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. 

1. bxwZgvjv (Policy) 
 

 

†Kv¤úvbx bxwZgvjv 

†Nvlbv  (Company Policy 

Statement) 

gvmv©i wWRvBb ‡U· wjwg‡UW GKwU 100% ißvbxg~Lx ¯b̂vgab¨ wcÖw›Us 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  gvmv©i wWRvBb ‡U· wjwg‡UW 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) 

gvmv©i wWRvBb ‡U· wjwg‡UW G wb‡qvwRZ mKj kªwgK I Kg©Pvixi Rb¨ G bxwZgvjv cÖ‡hvR¨ n‡e| 

GKB mv‡_ gvmv©i wWRvBb ‡U· wjwg‡UW 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) 

gvmv©i wWRvBb ‡U· wjwg‡UW 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) 

gvmv©i wWRvBb ‡U· wjwg‡UW 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 01/01/2011 Bs 

ms‡kva‡bi ZvwiL 04/01/2023 Bs 

cieZ©x ms‡kva‡bi ZvwiL 04/01/2024 Bs 

ms‡kva‡bi bv¤̂vi 07 
Ref No: S(S)P-01(07) 
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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|  
 

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

 

cwjwm ev Í̄evq‡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‡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 Í̄evq‡b mivmwi Z`viwK Ki‡eb|  
 

 

• mnt e¨e ’̄vcK (gvbe m¤ú` I cÖkvmb) 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 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¨ †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| 

M.D/ Director 

AGM (Admin, HR & Com.) 

Asst. Manager (Admin, HR & Com.) 

Sr. Welfare Officer 

Doctor 

Nurse 

Security In-Charge 
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• 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 Í̄evqb 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¯Íevq‡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 e„‡›`i AvPiY wewagvjv AbymiY c~e©K gvm©vi 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| 
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❖ 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 Í̄evq‡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 Kg©KZ©v (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 Kiv 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¯ÍvšÍi 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| 

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. ‡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 

 

 

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; 
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Procedures ✓ 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 - mn gnve¨e¯’vcK, wmwbt Awdmvi GBP.Avi   

†bvwUk †evW©  - GBP.Avi Awdmvi 

wc.wm KwgwU  - I‡qj‡dqvi Awdmvi 

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‡eGes Gi 

WKz‡g›Um bw_f…³ 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 Í̄evq‡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  
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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) 

K) `vwqZ¡  
mn gnve¨e ’̄vcK GBP.Avi GÛ Kgcøv‡qÝ  wdWe¨vK Ges wbqš¿b Kvh©µ‡gi g~j `vwqZ¡ 

cvjb Ki‡eb| GQvovI Awdmvi GBP.Avi Ges wefvMxq cÖavbMY mnt 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 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 

 gvmv©i wWRvBb ‡U· wjwg‡UW 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| 
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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¯Íevqb (Communication & Implementation) 

• †hvMv‡hvM Ges ev Í̄evqb 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 wcÖw›Us 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 gvmv©i wWRvBb ‡U· 

wjwg‡UW 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 gvmv©i wWRvBb ‡U· wjwg‡UW G Òwkï kªg m¤ú~b©iƒ‡c  wbwl×Ó| 
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wkï kÖg bxwZgvjv hvPvBKib  

Child Labor Policy Check List 
 

KviLvbvi bvg t gvmv©i wWRvBb ‡U· wjwg‡UW 

bxwZgvjvi bvgt wkï kÖg bxwZgvjv 

wbixÿKt------------------------------------- 

ZvwiLt-------------------------------------- 

 

µwg

K 
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? 
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gvmv©i wWRvBb ‡U· wjwg‡UW 

e½eÜz‡ivW, UsMvevox, Avïwjqv, mvfvi, XvKv| 
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ej c~e©K kªg bxwZgvjv (Forced Labor Policy) 
 

‡Kv¤úvbx bxwZgvjvt 

(Company Policy)  

gvmv©i wWRvBb ‡U· wjwg‡UW GKwU 100% ißvbxg~Lx ¯b̂vgab¨ wcÖw›Us 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)  

gvmv©i KZ©…c¶ kªwgK‡`i B”Qvi weiæ‡× A_ev †Rvi K‡i Kvh© m¤úv`b Ki‡Z eva¨ K‡i bv A_ev 

†Kvb Pzw³ Av v̀q K‡i bv ev ‡Kvb RvgvbZ iv‡Lbv| gvm©vi KZ…©c¶ ejc~e©K ev Rei ẁ Í̄g~jK kªg 

m¤ú~b©iæ‡c wbwl× ‡Nvlbv K‡i‡Qb|  

 

D‡Ïk¨t  

(Objective)  

gvmv©i wWRvBb ‡U· wjwg‡UW 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 gvmv©i 

KZ…©cÿ Zv wbwðZ K‡i| 

 
 

bxwZgvjvi AvIZvt 

(Scope) 

gvmv©i wWRvBb ‡U· wjwg‡UW G wb‡qvwRZ mKj kªwgK I Kg©Pvixi Rb¨ G bxwZgvjv 

cÖ‡hvR¨ n‡e| GKB mv‡_ gvmv©i wWRvBb ‡U· wjwg‡UW 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| 

 
 
 
 
 
Organogramt 

 

 

 

 

 

 

 

 

  

 

  

ej c~e©K kªg bxwZgvjv  

(Forced Labor Policy)  

bxwZgvjvi  bvg  t  ej c~e©K kªg bxwZgvjv| 

bxwZgvjv ïiæi ZvwiL   t 01-01-2011 Bs 

ms‡kva‡bi ZvwiL t 01/04/2023 

cieZ©x ms‡kva‡bi ZvwiL t 01/04/2024 Bs  

ms‡kva‡bi bv¤̂vi t 07 

Ref No: S(S)P-02(07)  

AGM (Admin, HR & Compliance) 

M.D/ Director 

Asst. Manager (Admin ,HR & Compliance) 

Sr. Welfare Officer 
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bxwZgvjv ev Í̄evqb 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| 

U) †Kvb kªwgK‡K wewa †g‡b ÷&ªvB‡K AskMÖnY Kivi Rb¨ Zvi weiæ‡× Am`vPi‡Yi `v‡q 

M„wnZ c`‡ÿc ev kvw Í̄g~jK e¨e ’̄v MÖnY Kiv hv‡e bv|  

V) †Kvb kªwgK‡K Zvi mvfvweK PjvP‡j ev wd« gyf‡g‡›U evauv cÖ`vb Kiv hv‡e bv|  

†Kvb ai‡bi †Rvic~e©K kÖg, kZ© ev F‡b Ave× K‡i ev `vmZ¡ kÖg, wcÖRb †jevi, AvBb 

Øviv wbwl×, Ges wnDg¨vb UªvwdwKs mg_©b Ki‡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 ¯v̂¯’̈  †K›`ª 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 mßv‡n kwbevi 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) Dc-gnve¨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|  

mn gnve¨e¯’vcK (gvbem¤ú` I cÖkvmb) t- mn gnve¨e¯’vcK (gvbem¤ú` I cÖkvmb) 

wb‡¤§v³ e¨w³M‡Yi gva¨‡g GB bxwZgvjv ev¯Íevqb Ki‡eb|  

mnt e¨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|  

gvbem¤ú` I cÖkvmwbK 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- gvmv©i wWRvBb ‡U· wjwg‡UW ‡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 (gvbem¤ú`, cÖkvmb I 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 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| 
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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` 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_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| 

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 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 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 ¯v̂axbZvq 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 gvmv©i wWRvBb ‡U· wjwg‡UW 

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) 

gvmv©i wWRvBb ‡U· wjwg‡UW GKwU 100% ißvbxg~Lx ¯b̂vgab¨ wcÖw›Us 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) 

gvmv©i wWRvBb ‡U· wjwg‡UW G wb‡qvwRZ/Kg©iZ mKj kªwgK, Kg©KZ©v I Kg©Pvixi 

Rb¨ G bxwZgvjv cÖ‡hvR¨ n‡e|  

m~Î 

(Law Reference) 

gvmv©i wWRvBb ‡U· wjwg‡UW 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 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) 

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        

gvmv©i wWRvBb ‡U· wjwg‡UW Gi e¨e¯’vcbv KZ…c‡ÿi A½xKvi| 

2. msMVb (Organization) 

ÿwZc~iY I myweav bxwZgvjv 

Compensation & Benefit Policy 

bxwZgvjv ïiæi ZvwiL 01/01/2011 Bs 

ms‡kva‡bi ZvwiL 04/01/2023 Bs 

cieZ©x ms‡kva‡bi ZvwiL 04/01/2024 Bs 

ms‡kva‡bi bv¤̂vi 07 

Ref No:  S(S)P-03(07)  
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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-  
 

 

¶wZc~iY Ges myweav 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- 
 

 

¶wZc~iY Ges myweav msµvšÍ bxwZgvjv ev Í̄evq‡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`xwbY©q 

I g~j¨vqY Kivi Rb¨ Kg©ÿgZv g~j¨vqb c×wZ P~ovšÍ Ki‡eb| 
 

 

• mnt 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| 
 

 

• AvB,B wefvM t-  
 

AÎ bxwZgvjv Abymib K‡i kªwgK‡`i Kv‡Ri gvb hvPvB Ki‡eb Ges gRyix wba©vib 

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‡_ 

MD / Director 

G.M 

(Production) 

I.E Dept. A.G.M (Production 

) 

Section 

Manager 

AGM 
(Admin, HR & Compliance) 

Asst. Manager 
(Admin, HR & Compliance) 
 

Officer / Sr. Welfare 
(Admin, HR & Compliance) 
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‡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| 

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

3.1 ev Í̄evqb 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|  

wKš‘ we‡kl fv‡e gvbem¤ú` wefvM ÿwZc~iY I myweav`x msµvšÍ bxwZgvjvi weKvk, ev Í̄evqb 

I g~j¨vq‡b ¸iæZ¡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‡qRbxq 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¯îæc 7 bs †MÖW) 

1. †MÖW (Grade) t 07  

2. gvwmK g~j gRyix (Monthly Basic Salary)  t 4100/= 

3. evox fvov (House Rent) 40% 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% 

  = 4100*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   =                                 *2(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‡¶ IfviUvBg 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 ev kªwg‡Ki †h †Kvb B”Qv ev Ab¨ †h †Kvb Kvi‡bi Dci wbf©ikxj, ‡Kvb 

g‡ZB eva¨Zvg~jK bq| kÖwgKMY Zv‡`i Amy¯’Zv, d¨wgwj Bgv‡R©wÝ, gvZvwcZv RwbZ 

KZ©e¨ (†hgb ỳ» cvb Kiv‡bv, mšÍv‡bi cwiPh©v BZ¨vw`), 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| 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| 
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❖ †c-¯øxc t  

 

gRyix cÖ`v‡bi mgq mKj ai‡bi kÖwgK‡K ¯’vbxq fvlvq Qvcv‡bv †c-w¯øc 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¯ÍvwiZ D‡jøL _v‡K| 
 

❖ 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 

 

`yB 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 35% Ges PvKzixi eqm 1 eQi c~Y© n‡j cv‡eb 

‡eZ‡bi 55%| 
 

❖ 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 = 12 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 gvm©vi wWRvBb †U· wjwg‡UW KZ…c¶ eQi 

c~b© n‡jB AwR©Z QzwUi UvKv cwi‡kva K‡ib|  
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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 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¯ø‡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  mgš̂q 

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›`ª t 
 

kªwgK‡`i ¯v̂ ’̄¨-‡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 `yB 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| 
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❖ weï× Lvevi cvwbi myweav t  

gvmv©i KZ…©cÿ kÖwgK‡`i cvb Kivi Rb¨ cwi®‹vi cvwbi e¨e¯’v K‡i‡Qb| †h me ’̄v‡b Òweï× Lvevi 

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¯v̂¯’¨)/icddrb; †_‡K cixÿv Kiv‡bv nq 

cixÿv msµvšÍ mKj wi‡cvU© msiÿY Kiv nq Ges me mgq Lvevi cvwb Uq‡jU †_‡K 20 wdU `yi‡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| 

