  e¨w³) 
 

Medical Room (‡gwWK¨vj iyg) 
Amȳ ’ ’ e¨w³‡K Riæix wfwË‡Z KviLvbvi †gwW‡Kj iæ‡g †cÖib K‡i †gwW‡Kj Awdmvi Gi mv‡_ †hvMv‡hvM Ki‡Z  

 
 

Amy¯’ e¨w³‡K †gwW‡Kj iæg †_‡K cÖv_wgK wPwKrmvi e¨e¯’v Kiv I cÖ‡qvRbxq Jla mieivn Kiv | 
 

 
 

 Hospital (nvmcvZvj) 
 ¸iæZi Amy¯’Zvi Rb¨ cvk¦©eZx nvmcvZv‡j †cÖib Kiv 

 

cÖ‡qvRbxq QyzwUi e¨e¯’v Kiv 
 
 

G¨v¤y^‡jÝ  

Financial Support 
G‡Z I hw` †ivwM my¯’ bv nq Zvn‡j DbœZ wPwKrmv †`Iqvi Rb¨ 

cvk¦eZ©x †gwW‡Kj G wb‡q †h‡Z n‡e|  
 

 

AwfÁ Wv³vi KZ„©K cÖ‡qvRbxq cix¶v wbix¶v Kiv Ges wbweo ch©‡e¶b Kiv 
 

 
 

 
cÖ‡qvR‡b QzwUi e¨e¯’v Kiv 
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