GQvovI bZzb gv‡qiv Zv‡`i beRvZK wkï‡`I ‡K ey‡Ki `ya cvb Kiv‡bvi Rb¨ we‡kl weiwZ 

†fvM Ki‡Z cvi‡eb| ‡eª÷wdwWs †Rv‡b D³ gv‡qiv Zv‡`I mšÍvb‡`i‡K wbwe©‡Nœ ‡eª÷wdwWs 

Kiv‡Z cvi‡eb| 

 

❖ 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) 
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K) `vwqZ¡ 

 

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

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

†gBj KwgDwb‡Kkb - wmwbt e¨e ’̄vcK, wmwbwt Awdmvi 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¯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| 

▪ 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  
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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 GBP Avi Awdmvi 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 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 
 

gvmv©i wWRvBb ‡U· wjwg‡UW 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| 
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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 Í̄evqb 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 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‡_ wcÖw›Us 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 ¯Ẑš¿ 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¡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‡`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 gvmv©i wWRvBb ‡U· wjwg‡UW 

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 c ªwk¶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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wK‡kvi kÖg bxwZgvjv (Young Labor Policy) 

1. bxwZgvjv (Policy) 

 

†Kv¤úvbx bxwZgvjv 

†Nvlbv  

(Company Policy 
Statement)  

 

 

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| gvm©vi wWRvBb †U· wjt G wK‡kvi 

kÖwgK‡`i Rb¨ evsjv‡`k kÖg AvBb-2006 Abyhvqx hvnv‡Z Zvnvi ¯v̂ ’̄¨, kvwiixK I gvbwmK 

weKvk Ges wkÿvi †Kvb ai‡Yi ÿwZ bv nq Zv wbwðZ Kiv n‡e|  

 

 

jÿ¨ I D‡Ïk¨  

(Objective & Target)  

 

gvm©vi wWRvBb †U· wjt KZ©„cÿ me©`v wK‡kvi kÖwgK wb‡qv‡Mi †ÿ‡Î ¯’vbxq I AvšÍR©vwZK 

AvB‡bi cÖwZ kÖ×vkxj| GQvovI wewfboe evqvi Ges gvbevwaKvi ms ’̄vi cÖwZ GKvZoeZv 

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 ¯v̂¯’̈ , kvwiixK I gvbwmK weKvk Ges wkÿvi wel‡q we‡kl 

wbivcËv weavb KivB GB bxwZgvjvi jÿ¨ I D‡Ïk¨|  

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|  

m~Î  

(Law Reference)  

 

AÎ bxwZgvjv gvm©vi wWRvBb †U· 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|  
 

cÖwZkÖæwZ  

(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|  

 

 
 

 

 
 

gvmv©i wWRvBb ‡U· wjwg‡UW 

e½eÜz‡ivW, UsMvevox, Avïwjqv, mvfvi, XvKv| 

 

bxwZgvjvi  bvg  t  wK‡kvi kÖg bxwZgvjv 

bxwZgvjv ïiæi ZvwiL   t 01/01/2011 Bs 

ms‡kva‡bi ZvwiL t 04/01/2023 Bs 

cieZx© ms‡kva‡bi ZvwiL t 04/01/2024 Bs 

ms‡kva‡bi bv¤̂vi t 06 

 Ref No:  S(S)P-04(06) 
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2.0 msMVb (Organization):  

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2.2 `vwqZ¡cÖvß 

e¨w³e‡M©i KvR 

(Responsibilities of 

Assigned Persons) 

• e¨e¯’vcbv cwiPvjK g‡nv`‡qi `vwqZ¡ :  

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| 

• cwiPvj‡Ki g‡nv`‡qi `vwqZ¡ :  

D³ cwjwm ev¯Íevq‡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 Í̄evq‡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|  

• mn gnve¨e¯’vcK (gvbem¤ú`, cÖkvmb I Kgcøv‡qÝ) Gi `vwqZ¡:  

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 cÖkoe 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|  

• mnt e¨e¯’vcK (gvbem¤ú`, cÖkvmb I Kgcøv‡qÝ) Gi `vwqZ¡:  

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 cÖkoe 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|  

• gv‡PÛvBwRs/Kg©vwkqvj wWcvU©‡g‡›Ui `vwqZ¡ :  

†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|  

• mnt e¨e¯’vcK (Kgcøv‡qÝ):  

Director 

Asst. Manager 
(Admin, HR & Compliance) 
 

Officer 

(Admin, HR & Compliance) 
 

A.G.M 
(Admin, HR & Compliance) 

Managing Director 
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‡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 msক্রাvšÍ †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|  

• †gwW‡Kj Awdmv‡ii `vwqZ¡ :  

‡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|  

• Awdmvi /Kj¨vb Kg©KZ©vi `vwqZ¡¡ :  

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‡qvM 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 Í̄evqb 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| wKš‘ 

we‡klfv‡e gvbe m¤ú` wefvM wK‡kvi kÖg msµvšÍ bxwZgvjvi weKvk, ev¯Íevqb I g~j¨vq‡b 

¸iæZ¡c~Y© fzwgKv cvjb Ki‡eb| cwjwm ev¯Íevq‡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‡qRbxq c`‡ÿc MÖnb 

Ki‡eb|  

 

L) ev Í̄evqb Kvh©m~wPt  

(Implementation 

Program)  

wK‡kvi kÖg bxwZgvjv ev¯Íevq‡bi j‡ÿ¨ wb‡¤oev³ 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 

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 cÖkoe DÌvwcZ nq, Zvnv nB‡j cwi`k©K cÖkoewU 

†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 
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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 cÖgv‡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 Í̄evq‡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‡¤oev³ e¨e ’̄v 

MÖnY Kiv n‡e-  

wPwKrmK Øviv eqm mbv³KiY t hw` KL‡bv †Kvb e¨w³ wkï wK wK‡kvi G ai‡Yi †Kvb cÖkoe 

DÌvwcZ nq Zvn‡j cwi`k©K cÖkoewU, †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¤ŵjZ 

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|  
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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 mÜv 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  

cwjwm wba©vi‡bi mv‡_ mv‡_ wK‡kvi kÖg 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 t Kvh©m~Px ev Í̄evq‡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 (Communication Routine) 

K) `vwqZ¡ t  

 

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¯Íevqb c×wZ m¤ú‡K© aviYv cÖ`vb Kiv mvaviY wgwUs Gi AvqvR‡bi gva¨‡g 
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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 cÖkoe 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 wK‡kvi kÖwgK 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` Kg©KZ©vMY 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  

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|  

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

K) `vwqZ¡  

 

‡R¨ô 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 ‡R¨ô e¨e ’̄vcK GBP.Avi GÛ 

Kgcøv‡qÝ‡K D³ cwjwm wbqš¿‡b mn‡hvMxZv Ki‡eb|  

 

L) wdWe¨vK c×wZ  

 

wb‡¤oev³ Dcv‡q wdWe¨vK Ges wbqš¿b Kvh©m~Px cwiPvjbv Kiv nq-  

01. kÖwgK, Kg©Pvix‡`i Rb¨ wdWe¨vK t wjwLZfv‡e wK‡kvi kÖg 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 Í̄evqb 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 
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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|  

wi‡cv©wUs t Af¨šÍixb wbixÿv m¤úboe 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 Í̄evqb (Communication & implementation)  

†hvMv‡hvM Ges ev¯Íevqb 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) 

gvmv©i wWRvBb ‡U· wjwg‡UW GKwU 100% ißvbxg~Lx †cvkvK cÖ ‘̄ZKvix ¯b̂vgab¨ 

wcÖw›Us 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 gvm©viKZ…©cÿ e×cwiKi| 

 

 

jÿ¨ ID‡Ïk¨ 

(Objective & Target) 

Kg©x wb‡qv‡Mi mgq RvwZ,ag©, eY©, wj½,†MvÎ, eqm Mv‡qi is, ˆeevwnK Ae¯’v, 

kvixwiK AÿgZv (wW‡RwewjwU), ivR‰bwZK gZv`k©, mvgvwRK Drm, †hŠb AwfgyLx 

Kib, GBP AvBwf/GBWm& ÷¨vUvm, Mf©ve¯’v/gvZ…‡Z¡i Ae ’̄v, RvwZMZ wbab 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| 

bxwZgvjvicwiwa 

(Scope of the Policy) 

gvmv©i wWRvBb ‡U· wjwg‡UW G wb‡qvwRZ mKj kªwgK I Kg©Pvixi Rb¨ G bxwZgvjv 

cÖ‡hvR¨ n‡e| GKB mv‡_ gvmv©i wWRvBb ‡U· wjwg‡UW Gi mv‡_ hviv e¨emvqxK wewfbœ 

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

m~Î 

(Law Reference) 

gvmv©i wWRvBb ‡U· wjwg‡UW 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 

AvBGjIKb‡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) 

gvmv©i wWRvBb ‡U· wjwg‡UW 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) 

wb‡qvM bxwZgvjv 

Recruitment Policy 

bxwZgvjv ïiæi ZvwiL 01-01-2011 Bs 

ms‡kva‡bi ZvwiL 04/01/2023 Bs 

cieZ©x ms‡kva‡bi ZvwiL 04/01/2024 Bs 

ms‡kva‡bi bv¤̂vi 07 

Ref No:  S(S)P-05(07)  
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2.1  

cwjwm ev Í̄evqbKivi 

`vwqZ¡cÖvß e¨w³ 

(Responsible person for 

implement the policy) 
 

 

 

Central 

Organogram 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Factory Organogramt 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2.2 

`vwqZ¡cÖvß e¨w³e‡M©i 

KvR(Responsibilities 

of Assigned Persons) 

e¨e¯’vcbv cwiPvjK / cwiPvjK t- 

• 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| 
 

wmwbt Kg©KZ©v (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| 

 

Managing Director 

 

Director 

Central Recruitment / Hiring Committee 

Factory Recruitment / Hiring Committee 

AGM (Admin, HR)  

 

Asst. Manager HR Department Head  I.E Department 

Officer (HR/Comp.) Doctor / 

Nurse 

Section In 

charge 

Officer (HR) / Welfare 

Officer 
Security Guard 



Mercer Design Tex Limited 

Tongabari, Ashulia, Savar, Dhaka-1341 

100% Export Oriented Screen Print & Embroidery Project 

 
 

Prepared by Subrata Dasgupta AGM (HR , Admin & Compliance) 
 

Approved by 
 

Amol Podder 
 

Managing Director  

 

Recruitment Policy 

4 

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©v t- 

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

AmsMwZi Z_¨ msMÖn Kiv| 

• 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‡qvMcÖvß‡`i‡K †Kv¤úvbxi wbqg-bxwZgvjv Kj¨vYg~jK myweavw`, AvBbMZ myweav 

BZ¨vw` m¤ú‡K© cÖwkÿ‡Yi gva¨‡g AewnZ Kiv| 

Wv³vi t- 

• 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¯Ë̂¡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| 

‡mweKv t- 

• 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 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 me ai‡bi ˆelg¨g~jK I nqivbx/Drcxobg~jK 

AvPib †_‡K weiZ _vKv| 

3. Kvh©m~Px I c×wZ(Routines &Procedure) 
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3.1 ev Í̄evqb 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 wb‡qvM bxwZgvjv h_vh_ Abymi‡Yi gva¨‡g wb‡qvM Kvh©µg m¤úv`b Kiv n‡e| 

M) Kvh©m~Px ev Í̄evq‡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¯Íevq‡bi c×wZ 
Implementation 

Procedures 

Kg©x wb‡qv‡Mi mgq gvmv©i wWRvBb ‡U· wjwg‡UW 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 ¯v̂¯’̈  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| 

W. mvwf©m eyK msiÿY| 

X. PvKzix n‡Z Ae¨vnwZ / Aemvb / eiLv Í̄ / 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| 
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❖ 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 ¯v̂¯’̈  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 

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 
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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| 

 

❖ সমনীতি প্রয় োগ (Equal Opportunity) t KZ©„cÿ bvix-cyiæl wbwe©‡k‡l 

mKj kÖwgK‡`i †gŠwjK AwaKv‡ii cÖwZ kÖ×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| gvm©vi KZ…©cÿ kvixwiK 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 K‡i _vwK| G †ÿ‡Î evrmwiK 

me©‡gvU wb‡qv‡Mi 0.5% cÖwZewÜ kÖwgK wb‡qvM Ki‡Z gvm©vi KZ©„cÿ 

cÖwZkÖæwZe×| wb‡qv‡Mi †ÿ‡Î †Kvb ai‡Yi †Kvb ˆelg¨g~jK AvPiY Kiv nq 

bv| †Kvb kÖwgK GB RvZxq †Kvb mgm¨vi m¤§yLxb n‡j KviLvbv †NvwlZ 

Awf‡hvM c×wZi gva¨‡g KZ©©„cÿ eivei Zv‡`i Awf‡hvM †ck Kivi civgk© 

†`Iqv nq| G‡ÿ‡Î Awf‡hvMKvixi bvg, cwiPq m¤ú~b© †Mvcb ivLv nq| GB 

ai‡bi ‡Kvb Awf‡hvM mZ¨ cÖgvwbZ n‡j KZ©„cÿ 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 †Uªwbs t- 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 ¯v̂axbZv, Awf‡hvM 

c×wZ, kªwgK‡`i wewfbœ myweav †hgb t- nvwRiv †evbvm myweav, Drme †evbvm, 

WvBwbs myweav, wkï w`evhZœ Kÿ, ‡gwW‡Kj myweav, nU jvBb myweav| cvkvcvwk 

AwMœ wbivcËv Kg©KZ©v KZ©„K AwMœwbivcËv 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 
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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 Í̄ / QvUvBt- gvmv©i wWRvBb ‡U· wjwg‡UW 

m¤ú~Y© c¶cvZnxb fv‡e wb‡qvM cÖ`vb K‡i _v‡K| GKBiKg fv‡e gvmv©i  

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| 
 

 

 

✓ gvmvi wWRvBb †U· wjt 

✓ †Kvb iKg cÿ¨cvwZZ¡ Qvov ¯^-¯ ̂ †hvM¨Zv I Pvwn`v Abyhvqx wewfbœ c`gh©`vq 
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kÖwgK wb‡qvM Kiv nq| G QvovI RvwZ, ‡`k, ag©, eY©, wj½, †MvÎ, eqm, Mv‡qi is, 

ˆeevwnK Ae ’̄v, kvwiwiK AÿgZv (wW‡RwewjwU), ivR‰bwZK gZv`k©, mvgvwRK Drm, 

†hŠb AwfgyLxKiY, GBP AvB wf/GBWm& ÷¨vUvm, Mf©ve ’̄v/gvZ…‡Z¡i Ae¯’v, cvwievwiK 

`vwqZ, RvwZMZ wbab 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 Í̄evq‡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, ¯v̂¯’̈  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-gvmv©i wWRvBb ‡U· wjwg‡UW ‡Z Kg©iZ †h ‡Kvb Kg©KZ©v, 
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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| 

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 Í̄evqb 

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, wmwbt e¨e ’̄vcK, GBPAvi wmwbt Kg©KZ©v 

†bvwUk †evW©  - GBPAvi Awdmvi 

wcwm KwgwU  - I‡qj‡dqvi Awdmvi 

ev¯Íevq‡bi mgq bxwZgvjv wba©vi‡bi mv‡_ mv‡_ ev Í̄evwqZ 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¿bFeedback & 

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

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

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

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

Dc‡iv³ Av‡jvPbv n‡Z GB wm×v‡šÍ DcbxZ nIqv hvq †h, ißvbxgyLx wcÖw›Uswk‡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| gvmv©i wWRvBb ‡U· wjwg‡UWKZ…©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 gvmv©i wWRvBb ‡U· wjwg‡UW 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 gvmv©i wWRvBb ‡U· wjwg‡UW 

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 /wefvMxqcÖavb 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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gvmv©i wWRvBb ‡U· wjwg‡UW 

e½eÜz‡ivW, UsMvevox, Avïwjqv, mvfvi, XvKv| 
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¯^v¯’¨ I wbivcËv bxwZ (Health & Safety Policy) 
 

 

 

 

‡Kv¤úvbx bxwZgvjvt 

(Company Policy) 

gvmv©i wWRvBb ‡U· wjwg‡UW GKwU 100% ißvbxg~Lx ¯b̂vgab¨ wcÖw›Us 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| gvm©vi KZ…©c¶  

¯v̂¯’¨ I wbivcËvi †¶‡Î GKwU mywbw ©̀ó bxZgvjv AbymiY K‡i _v‡Kb| 

 

 

 

 

jÿ¨ I D‡Ïk¨ 

(Objective & Target) 

gvmv©i wWRvBb ‡U· wjwg‡UW Gi D‡Ïk¨ n‡”Q GKwU my-cwiKwíZ ev Í̄eZv m¤ú~b© ¯v̂¯’̈  

I wbivcËv bxwZ cÖYqb Kiv| Avi †mB j‡¶¨ KZ…©c‡¶i D‡Ïk¨ ¸‡jv wb‡¤œ 

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”Qboe 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`y¨wZK I AwMoe ỳN©Ubvi Rb¨ ch©vß cÖwZ‡iva e¨e ’̄v, cÖwk¶Y I 

wbqwgZ Abykxjb Kiv|  
 

bxwZgvjvi cwiwa 

(Scope of the Policy)  

gvmv©i wWRvBb ‡U· wjwg‡UW G wb‡qvwRZ mKj kªwgK I Kg©Pvixi Rb¨ G bxwZgvjv 

cÖ‡hvR¨ n‡e|  

 

m~Î 

(Law Reference) 

gvmv©i wWRvBb ‡U· wjwg‡UW 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/‡µZv‡`i AvPiYwewa (Code of Conduct) we‡ePbvc~e©K h_vh_fv‡e M„nxZ 

n‡q‡Q|  

¯^v¯’¨ I wbivcËv bxwZ  

(Health & Safety Policy)   

bxwZgvjvi  bvg t-¯̂v ’̄¨ I wbivcËv bxwZgvjv | 

cwjwm ïiæi ZvwiL   t 01-01-2011 Bs 

ms‡kva‡bi ZvwiL t 04/01/2023 Bs 

cieZx© ms‡kva‡bi ZvwiL t 04/01/2024 Bs 

ms‡kva‡bi bv¤̂vi t 07 

Ref No: S(S)P-06(07)  
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cÖwZkÖæwZt 

(Commitment) 
gvm©vi KZ…©cÿ GKwU my›`i I wbivc` Kv‡Ri cwi‡ek m„wó Ki‡Z GKwU myôz I 

MÖnb‡hvM¨ ¯v̂¯’̈  I wbivcËv bxwZgvjv cÖbqb I ev Í̄evq‡bi gva¨‡g KviLvbvq GKwU 

wbivc` Kg©cwi‡ek  M‡o Zzj‡Z „̀o cÖwZÁ | 

 
 
 
 
 

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¨e ’̄vcbv cwiPvjK / cwiPvjK n‡”Q AÎ bxwZgvjv Aby‡gv` `vbKvix|  

 mnt gnv e¨e ’̄vcK (gvbem¤ú`, Kgcøv‡qÝ I cÖkvmb) t- mnt gnve¨e ’̄vcK (gvbem¤ú`, 

Kgcøv‡qÝ I cÖkvmb) wb‡¤§v³ e¨w³M‡Yi gva¨‡g GB bxwZgvjv ev Í̄evqb Ki‡eb|  

 mnt e¨e ’̄vcK (gvbem¤ú`, Kgcøv‡qÝ 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 Dc-gnve¨e ’̄vcK (gvbem¤ú` I cÖkvmb) †K  

           AeMZ Ki‡eb|  

 wmwbt Awdmvi (AwMœ wbivcËv) t-  

          AÎ bxwZgvjv Abymib K‡i Dc-e¨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 Dc-gnve¨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|  

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

3.1 ev Í̄evqb 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| 

Z‡e we‡kl K‡i gvbe m¤ú` I AwMoe wbivcËv wefvM ¯v̂ ’̄¨ I wbivcËv msµvšÍ 

bxwZgvjv ev Í̄evq‡b g~j f~wgKv cvjb Ki‡eb|  

MD / Director 

AGM (Admin, HR & Com.) 

Manager  (Electrical) 

Asst.Manager (Electrical) 

Floor Wise Electrical 

Manager (Fire & Safety) 

Sr. Officer (Fire & Safety) 

Fire Fighter & Rescue Team 

Asst.Manager 
 (Admin,HR & Com.) 

    Officer 
 (Admin, HR & 

Com.) 

Welfare Officer 

H&S Committee 

Officer   

(Security) 

Asst. 

Incharge 

(Security) 

 Security 

Guard 

Medica

l 

Officer  
(Doctor) 

Nurse 

First Aider 
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L) Kvh©m~Px ev¯Íevq‡bi c×wZ  

Routine Implementation 

Procedures  

¯v̂¯’¨ I wbivcËv c„_wKKib (Health & Safety Policy) t  

GKB my‡Î Mv_v n‡jI Gi cÖK…wZ Ges Kvh©µg A‡bKUv wfbœ| ¯̂v ’̄¨ I ¯̂v ’̄¨wewa Ges 

wbivcËv bxwZ KviLvbvi Af¨šÍ‡ii mK‡ji Ges ewnivMZ K›UªvKUi mK‡ji Rb¨ 

cÖ‡hvR¨ n‡e| ZvB G bxwZgvjv‡K ỳwU Avjv`v Av½x‡K Dc ’̄vcb Kiv nj t  

cÖ_g cwi”Q`             t ¯^v¯’¨ bxwZ (Health & Hygiene Policy)  

wØZxq cwi”Q`            t wbivcËv bxwZ (Safety Policy)  

 cÖ_g ce© t ¯^v¯’¨ bxwZgvjv 

¯̂v ’̄¨ I ¯̂v ’̄¨wewai wewfboe w`K wek`fv‡e Av‡jvPbv mv‡c‡ÿ nvmcvZvj myweav, Wv³v‡ii 

e¨e ’̄v, cÖv_wgK wPwKrmv, G¨v¤^y‡jÝ-Gi myweavmn mKj KviLvbv cwi¯‹vi ivLv, b`©gv, 

cvqLvbv ev Ab¨ RÄvj †_‡K DwÌZ M¨vm †_‡K gy³ ivLv, cÖwZw`b GKevi Svuo †`qv, mßv‡n 

AšÍZ GKevi RxevYybvkK e¨envi, h_vh_ cqtwb¯‹vkb e¨e ’̄v, cÖwZ †PŠÏ gv‡m GKevi 

PzbKvg Kiv, cÖwZ cvuP eQ‡i GKevi is evwb©k Kiv, chv©ß evqy PjvPj e¨e ’̄v, hyw³m½Z 

ZvcgvÎv msi¶b, ayjv gqjv Ges †avuqv †ei K‡i †`qvi e¨e ’̄v, K…wÎg Av`ª©Zv, AwZwi³ fxo 

Gov‡bv, chv©ß Av‡jvi e¨e ’̄v Kiv, Av‡jvK”QUv wbeviY, ¯̂v ’̄¨m¤§Z cvqLvbv/cÖmªveLvbvi 

e¨e ’̄v Kiv, weï× cvbxqR‡ji e¨e ’̄v Kiv, _y _y †djvi wcK`vwbi e¨e ’̄v BZ¨vw` m¤ú‡K© G 

cwi‡”Q‡` weavb Kiv n‡q‡Q|  

 

  ‡gwW‡Kj myweav t  
gvmv©i KZ…©cÿ kªwgK‡`i DboeZ ¯^v¯’¨ Ges Kg©‡¶‡Î †h †Kvb cÖKvi `yN©Uvbv NU‡j ª̀æZ wPwKrmvi Rb¨ 

Center for Women & Children Hospital Gi mv‡_ GKwU mylg Pzw³ m¤úv`b Kiv Av‡Q hvi 

wfwË‡Z d¨v±ix †_‡K †cÖwiZ †Kvb Amy¯’ kªwg‡Ki wPwKrmv †mLv‡b Kiv n‡e Ges cieZx©‡Z d¨v±ix KZ©„K 

hveZxq wej cwi‡kva Kiv n‡e|  

  Wv³vi e¨e¯’v t  
cÖwZw`b KviLvbv PjvKvjxb mg‡q KviLvbvq Kg©iZ Wv³vi I ỳBRb 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|  

  cÖv_wgK wPwKrmv t  
d¨v±ix‡Z cÖwZ 150 Rb kªwg‡Ki Rb¨ GKwU K‡i cÖv_wgK wPwKrmv e· i‡q‡Q Ges cÖwZwU e‡· kÖg 

AvBb I me©‡kl kÖg wewagvjv Abyhvqx Jla/ ª̀e¨vw` gRy` _vK‡e| cÖwZwU dvó GBW e‡· Jla c‡Îi 

mv‡_ Zv‡`i e¨envi wewa †jLv _vK‡e| cÖwZwU ev‡·i `vwqZ¡ cÖvß cÖv_wgK wPwKrmvq cvi`kx© Kgc‡¶ 2 

Rb kªwg‡Ki bvg I Qwe ev‡·i Dc‡i/myweavRbK ’̄v‡b cÖ`wk©Z n‡e| d¨v±ix‡Z †h †Kvb AbvKvw•LZ 

`yN©Ubvq kªwgK‡`i‡K cÖwk¶b cÖvß kªwg‡Kiv cÖv_wgK wPwKrmv cÖ`vb Ki‡e|  

  Ggey‡jÝ cwienb e¨e¯’v t  
cÖv_wgK fv‡e hw` †Kvb kªwgK ev Kg©Pvix Riæix wfwË‡Z nvmcvZv‡j †bIqvi cÖ‡qvRb nq ‡m †ÿ‡Î wbR¯^ 

Ggey‡jÝ Gi gva¨‡g Riæix Ae¯’vq nvmcvZv‡j Avbv †bIqvq mnvqZv cÖ`vb K‡i| Riæix †gwWK¨vj 

mvwf©m Gi Rb¨ ‡Kv¤úvbxi wbR¯̂ A_ev nvmcvZvj KZ…©K mieivnK…Z G¨vgveyy‡j‡Ý ‡ivMx‡K nvmcvZv‡j 

Avbv ‡bIqvq mnvqZv cÖ`vb Ki‡e|  

  cwi¯‹vi-cwi”QbœZv t  
KviLvbv cwi”QbœZv Ges b ©̀gv, cvqLvbv ev Ab¨ †Kvb RÄvj †_‡K DwÌZ ~̀wlZ M¨vm †_‡K gy³ ivL‡Z 

wb‡¤œv³ e¨e ’̄v MÖnb Kiv Avek¨K t-  

• kªwgK‡`i KvR Kivi ¯’vb, wmuwo Ges hvZvqv‡Zi c_ cÖwZw`b cwi¯‹vi ivLv|  

• kªwgK‡`i KvR Kivi Kvgiv cÖwZ mßv‡n AšÍZt GKw`b cvwb w`‡q Kvh©Ki cÖwµqvq cwi¯‹vi 

ivL‡Z n‡e|  
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• Drcv`b cÖwµqv Pjvi mgq ‡d¬v‡ii †g‡S wf‡R †M‡j Ges cvwb hZUzKz wb¯‹vkb‡hvM¨ †m cvwb 

wb¯‹vk‡bi Rb¨ Kvh©Ki wb¯‹vkb e¨e¯’v ivLv|  

• Avf¨šÍixY me †`qvj, cvwU©kb, wmwjs ev Qv` Ges †`qv‡ji DcwifvM, PjvP‡ji c_ Ges wmuwo 

is ev evwY©k Kiv _vK‡j cÖwZ eQi AšÍZt GKevi cybt is ev cybt evwb©k Kiv|  

  evqy PjvPj e¨e¯’v I ZvcgvÎv t  
• cwi¯‹vi evqy PjvP‡ji Rb¨ ch©vß evqy PjvP‡ji e¨e ’̄v wnmv‡e t  

               1. KviLvbvi Pvicv‡ki Rvbvjv †Lvjv ivLv|  

   2. kªwgK‡`i ¯^v‡¯’¨i cÖwZ ¶wZKiZv †iva Kiv Ges ¯^v”Q‡›` _vKvi Dc‡hvMx Dchy³ 

ZvcgvÎvi 

 e¨e ’̄v Kiv we‡klZt  
 

• Kv‡Ri N‡ii Quv` Ges †`qvj Ggbfv‡e Ges Ggb gvj-gkjv Øviv ˆZix Kiv hv‡Z me mgq 

ZvcgvÎv ¯^vfvweK _v‡K|  

• hLv‡b we‡kl ai‡bi Kv‡Ri djkÖywZ‡Z gvÎvwZwi³ Zvc e„w× †c‡Z cv‡i †mLv‡b Ggb Kvh©Ki 

I myô e¨e ’̄v MÖnb Kiv hv‡Z Kv‡Ri Ni †_‡K Mig evZvm †ei n‡q kªwgK‡`i ¯^v¯’¨ Dc‡hvMx 

¯^vfvweK AvenvIqv eRvq _v‡K|  

• KviLvbvi Rb¨ ch©vß evqy PjvPj e¨e ’̄v wbwðZ Kiv Ges KviLvbvi cÖwZ ‡d¬v‡i Zvcgvb hš¿ 

¯’vcb Kiv|  

 

 a~‡jvevwj I †avuqv t  
KviLvbvq we‡kl ai‡bi cb¨ Drcv`b c×wZi Kvi‡Y, hw` a~jv-gqjv Rgv n‡q ev †avuqv †ei nIqvi d‡j 

Ggb Ae ’̄vq m„wó nq †h, Zv kªwgK‡`i c‡¶ ¶wZKi n‡Z cv‡i Z‡e D³ ayjv-gqjv Rgv nIqvi ev †avuqv 

†ei nIqvi cÖwZKvig~jK e¨e¯’v MÖnb Kiv| KviLvbvq AvenvIqv `~wlZ Kivi gZ hš¿ ‡Kej †Lvjv 

RvqMvq Pvjv‡Z n‡e Ges D³ hš¿ ‡d¬v‡ii †fZ‡i hv‡Z AvenvIqv `~wlZ n‡Z bv cv‡i †mRb¨ myôz I 

Kvh©Ki cÖwZ‡laK e¨e ’̄v MÖnb Kiv|  

 AwZwi³ fxot  
KviLvbvq †Kvb Kv‡Ri †d¬v‡i wbhy³ kªwgK‡`i ¯^v‡¯’¨i Rb¨ ¶wZKi n‡Z cv‡i Ggb fxo n‡Z cvi‡e bv 

Ges GRb¨ cÖ‡qvRbxq e¨e¯’v MÖnb Kiv| 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¨ `ªe¨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|  

 Av‡jvi e¨e¯’v t  
cÖ‡Z¨K KviLvbvq cÖwZ As‡k, †hLv‡b kªwgKMb KvR K‡ib ev PjvPj K‡ib, †mLv‡b ch©vß Ges Dchy³ 

cÖvK…wZK A_ev K…wÎg Av‡jvi e¨e¯’v Kiv Ges Zv msi¶b Kiv| KviLvbvq cÖwZwU ‡d¬v‡i Av‡jv †XvKvi 

Rb¨ e¨eüZ Kvu‡Pi ¯^”Q Rvbvjvi e¨e ’̄v ivLv| KviLvbvi wb‡goev³ welqmg~n cÖwZ‡iv‡ai Rb¨ hZ ~̀i 

m¤¢e ev¯Íe m¤§Z Kvh©Ki e¨e ’̄v ivLv| wewa Abyhvqx Av‡jvK e¨e ’̄vi mKj wbqg †g‡b Pjv n‡e|  

  mnbkxj ZvcgvÎvt  
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| mnbkxj ZvcgvÎv e¨e ’̄v Kv‡Ri m~ôz I 

cÖ‡qvRbxq cwi‡e‡ki mv‡_ mv‡_ ¸YMZ gvb i¶vi †¶‡ÎI mnvqK n‡e|  

 cvbxqRjt  
(1) KviLvbvq wbhy³ kªwgK‡`i e¨env‡ii Rb¨ myweavRbK h‡_vchy³ wbw`©ó RvqMvq me©¶b weï× Lvevi 

cvwbi e¨e¯’v Kiv Ges †m e¨e ’̄v Pvjy ivLv|  

(2) Lvevi cvwb ivLvi Abyiƒc cÖ‡Z¨KwU RvqMvq AwaKvsk kªwg‡Ki †evaMg¨ fvlvq Òweï× Lvevi cvwbÓ 

K_vwU wj‡L ivLv n‡q‡Q Ges D³ ¯’v‡bi Pvicvk cwi¯‹vi cwi”Qbœ ivLv wbwðZ Kiv nq|  

(3) Lvevi cvwb Lvevi †hvM¨ wKbv Zv cvewjK †nj_ j¨ve‡iUix (Rb¯̂v¯’¨) A_ev 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|  
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 cvqLvbv I cÖmªveLvb  
• KviLvbvq -kªwgKM‡bi Rb¨ Zviv KviLvbvq _vKvKvjxb mKj mg‡q mn‡R e¨envi Ki‡Z 

cv‡ib Ggb myweavRbK ¯’v‡b wewa Øviv wba©vwiZ cÖKv‡i cÖ‡qvRbxq msL¨K cvqLvbv I 

cÖmªveLvbvi e¨e¯’v ivLv nq|  

• cyiæl Ges gwnjv kªwgK‡`i Rb¨ †eov †`qv c„_K c„_K cvqLvbv I cÖmªveLvbvi e¨e ’̄v ivLv| 

D³ cvqLvbv I cÖmveLvbvmg~‡n Dchy³ Av‡jvi e¨e ’̄v Ges evqy PjvPj e¨e ’̄v Ges †Kvb 

cvqLvbv I cÖmªveLvbvi gvSLv‡b Lvwj RvqMv ev evqy PjvPj e¨e¯’vmn hvZvqvZ c_ Qvov 

kªwgK‡`i Kv‡Ri ‡d¬v‡ii msjMoe bv ivLv|  

• cÖmªveLvbv I cvqLvbv h‡_vchy³fv‡e ¯^v¯’¨m¤§Z Dcv‡q gqjv cwi¯‹viK A_ev RxevYybvkK 

A_ev DfqwU w`‡q me mgqcwi¯‹vi-cwi”Qbœ ivLv|  

• cvqLvbv I cÖmªveLvbv mg~n BU myiwK Øviv ˆZix Kiv|  

• 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|  

 

 wcK`vwbt  
(1) cÖ‡Z¨K KviLvbvq myweavRbK RvqMvq h‡_ó msL¨K wcK`vwbi e¨e ’̄v Ges Zv ¯̂v¯’¨m¤§Zfv‡e 

cwi¯‹vi-cwi”Qbœ Kiv|  

2) †Kvb e¨w³ KviLvbvq wcK`vwb Qvov KviLvbvi AvwObvi g‡a¨ _y _y †dj‡eb bv| G weavb m¤ú‡K© Ges 

Gi jsN‡bi kvw Í̄ m¤̂wjZ †bvwUk KviLvbvi †fZ‡i Dchy³ ’̄v‡b mn‡R „̀wó‡MvPi nq Ggbfv‡e Uvwb‡q 

ivLv|  
 

 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| 
  

†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|  

 

i³evwnZ †iv‡Mi SuywK wbiæcb  

Risk Assessment On Blood borne Pathogens 

 
GBPAvBwf/ GBWm 

HIV AvµvšÍ †ivMxi mv‡_ kvixwiK ms¯ú‡k© cÖwZ‡iva Qvov †M‡j  HIV nIqvi m¤¢vebv _v‡K | 

 

HIV AvµvšÍ e¨w³i e¨eüZ wmwiÄ ,wb‡Wj, †aŠZ cvwb e¨envi Ki‡j HIV ‡Z AvµvšÍ nIqvi m¤¢vebv 

_v‡K | HIV ‡Z AvµvšÍ e¨w³i e¨eüZ wb‡W‡j 42 w`b ch©šÍ HIV fvBivm _v‡K hv D³ w`‡bi g‡a¨ 

e¨envi Ki‡j HIV ‡Z AvµvšÍ nIqvi m¤¢vebv _v‡K | 

 

cÖwZ‡ivag~jK e¨e¯’v 

Preventive Action 
 

cÖwZ‡iva Qvov wbweo kvixwiK m¤úK© †_‡K weiZ _vK‡Z n‡e | cÖPwjZ mvgvwRK AvBb I agx©q Av‡`k 

†g‡b Pj‡Z n‡e | 

HIV ‡Z AvµvšÍ e¨w³i e¨eüZ wRwbmcÎ Avjv`v K‡i w`‡Z n‡e Ges HIV ‡Z AvµvšÍ e¨w³i e¨eüZ 
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wRwbmcÎ Ab¨ †KD e¨envi  bv Kiv| 

‡ncvUvBwUm-we 

‡ncvUvBwUm-we †Z AvµvšÍ e¨w³i mv‡_ wbweo kvixwiK m¤ú‡K©i d‡j †ncvUvBwUm -we †Z AvµvšÍ n‡Z  

cv‡i | 

‡ncvUvBwUm-we †Z AvµvšÍ e¨w³i e¨eüZ wmwiÄ e¨envi Ki‡j †ncvUvBwUm-we †iv‡M AvµvšÍ n‡Z cv‡i 

| 

cÖwZ‡ivag~jK e¨e¯’v 

Preventive Action 

 
‡ncvUvBwUm - we cÖwZ‡ivaK wUKv wb‡Z n‡e |cÖwZ‡iva Qvov wbweo kvixwiK m¤úK© †_‡K weiZ _vK‡Z 

n‡e | cÖPwjZ mvgvwRK AvBb I agx©q Av‡`k †g‡b Pj‡Z n‡e | 

‡ncvUvBwUm - we cÖwZ‡ivaK wUKv wb‡Z n‡e | A‡b¨i e¨eüZ wmwiÄ cybivq e¨envi †_‡K weiZ _vK‡Z 

n‡e | 

‡ncvUvBwUm –wm 

‡ncvUvBwUm-wm †Z AvµvšÍ e¨w³i kix‡ii i³ †Kvb my¯’ e¨w³i kix‡i ( AvµvšÍ wmwiÄ, wb‡Wj A_ev 

Ab¨ †Kv auviv‡jv hš¿cvwZ ) cÖ‡ek Ki‡j †ncvUvBwUm -wm †Z AvµvšÍ n‡Z cv‡i | 

AvµvšÍ Mf©eZx gv‡qi wbKU n‡Z beRvZK wkï †ncvUvBwUm - wm †Z AvµvšÍ n‡Z cv‡i | 

cÖwZ‡ivag~jK e¨e¯’v 

Preventive Action 
i³ MÖn‡bi c~‡e© Aek¨B Zv cixÿv K‡i wb‡Z n‡e | 

AvµvšÍ gv‡qi wkïi R‡b¥i mv‡_ mv‡_ wkïi ‡ncvUvBwUm ‡ivM mbv³ n‡j cÖ‡qvRbxq 

e¨e¯’v Ki‡Z n‡e |  

 

wØZxq ce© t wbivcËv bxwZgvjv 
 

KviLvbvi Drcv`b e„w×i j‡¶¨ ¯v̂ ’̄¨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‡¤œ ewY©Z welq¸‡jv Kibxq e‡j MY¨ Ki‡Z n‡e|  

 

feb wbivcËv (Building Safety) t  
 

mswkøó cÖPwjZ mKj AvBb I wewa-weavb †g‡b; mb`avix cyi‡KŠkj, dvqvi I B‡jKwUªK 

cÖ‡KxkjxM‡Yi K‡Vvi ZË¡veav‡b gvbm¤úboe wbg©vb DcKibvw` Øviv feb KvVv‡gv wbg©vb 

Kiv n‡q‡Q|  

✓ h_vh_ KZ©„cÿ KZ©„K fe‡bi ˆea ÷ªvKPvivj, †j-AvDU, I AvwK©‡UKPvivj bKkv 

Aby‡gvw`Z, GKW© KZ©„cÿ KZ©„K As-built drawing mg~n ch©v‡jvPbv c~e©K bKkvmg~‡ni 

g~w`ªZ Kwc msiÿb Kiv nq|  

✓ fe‡b evwbwR¨K I Drcv`b Kvh©μg cwiPvjbvi Rb¨ jvB‡mÝ, feb e¨env‡ii 

cÖZ¨qbcÎ BZ¨vw` AvBbMZ AbygwZcÎ mg~n h_vh_ KZ©„cÿ KZ©„K Aby‡gvw`Z, ˆea I 

bevqbK…Z n‡Z n‡e|  

✓ evsjv‡`k b¨vkbvj wewìs †KvW, we`y¨r AvBb I wewagvjv Abyhvqx fe‡bi 

AwMoewbivcËv I ‰e ỳ¨wZK wbivcËv e¨e¯'vw` ev Í̄evqb Kiv n‡q‡Q|  

✓ h_vh_ KZ…©cÿ KZ…©K Aby‡gvw`Z †jvWcøvb Abyhvqx ‡d¬vimg~‡ni ‡jvW mvgÄm¨c~Y©fv‡e 

ivL‡Z n‡e| †Kvb wbw`©ó ¯'v‡b we‡klfv‡e Kjv‡gi KvQvKvwQ ‡jvW †eqvwis ÿgZvi AwZwi³ 

†jvW ev gvjvgvj ivLv m¤ú~Y©iæ‡c wbwl×|  

✓ AvB‡bi weavb Abyhvqx KviLvbv fe‡bi Qv‡`i m¤ú~Y© Ask duvKv ivL‡Z n‡e| †Kvb 
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Ae¯'v‡Z Qv‡` †Kvb cÖKv‡ii gvjvgvj Wvw¤ús Kiv hv‡e bv|  

✓ fe‡bi PjvP‡ji iv¯Ív mgyn me mgq euvavgy³ ivLv nq|  

✓ fe‡bi †`qvj, †g‡S, Qv` Gi evwni, Af¨šÍ‡i Kvb cÖKvi dvUj, wQ`ª ev MZ©, fv½v 

‡`Lv w`‡j Zv ZvrÿwbKfv‡e †givgZ Kiv n‡q _v‡K|  

✓ eRªcv‡Zi ÿwZ wb‡ivaK‡í eRªcvZ wb‡iva e¨e¯'v ev Lightening Protection 

System-LPS e¨e¯'v ¯'vcb Kiv n‡q‡Q|  

✓ KviLvbv fe‡bi cÖwZ Zjvq Barred Window I Fire Escape Ladder wbg©vb Kiv 

n‡q‡Q hv‡Z K‡i Riæix `~‡h©vMKvjxb mg‡q AvU‡K cov †jvKRb‡K `ªæZ D×vi Kiv m¤¢e 

nq|  

✓ KviLvbvi mvwe©K wbivcËvq ¸iZ¡c~b© ¯'vbmg ~‡n wm.wm.wUwf gva¨‡g mve©ÿwbK wbivcËv 

ch©‡eÿb I wfwWI dz‡UR msiÿb Kiv nq|  

✓ fe‡bi cÖ‡Z¨K Zjvq Riæix ewnMgb I AwMoe wbivcËv cwiKíbv, Riæix †Uwj‡dvb 

bs, a~gcvb wbwl×Kib †bvwUk, wbivcËv/mZK©Zvg~jK `„wóMÖvn¨ mvBb †evW© jUKv‡bv Av‡Q|  

✓ wbivc` Mgbv-Mgb/ewn©Mg‡bi Rb¨ AvBbvbyhvqx ch©vß msL¨K evwni, Riæix evwni 

`iRv, n¨vÛ‡iBj mn gReyZ wmuwo wbg©vb Kiv n‡q‡Q|  
 

 hš¿cvwZi wbivcËv (Machine Safety) t  
 

GKRb kªwgK hZ‣b BDwb‡U/†d¬v‡i _v‡K, ZZ‣b †Kvb bv †Kvb †gwk‡bi mv‡_ m¤ú„³ _v‡K| 

ZvB †gwkb msμvšÍ †h †h wb‡ ©̀k cvjb Ki‡Z n‡e Zv wb‡goe D‡jø¨L Kiv njt  

 moe¨vc evUb (Snap Button) †gwk‡bi †eëKfvi (Belt Cover) Uc Kfvi (Top 

Cover) bv _vwK‡j †gwkb Pvjv‡bv hv‡e bv|  

 †h mg¯Í †gwkb c¨v‡W‡ji mv‡_ †PBb Øviv ms‡hvM _v‡K, †mB mg Í̄ †gwkb †PB‡bi cwie‡Z© 

myZv, Zvi wKsev iwk Øviv ms‡hvM K‡i †gwkb Pvjv‡bv hv‡e bv|  

 bvU‡evë †bB, SvjvB Ly‡j wM‡q‡Q wKsev Ab¨ †Kvb KviYekZt †gwk‡bi †Uwej ó¨vÛ bovPov 

K‡i †mB mg Í̄ †gwk‡b KvR Kiv hv‡e bv|  

 c¨v‡Wj wKsev ó¨v‡Ûi g‡a¨ Acv‡iUi (Operator) Gi kix‡ii Ask ‣Z n‡Z cv‡i Ggb 

†Kvb aviv‡jv Ae¯'v _vK‡ebv|  

 †gwkb Pvjv‡bvi mgq †gwkb Kuvc‡j wKsev A¯̂vfvweK †Kvb kã n‡j †gwkb Pvjv‡bv hv‡ebv|  

 †gwkb PjvKvjxb mg‡q KviI mv‡_ K_v ejv hv‡ebv|  

 Amy¯' kix‡i wKsev Z›`ªv ev wSgywb Avm‡j †gwkb Pvjv‡bv hv‡ebv|  

 moe¨vc evUb (Snap Button) †gwk‡b cÖwZ Pv‡ci mgq Av½yj wbivc` ¯'v‡b Av‡Q wKbv 

†mB w`‡K j‣¨ ivL‡Z n‡e|  

 moe¨vc evUb †gwk‡b wiwcU ev moe¨v‡ci bx‡Pi cvU© †`Iqvi Av‡M Dc‡ii cvU© †gv‡ì w`‡Z 

nB‡e|  

 †gwkb Pvjvevi mgq kvwo, Iobv, m¨v‡jvqvi KvwgR hvnv‡Z †gwk‡bi Nybv©qgvb As‡ki m‡½ 

Rwo‡q bv hvq †mw`‡K me©`v j‣¨ ivL‡Z n‡e|  

 KvR Kivi mgq Pzj †Lvcv ev †ebx ‡eu‡a KvR Ki‡Z n‡e| Pzj †Lvjv Ae¯'vq KvR Kiv 

hv‡ebv|  

 evUb †nvj (Button Hole), evUb óxP (Button Stitch), Ifvi jK (Overlock), 

evi‡UK (Bartack), †gwk‡b †mdwU Mvm (Safety Glass) _vK‡Z n‡e A_ev MMjm 

(Goggles) e¨envi Ki‡Z n‡e|  

 IfvijK †gwkb Gi Acv‡iUi‡K Aek¨B gy‡Lvk (Mask) cwiavb Ki‡Z n‡e|  

 mKj myBs †gwk‡b wbW&j †mdwU MvW© (Needle Safety Guard) _vK‡Z n‡e|  
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 KvwUs †gwk‡b KvR Kwievi mgq me©`v †gUvj n¨vÛ †Mvfm (Metal Hand Gloves) e¨envi 

Ki‡Z n‡e|  

 KvwUs ‡gwk‡bi Base plate smooth _vK‡Z n‡e|  

 KuvwP (Scissor) wKsev KvUvi (Cutter) †K iwk w`‡q Ggbfv‡e †eu‡a ivL‡Z n‡e hv‡Z c‡o 

‡M‡j †Kvb fv‡eB AvNvZ cÖvß bv nb|  

 hš¿cvwZ wN‡i ivLv t  
MwZm¤§boe _vKvi mgq Ges e¨env‡ii mgq cÖ‡Z¨K KviLvbvq wb‡æv³ hš¿cvwZmg~n ch©vß wbg©vY e¨e¯'v 

Øviv `„p fv‡e wN‡i ivL‡Z n‡e| cÖavb PvwjKvh‡š¿i cÖwZwU Pjgvb Ask Ges cÖavb PvwjKv h‡š¿i mv‡_ 

mshy³ cÖwZwU N~Y©vqgvb PvKv †hgbt  

 B‡jKwUªK †Rbv‡iUi, †gvUi I †ivUvix KbfvU©‡ii cÖwZwU Ask|  

 ‡h‡Kvb hš¿cvwZi cÖwZwU wec¾bK Ask|  

 

kZ© n‡”Q, †Kvb h‡š¿i †Kvb Ask Dc‡ivwjøwLZ wewa †gvZv‡eK wbivc` Ae¯'vq i‡q‡Q wKbv A_ev wbivc` 

e¨e¯'vax‡b ms¯'vwcZ n‡q‡Q wKbv Zv wbY©q Kivi mgq mswkøó hš¿ mwVKfv‡e Pvjy Av‡Q wKbv Zv 

we‡ePbvq Avbv n‡e bv, wewa ‡gvZv‡eK hš¿wU Pvjy Kiv| cÖwZwU msjMoe ¯OEz, †evë Ges N~Y©vqgvb 

PvKvi cÖwZwU Pvwe ev wcwbqb, kªwgK hvi ms¤ú‡k© Avmvi m¤¢vebv Av‡Q, Abyiƒc ms¤ú‡k© Avmv †iva Kivi 

Rb¨ „̀pfv‡e wN‡i ivLv e¨e¯'v Kiv|  
 

 Pjgvb h‡š¿i Dc‡i ev Kv‡Q KvR Kiv t  

KviLvbvq †Kvb hš¿ Pvjy _vKv Ae¯'vq cix‣v Kiv cÖ‡qvRb n‡j, A_ev D³ cix‣v Kv‡Ri 

djkÖæwZ‡Z †Kvb gvDw›Us ev †e‡ëi wkwcs ev †Zj jvMv‡bv ev Ab¨ †Kvb GWRvwós Acv‡ikb 

cÖ‡qvRb n‡j D³ cix‣v ev hš¿ Pvjbvi KvR †Kej AvUmvuU †cvkvK cwiwnZ we‡kl 

cÖwk‣YcÖvß cÖvßeq¯‹ cyiyl kªwgK Øviv Kiv‡bv Ges Zvi bvg D³ D‡Ï‡k¨ †iwRóv‡i AšÍf©~³ 

ivLv| †Kvb gwnjv kÖwgK‡K †Kvb h‡š¿i †Kvb Ask Pvjy _vKv Ae¯'vq †mLv‡b cwi¯‹vi Kiv, 

†Zj jvMv‡bv ev web¨ Í̄ Kiv ev ms‡hvR‡bi KvR Ki‡Z bv †`qv|  

 ‰e`¨ywZK wbivcËv (Electrical Safety) t  
ˆe`y¨wZK †Kvb ÎæwUi d‡j †hmKj `~N©Ubv N‡U ‡m¸‡jvB n‡”Q ˆe`y¨wZK wbivcËvi Av‡jvP¨ 

welq| ˆe`y¨wZK wbivcËvi Afv‡e wb‡¤oev³ `~N©Ubvmg~n NU‡Z cv‡i|  

 ÎæwUhy³ Zvi Ges Zv‡ii jym Kv‡bKkb †`Iqvi Kvi‡Y A‡bK mgq c‡RwUe Ges †b‡MwUf 

Zvi G‡K Aci‡K ¯úk© Kivi gva¨‡g mU©mvwK©U ¯úvK© n‡q `~N©Ubv NU‡Z cv‡i|  

 myBs †gwkb Ges B‡jKwUªK¨vj gUi †Kwms Gi wfZi Wv÷ Rgv n‡q we`y¨r mvcøvB ‡fv‡ëR 

n«vm e„w×i Kvi‡Y A_ev ˆe`y¨wZK mU©mvwK©U Gi d‡j Dc‡iv³ ¯'v‡bi Wv÷ ¸‡jv‡Z Av¸b 

a‡i †h‡Z cv‡i Ges D³ Av¸b KviLvbvi mKj ¯'v‡b Qwo‡Z †h‡Z cv‡i|  

 

 ˆe`y¨wZK wbivcËv Avgiv wb‡¤oev³ Dcv‡q e„w× Ki‡Z cvwi t  

 fv½v myBP, cøvM Ges jx‡KR Zvi e¨envi Kiv hv‡ebv  

 wbqwgZ Wv÷ cwi¯‹vi Ki‡Z n‡e  

 KvR Kivi ci mKj B‡jKwUªK AvqiY ¸‡jv jvBb †_‡K ms‡hvM wew”Qboe K‡i ivL‡Z 

n‡e|  

 wW.we †evW©¸wj cwi¯‹vi, cwi”Qboe I Av‡k cv‡k †Kvb gvjvgvj _vK‡e bv| †evW© Zvjv 

w`‡q AvUKv‡bv _vK‡e bv|  

 me P¨v‡bj¸wj cwi¯‹vi cwi”Qboe _vK‡Z n‡e| wfZ‡i †Kvb Wvó _vK‡e bv|  

 AwMoe wbivcËv (Fire Safety) t  
AwMoeKvÛ †_‡K wbivcËvi Rb¨ GKwU ¯̂qs m¤c~Y© bxwZ gvjv cÖbqb Kiv Av‡Q hv 
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mswkøó mevB‡K AewnZ Ki‡Z n‡e|  

1. †Kvb fv‡e/μ‡gB AwMoe `~N©Ubvi my‡hvM bv †`Iqv|  

2. KviLvbvi AvqZb Abyhvqx cÖwZ 550 eM© dz‡Ui Rb¨ GKwU AwMoe 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|  

3. ewnM©gb/Riæix ewnM©gb c_ mg~n KviLvbv PjvKvjxb me©`v †Lvjv _vK‡e|  

4. cÖ‡Z¨K wmwou,†d¬vi G AvB,wc,Gm mv‡cvU© mn Riæix evwZ Ges PvR©vi jvB‡Ui e¨e¯'v 

Kiv|  

5. †d¬vi/†mKkb Abyhvqx AwMoe wbe©vcb Kg©x, D×vi Kg©x I cÖv_wgK wPwKrmvKvix `j 

c~e©v‡ý MVb Kiv|  

Prepared by Subrata Das Gupta AGM (HR , Admin & Compliance) Approved by Amol Poddar 

Managing Director Health & Safety Policy  

6. AwMoe `yN©Ubv AvZ¡wek¦vmx n‡q AwMoe wbe©vcK hš¿ e¨envi Kiv|  

7. Av¸b jvMvi mv‡_ mv‡_ dvqvi G¨vjvg© I Ms †ej evRv‡Z n‡e|  

8. cÖ‡Z¨K †d¬vi/†mKkb Gi mwnZ †hvMv‡hvM wbq‡š¿i myweav‡_© P A System/n¨vÛ gvBK 

Gi e¨e¯'v Ki‡Z n‡e|  

9. gv‡m AšÍZ GKevi AwMoe cÖwZ‡iv‡ai Abykxj‡bi gva¨‡g kªwgK‡`i‡K GB AbvKvw․LZ 

`y‡h©vM †gvKv‡ejvi Rb¨ cÖ¯`Z Ki‡Z n‡e|  

10. dvqvi K‡›Uªvj c¨v‡bj †ev‡W©i gva¨‡g AwMoe `~N©Ubvi ¯'vb wPwýZ Kib|  

11. nvB‡Wªb wm‡óg, w¯cÖsKjvi wm‡óg Kvh©‣g Av‡Q wKbv Zvnv wbwðZ Kiæb|  

12. ewntM©gb c_ I †jb ¸wj njy` I jvj is w`‡q ¯có fv‡e wPwýZ Ki‡Z n‡e|  

13. 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|  

14. wbqwgZ M¨vm jvBb ˆe`y¨wZK jvBb Z_v wewfboe wdwUs cwi`k©b Ges i‣bv‡e‣Y Ki‡Z 

n‡e|  

 

 e¨w³MZ myiÿv miÄvgvw` (PPE) t  
d¨v±ix‡Z Avcbv‡`i wb‡R‡`i wbivcËvi Rb¨ wewfboe cÖKvi wc.wc.B (Personal 

Protective Equipment) †`qv Av‡Q| hviv Ifvi jK †gwkb Pvjv‡eb Zviv Aek¨B gv¯‹ 

c‡i KvR Ki‡eb| ¯úU iæ‡g hviv KvR Ki‡Qb Zviv Aek¨B †imwcwiUwi gv¯‹, n¨vÛm Møvfm, 

†Wªm Ges AvB Møvm c‡i KvR Ki‡eb| hviv wmRvi Ges KvUvi e¨envi Ki‡Qb Zviv Aek¨B 

‡m¸‡jv †eu‡a e¨envi Ki‡eb| wb‡Wj MvW©, AvB MvW©, cywj Kfvi Qvov ‡KD †gwkb Pvjv‡eb 

bv|  

1) kªwgK‡`i AvZ¡i‣vg~jK miÄvgvw`i e¨env‡ii KviY I wbqg m¤ú‡K© cÖv_wgK avibv cÖ`vb 

Kiv nq|  

2) kªwgK‡`i e¨w³MZ wbivcËvi Rb¨ KviLvbv KZ…©c‣ webvg~‡j¨ kªwgK‡`i g‡a¨ wbivcËv 

miÄvgvw` mieivn K‡i Ges G¸‡jvi e¨envi wel‡q kªwgK‡`i DrmvwnZ Kiv nq|  

3) wbivcËv miÄvg wnmv‡e kªwgK‡`i BDwbdig, gvmK&, Uzcx, nvZ †gvRv, Kv‡bi wQwc, 

†gwkb MvW© †hgb: AvB MvW©, wb‡Wj MvW©, wd½vi MvW©, cywj MvW© BZ¨vw` mieivn Kiv nq|  

4) GQvov e¨w³MZ Ges Drcvw`Z c‡Y¨i wbivcËvi Rb¨ kªwgK‡`i wmRvi, KvUvi, †fvgi 

BZ¨vw` DcKiY nv‡Z wKsev †gwk‡bi wó‡Ki mv‡_ h_vh_ fv‡e †e‡a KvR Ki‡Z n‡e|  

5) KvwUs †gwk‡b Kg©iZ kªwgK`i Rb¨ †gk Mvfm e¨envi eva¨Zvg~jK|  

6) fvi D‡Ëvj‡bi wbqgvejx I QK mKj †bvwUk †ev‡W© Uvwb‡q †`qv Av‡Q|  

7) AvbyôvwbKfv‡e kªwgK‡`i fvi D‡Ëvjb wk‣v`vb Kiv nq|  
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8) e¨w³MZ wbivcËv miÄvgvw` kªwgKiv mwVKfv‡e e¨envi Ki‡Q wKbv G welqwU mswkó 

mycvifvBRvi, jvBb Pxd, BbPvR©, †cÖvWvKkb Awdmvi wbwðZ Ki‡eb|  

9) ‡h †Kvb ai‡bi wbivcËv miÄvgvw` bó / †f‡½ †M‡j H kªwgK mv‡_ mv‡_ mswkó 

mycvifvBRvi / jvBbPxd / BbPvR© / †cÖvWvKkb Awdmvi †K Rvbv‡e| Zvic‡i mswkó 

Kg©KZ©v G wel‡q h_vh_ e¨e¯'v MÖnb Kwi‡e|  

 

10) AvZ¥i‣vg~jK miÄvgvw` e¨envi bxwZgvjv cÖ‡Z¨K †d¬v‡ii †bvwUk †ev‡W© Uvwb‡q †`qv 

n‡e| gvm©vi KZ…©cÿ me©`v Avkv K‡i AÎ cÖwZôv‡bi mKj kªwgK AvZ¥i‣vg~jK Dc‡iv³ 

wbqgvejx h_vh_fv‡e ‡g‡b Pj‡e|  

 

 ivmvqwbK wbivcËv (Chemical Safety) t  
K¨vwg‡Kj n¨vRvW© Gi Kvi‡Y hvnv‡Z kÖwgK‡`i ¯̂v‡¯'¨i †Kvb ai‡bi ÿwZ bv nq †mRb¨ 

wb‡¤oev³ cš'v AbymiY Ki‡Z n‡et  

 K¨vwg‡Kj wi¯‹ G¨v‡mR‡g›U Ki‡Z n‡e Ges †mB Abyhvqx e¨e¯'v MÖnY Ki‡Z n‡e|  

 K¨vwg‡Kj Gi Dci kÖwgK‡`i cÖwkÿY _vK‡Z n‡e|  

 Aby‡gvw`Z K¨vwg‡Kj e¨envi Ki‡Z n‡e|  

 cÖ‡Z¨K ivmvqwbK ª̀e¨ ivLvi cvÎ ch©vß †m‡KÛvix Kb‡UBb‡g›U Øviv myiwÿZ ivL‡Z n‡e|  

 cÖ‡Z¨K ivmvqwbK ª̀e¨ ivLvi cvÎ mwVKfv‡e †j‡ewjs Ki‡Z n‡e|  

 K‡›UBbvi Gi Mv‡q †gUvwiqvj †mdwU WvUvkxU _vK‡Z n‡e Ges Gi Dci cÖwkÿY _vK‡Z 

n‡e|  

 K¨vwg‡Kj ¯úxj K‡›Uªvj Gi PP©v Ki‡Z n‡e|  

 cÖv_wgK wPwKrmvi e¨e¯'v _vK‡Z n‡e|  

 ch©vß wc.wc.B Gi mieivn _vK‡Z n‡e|  

 

 kªwgKMb †hme RvqMvq KvR K‡i _v‡Kb †mme RvqMvq wbivc‡` cÖ‡e‡ki Rb¨ hyw³m½Z fv‡e 

ev Í̄e e¨e¯'v MÖnb Ki‡Z n‡e|  

 

 WvBwbs/K¨vw›Ub n‡ji wbivcËv t  

gvm©vi wWRvBb †U· wjt AÎ cÖwZôv‡b Drcv`b I Bnvi ¸YMZ gvb e„w×i j‡‣¨ Ges †`‡ki 

cÖPwjZ kÖg AvB‡bi cÖwZ kÖ×v †i‡L cÖ‡hvR¨ mKj w`K wb‡`©kbv I bxwZgvjv ‡g‡b Pj‡Z e× 

cwiKi| ZvB KZ…©cÿ cÖwZôv‡b kÖwgKM‡Yi myweavi Rb¨ AÎ cÖwZóv‡b GKwU mywekvj WvBwbs 

nj I K¨vw›U‡bi e¨e¯'v K‡i‡Qb| KZ…©cÿ cÖwZôv‡bi mKj ¯'v‡bi gZB we‡kl GB 

Gwiqv‡ZI Kg©iZ mK‡ji ¯̂v¯'¨ I wbivcËvi cÖwZ `vwqZ¡kxj|  

- WvBwbs/K¨vw›U‡b GjvKv me©`v mv¯'¨ m¤§Z I cwi¯‹vi cwi”Qboe ivL‡Z n‡e|  

- K¨vw›U‡bi Lv‡`¨i gvb, ¯v̂¯'¨ i‣v I cwi‡e‡ki Dci ¸iæZ¡ †`Iqv|  

- WvBwbs/K¨vw›U‡b GjvKv gkv-gvwQ I Ab¨vb¨ KxU-cZ‡½i Dc ª̀e †_‡K gy³ ivL‡Z n‡e|  

- K¨vw›U‡bi `vwqZ¡cÖvß e¨vw³i †cvlvK cwi”Q` I kvixwiK fv‡e me©`v cwi¯‹vi cwi”Qboe 

_vK‡Z n‡e|  

- K¨vw›U‡bi `vwqZ¡cÖvß e¨vw³i cÖ‡hvR¨ †gwW‡Kj †U÷ _vK‡Z n‡e Ges ïaygvÎ Wv³vix cix¶vq 

DËxY© e¨vw³B Lvevi cwi‡ekb Ki‡Z cvi‡e|  

- h_vh_ KZ…©c‡‣i Aby‡gv`b Qvov Abby‡gvw`Z e¨w³‡K w`‡q Lvevi cwi‡ekb Kiv hv‡e bv|  

- Lvevi cwi‡ek‡bi mKj ª̀e¨vw` e¨env‡ii ci cwi¯‹vi K‡i mv¯'¨ m¤§Z RvqMvq ivL‡Z n‡e|  

- Lvevi cwi‡ekb †k‡l e¨eüZ ª̀e¨vw`mn WvBwbs/K¨vw›Ub nj cwi¯‹vi cwi”Qboe K‡i cieZx© 
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w`‡b e¨env‡ii Rb¨ cÖ¯`Z ivL‡Z n‡e|  

- K¨vw›U‡bi mKj miÄvgvw` mZK©Zvi mv‡_ e¨envi Ki‡Z n‡e|  

 

 AwMœKvÛ †_‡K wbivcËv t  
AwMoeKvÛ †_‡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 AwMoe 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 AwMoe cÖwZ‡iv‡ai Abykxj‡bi gva¨‡g kªwgK‡`i‡K GB AbvKvw•LZ `y‡h©vM 

†gvKv‡ejvi Rb¨ cȪ ‘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|  

 e¨w³MZ myiÿv miÄvgvw` (PPE) t  
d¨v±ix‡Z Avcbv‡`i wb‡R‡`i wbivcËvi Rb¨ wewfboe cÖKvi wc.wc.B (Personal Protective 

Equipment) †`qv Av‡Q| hviv Ifvi jK †gwkb Pvjv‡eb Zviv Aek¨B gv¯‹ c‡i KvR Ki‡eb| ¯úU 

iæ‡g hviv KvR Ki‡Qb Zviv Aek¨B †imwcwiUwi gv¯‹, n¨vÛm Møvfm, †Wªm Ges AvB Møvm c‡i KvR 

Ki‡eb| hviv wmRvi Ges KvUvi e¨envi Ki‡Qb Zviv Aek¨B ‡m¸‡jv †eu‡a e¨envi Ki‡eb| wb‡Wj MvW©, 

AvB MvW©, cywj Kfvi Qvov ‡KD †gwkb Pvjv‡eb bv|  

 ˆe`ÿ wZK wbivcËv t  
ˆe ỳ¨wZK †Kvb ÎæwUi d‡j †hmKj ~̀N©Ubv N‡U ‡m¸‡jvB n‡”Q ˆe`y¨wZK wbivcËvi Av‡jvP¨ welq| 

ˆe ỳ¨wZK wbivcËvi Afv‡e wb‡¤oev³ ~̀N©Ubvmg~n NU‡Z cv‡i|  

✓ ÎæwUhy³ Zvi Ges Zv‡ii jym Kv‡bKkb †`Iqvi Kvi‡Y A‡bK mgq c‡RwUe Ges  

           †b‡MwUf Zvi G‡K Aci‡K ¯úk© Kivi gva¨‡g mU©mvwK©U ¯úvK© n‡q `~N©Ubv NU‡Z cv‡i|  

✓ myBs †gwkb Ges B‡jKwUªK¨vj gUi †Kwms Gi wfZi Wv÷ Rgv n‡q we`y¨r mvcøvB ‡fv‡ëR n«vm 

e„w×i Kvi‡Y A_ev ˆe ỳ¨wZK mU©mvwK©U Gi d‡j Dc‡iv³ ¯’v‡bi Wv÷ ¸‡jv‡Z Av¸b a‡i †h‡Z 

cv‡i Ges D³ Av¸b KviLvbvi mKj ’̄v‡b Qwo‡Z †h‡Z cv‡i|  

• ˆe ỳ¨wZK wbivcËv Avgiv wb‡¤oev³ Dcv‡q e„w× Ki‡Z cvwi t  

1. fv½v myBP, cøvM Ges jx‡KR Zvi e¨envi Kiv hv‡ebv  

            2. wbqwgZ Wv÷ cwi¯‹vi Ki‡Z n‡e  

            3. KvR Kivi ci mKj B‡jKwUªK AvqiY ¸‡jv jvBb †_‡K ms‡hvM wew”Qbœ K‡i ivL‡Z n‡e|  

 ivmvqwbK wbivcËv t  
K¨vwg‡Kj n¨vRvW© Gi Kvi‡Y hvnv‡Z kÖwgK‡`i ¯^v‡¯’¨i †Kvb ai‡bi ÿwZ bv nq †mRb¨ wb‡¤oev³ cš’v 

AbymiY Ki‡Z n‡et  

✓  K¨vwg‡Kj wi¯‹ G¨v‡mR‡g›U Ki‡Z n‡e Ges †mB Abyhvqx e¨e¯’v MÖnY Ki‡Z n‡e|  

✓  K¨vwg‡Kj wi¯‹ G¨v‡mR‡g›U Ki‡Z n‡e Ges †mB Abyhvqx e¨e¯’v MÖnY Ki‡Z n‡e|  

✓  K¨vwg‡Kj Gi Dci kÖwgK‡`i cÖwkÿY _vK‡Z n‡e|  

✓  Aby‡gvw`Z K¨vwg‡Kj e¨envi Ki‡Z n‡e|  

✓  cÖ‡Z¨K ivmvqwbK `ªe¨ ivLvi cvÎ ch©vß †m‡KÛvix Kb‡UBb‡g›U Øviv myiwÿZ ivL‡Z n‡e|  

✓  cÖ‡Z¨K ivmvqwbK `ªe¨ ivLvi cvÎ mwVKfv‡e †j‡ewjs Ki‡Z n‡e|  

✓  K‡›UBbvi Gi Mv‡q †gUvwiqvj †mdwU WvUvkxU _vK‡Z n‡e Ges Gi Dci cÖwkÿY _vK‡Z 

n‡e|  

✓  K¨vwg‡Kj ¯úxj K‡›Uªvj Gi PP©v Ki‡Z n‡e|  

✓  cÖv_wgK wPwKrmvi e¨e¯’v _vK‡Z n‡e|  

✓  ch©vß wc.wc.B Gi mieivn _vK‡Z n‡e|  
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  hš¿cvwZ wN‡i ivLv t  
MwZm¤§boe _vKvi mgq Ges e¨env‡ii mgq cÖ‡Z¨K KviLvbvq wb‡æv³ hš¿cvwZmg~n ch©vß wbg©vY e¨e ’̄v 

Øviv `„p fv‡e wN‡i ivL‡Z n‡e| cÖavb PvwjKvh‡š¿i cÖwZwU Pjgvb Ask Ges cÖavb PvwjKv h‡š¿i mv‡_ 

mshy³ cÖwZwU N~Y©vqgvb PvKv †hgbt  

• B‡jKwUªK †Rbv‡iUi, †gvUi I †ivUvix KbfvU©‡ii cÖwZwU Ask|  

• ‡h‡Kvb hš¿cvwZi cÖwZwU wec¾bK Ask|  
 

kZ© n‡”Q, †Kvb h‡š¿i †Kvb Ask Dc‡ivwjøwLZ wewa †gvZv‡eK wbivc` Ae ’̄vq i‡q‡Q wKbv A_ev wbivc` 

e¨e ’̄vax‡b ms¯’vwcZ n‡q‡Q wKbv Zv wbY©q Kivi mgq mswkøó hš¿ mwVKfv‡e Pvjy Av‡Q wKbv Zv we‡ePbvq 

Avbv n‡e bv, wewa ‡gvZv‡eK hš¿wU Pvjy Kiv| cÖwZwU msjMoe ¯OEz, †evë Ges N~Y©vqgvb PvKvi cÖwZwU 

Pvwe ev wcwbqb, kªwgK hvi ms¤ú‡k© Avmvi m¤¢vebv Av‡Q, Abyiƒc ms¤ú‡k© Avmv †iva Kivi Rb¨ „̀pfv‡e 

wN‡i ivLv e¨e¯’v Kiv|  

  Pjgvb h‡š¿i Dc‡i ev Kv‡Q KvR Kiv t  
KviLvbvq †Kvb hš¿ Pvjy _vKv Ae¯’vq cix¶v Kiv cÖ‡qvRb n‡j, A_ev D³ cix¶v Kv‡Ri djkÖæwZ‡Z 

†Kvb gvDw›Us ev †e‡ëi wkwcs ev †Zj jvMv‡bv ev Ab¨ †Kvb GWRvwós Acv‡ikb cÖ‡qvRb n‡j D³ 

cix¶v ev hš¿ Pvjbvi KvR †Kej AvUmvuU †cvkvK cwiwnZ we‡kl cÖwk¶YcÖvß cÖvßeq¯‹ cyiyl kªwgK Øviv 

Kiv‡bv Ges Zvi bvg D³ D‡Ï‡k¨ †iwRóv‡i AšÍf©~³ ivLv| †Kvb gwnjv kÖwgK‡K †Kvb h‡š¿i †Kvb Ask 

Pvjy _vKv Ae ’̄vq †mLv‡b cwi¯‹vi Kiv, †Zj jvMv‡bv ev web¨ Í̄ Kiv ev ms‡hvR‡bi KvR Ki‡Z bv †`qv|  
 

  †g‡S, wmuwo Ges cª‡ekc_t  
 

• †g‡S, wmuwo Ges PjvPj c_ gReyZ K‡i wbg©vb Ges myôzfv‡e i¶Yv‡e¶Y Kiv nq Ges KLbI 

wbivcËvg~jK e¨e¯’v MÖn‡Yi cÖ‡qvRbxqZv †`Lv w`‡j wmuwo, PjvPj c_ I M¨vsI‡q‡Z Dchy³ 

wbivcËv gyjK e¨e ’̄v MÖnb Kiv|  

• kªwgKMb †hme RvqMvq KvR K‡i _v‡Kb †mme RvqMvq wbivc‡` cÖ‡e‡ki Rb¨ hyw³m½Z  

 

fv‡e ev¯Íe e¨e¯’v MÖnb Ki‡Z n‡e|  

 

 Slip & Fall Protection:  
 

• †g‡S, wmuwo Ges PjvPj c_ mKj cÖKvi wcw”Qj c`v_©gy³, cwi®‹vi I hZ`~I m¤¢e ïK‡bv 

ivL‡Z n‡e| cvwbi jvBbmg~‡n cvwb hv‡Z wjK bv K‡i Ges ‡Kvb PjvP‡ji c‡_/¯’v‡b ¯’vqx 

cvwb RgvU evua‡Z bv cv‡I Zvi Rb¨ wbqwgZ gwbUwis Kiv|  

• ‡d¬vi mg~‡n wewfboe wbg©vb KvR ev Dboeqbg~jK KvR Pjvi mgq hv‡Z †KD cvwb‡Z wcQ‡j 

ev Dci †_‡K †Kvb wbg©vb mvgMÖx c‡i AvnZ bv nq A_ev hviv wmwou ev gB ev gvPv †e‡a KvR 

K‡i Zviv Dci †_‡K c‡i hvIqv e¨vcv‡i we‡klfv‡e mZK© _vK‡Z n‡e|  

• wbg©vbvaxb feb †_‡K hv‡Z wbg©vb mvgMÖx c‡i AvnZ bv nq Zvi Rb¨ †bU ev LvPv e¨envi Kiv 

wbqwgZ mZK©Zvg~jK m‡PZbZv e„w× Kiv|  

• ‡h‡nZz Drcv`b †d¬v‡ii †g‡S, wmuwo mg~n UvBjm ZvB cwi®‹viK `ªe¨ w`‡q cwi®‹viK Kivi mgq 

mZK©Zvg~jK U¨vM e¨eenvi Ki‡Z n‡e| hv‡Z †KB AmveavbZvekZ cv wcQ‡j AvnZ bv nq|  

• wmwou ev gB ev gvPv †eu‡a KvR Kivi †ÿ‡Î m‡eŸ©vP¨ mveavbZv MÖnY Ki‡Z n‡e| BÛvwóªqvj 

j¨vWvi e¨vwZZ KvR Kiv hv‡e bv Ges PvKvmg~n jK Av‡Q wKbv Zv cixÿv K‡I wb‡Z n‡e& 

Av‡iv mZK©Zvi Rb¨ bx‡P GKRb j¨vWv‡ii Ae¯’vb gReyZ ivL‡eb|  

• Qv` Ges wmuwomg~‡n i¨vwjs Ges MvW© AvBb Øviv wm× wbqg Abyhvqx gReyZfv‡e ¯’vcb Ki‡Z 

n‡e|  

• mKj ’̄v‡b ev †d¬v‡i wewfboe †Lvjv ¯’vb ev MZ© hv AvnZ ev nZvn‡Zi m¤¢vebv m„wó Ki‡Z 

cv‡i H mg¯Í ¯’vb Ly‡Ru †ei K‡I eÜ Kiv Ges wbqwgZ mZK©Zvg~jK m‡PZbZv e„w× Kiv|  

• D”PZv wbwe©‡k‡l hw` †Kvb kÖwgK ‡Kvb wec`¾bK †gwkb ev hš¿cvwZ‡Z c‡i hvIqvi m¤¢vebv 

_v‡K Zvn‡j H mKj ’̄v‡b †mBdwU †ewiqvi Gi e¨e ’̄v Ki‡Z n‡e|  
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• mg¯Í cošÍ e¯‘¸‡jvi SuywKmg~n wPwýZ Kiv Ges mKj n¨vÛ †iBj, `wo, †μb I nv‡b&©m mgyT 

e¨envi Dc‡hvMx K‡i ivLv|  
 

 hw` †Kvb kÖwgK g‡b K‡ib †h, Zvi Kv‡Ri ’̄vbwU ev Zvi m¤úvw`Z Kv‡Ri g‡a¨ 

Zvi RxeY SuywK Av‡Q ev †Kvb ¸iæZi wec‡`i m¤¢vebv Av‡Q Zvn‡j wZwb wb‡R‡K H 

KvR Kiv †_‡K weiZ ivL‡Z †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|  

 wewfbœ †÷vi G ev †Rbv‡iU‡ii wW‡Rj †÷v‡iR U¨vsK G wW‡Rj †jvW Kivi mgq 

h_vh_ wbivcËv c×wZ e¨envi cv‡¤úi mvnv‡h¨ wW‡Rj †jvW Kiv nq| Ges f~Mf©¯’ 

U¨vsK †hgb †mcwUK U¨vsK cwi®‹vi Kivi mgq mKj wbivcËv wewa †gb KvR Ki‡Z 

n‡e| G‡ÿ‡Î G Kv‡R cvi`k©x hvi AwfÁZv Av‡Q Zv‡`I w`‡q KvR Kiv‡bv hv‡e|  

 Mf©eZx I bZzb gv‡q‡`i ¯̂v ’̄¨ I wbivcËvi w`‡K m‡eŸ©vP¨ †Lqvj iv‡L‡Z n‡e| ¯^v ’̄¨ 

I wbivcËv SuywK n‡Z cv‡i Ggb mKj KvR †_‡K Mf©eZx I bZzb gv‡q‡`I myiÿv 

wbwðZ Ki‡Z n‡e|  

 

 

 

 

M) Kvh©m~Px ev¯Íevq‡bi mgqmxgv  

 

cwjwm wba©vi‡bi mv‡_ mv‡_ ¯v̂¯’̈  I wbivcËv bxwZgvjv Abyhvqx KviLvbvi Kv‡Ri mgq 

wba©viY 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              - mnt gnve¨e¯’vcK, wmwbt Awdmvi 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 †R¨ô 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¯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 

cÖkoe 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 ¯v̂¯’̈  I wbivcËv msµvšÍ bxwZgvjv m¤ú‡K© 
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AewnZ Kiv Ges †bvwUk †ev‡W© cÖ`k©‡bi gva¨‡g D³ cwjwm m¤ú‡K© AeMZ Kiv n‡e| gvbe 

m¤ú` Kg©KZ©vMY 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 ¯̂v¯’¨ I wbivcËv 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 ¯̂v¯’¨ I wbivcËv 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|  

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

 

K) `vwqZ¡ 

 

mnt gnve¨e ’̄vcK GBP.Avi GÛ Kgcøv‡qÝ wdWe¨vK Ges wbqš¿b Kvh©µ‡gi g~j 

`vwqZ¡ cvjb Ki‡eb| GQvovI ‡mBdwU ‡mKk‡b KZ©e¨iZ Kg©KZ©vMY D³ cwjwm 

wbqš¿‡b wefvMxq cÖavb‡K mn‡hvMxZv Ki‡eb|  

 

 

 

 

 

 

 

 

L) wdWe¨vK c×wZ 

 

wb‡¤oev³ Dcv‡q wdWe¨vK Ges wbqš¿b Kvh©m~Px cwiPvjbv Kiv nq-  

▪ kÖwgK, Kg©Pvix‡`i Rb¨ wdWe¨vK t  
 

wjwLZfv‡e ¯v̂¯’̈  I wbivcËv 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 I 

†mBdwU KwgwUi wgwUs G Av‡jvPbvi gva¨‡g ¯v̂¯’̈  I wbivcËv 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 ¯v̂¯’̈  I wbivcËv 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 ¯v̂¯’̈  I wbivcËv msμvšÍ g¨v‡bR‡g›U wiwfD wgwUs 
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Av‡qvRb Ki‡eb| D³ wgwUs‡q D×©Zb KZ…©cÿ weMZ Qq gv‡mi ¯v̂¯’̈  I wbivcËv 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  

gvm©vi wWRvBb †U· wjt G ¯̂v¯’¨ I wbivcËv 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 Í̄evqb 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| 

mf¨Zvi µgweKv‡ki mv‡_ mv‡_ gvmv©i 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 ¯Ẑš¿ 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| 
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¯^v¯’¨ I wbivcËv bxwZgvjv hvPvBKib  

Health & Safety Policy Check List 
 

KviLvbvi bvg t gvmv©i wWRvBb ‡U· wjwg‡UW 

 bxwZgvjvi bvgt ¯^v¯’̈  I wbivcËv bxwZgvjv | 

wbixÿKt------------------------------------- 

ZvwiLt-------------------------------------- 

 

µwgK 

bs 

hvPvBKib welq n¨uv bv gšÍe¨ 

1 ¯v̂ ’̄¨ 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 Í̄ 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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e½eÜz‡ivW, UsMvevox, Avïwjqv, mvfvi, XvKv| 
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A-c¶cvwZZ¡g~jK ev ˆelg¨nxbZv bxwZgvjv (Non-Discrimination Policy) 
 

‡Kv¤úvbx bxwZgvjv t 

(Company Policy)   

gvmv©i wWRvBb ‡U· wjwg‡UW GKwU 100% ißvbxg~Lx ¯̂bvgab¨ wcÖw›Us 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| gvm©vi KZ…©c¶ 

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

 

cÖwZkÖæwZt 

(Commitment)  
gvmv©i 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 gvm©vi 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 cÖkoe ev cix¶v K‡ib bv|  

A_©vr RvwZ, ‡`k, ag©, eY©, wj½, †MvÎ, eqm, Mv‡qi is, ˆeevwnK Ae ’̄v, kvwiwiK AÿgZv 

(wW‡RwewjwU), ivR‰bwZK gZv`k©, mvgvwRK Drm, †hŠb AwfgyLxKiY, GBP AvB 

wf/GBWm& ÷¨vUvm, Mf©ve¯’v/gvZ…‡Z¡i Ae ’̄v, cvwievwiK `vwqZ ¡ †¶‡ÎI †Kvb cÖKvi ‰elg¨ 

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

 
 

bxwZgvjvi AvIZv t 

(Scope) 

gvmv©i wWRvBb ‡U· wjwg‡UW G wb‡qvwRZ mKj kªwgK I Kg©Pvixi Rb¨ G bxwZgvjv 

cÖ‡hvR¨ n‡e| GKB mv‡_ gvmv©i wWRvBb ‡U· wjwg‡UW Gi mv‡_ hviv e¨emvwqK 

wewfbœ Kg©K‡Û RwoZ Zv‡`i †¶‡ÎI G bxwZgvjv cÖ‡hvR¨ n‡e| 

 

A-c¶cvwZZ¡g~jK ev ˆelg¨nxbZv bxwZgvjv 

(Non-Discrimination Policy)  
  

bxwZgvjvi bvg t-A-c¶cvwZZ¡g~jK ev ˆelg¨nxbZv bxwZgvjv|  

bxwZgvjv ïiæi ZvwiL   t 01-01-2011 Bs 

ms‡kva‡bi ZvwiL t 01/01/2023 Bs 

cieZ©x ms‡kva‡bi ZvwiL t 01/01/2024 Bs 

ms‡kva‡bi bv¤̂vi t 05 

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



Mercer Design Tex Limited 

Tongabari, Ashulia, Savar, Dhaka-1341 

100% Export Oriented Screen Print & Embroidery Project 

 

Prepared by Subrata Dasgupta AGM (HR , Admin & Compliance) 
 

Approved by Amol Podder Managing Director 
 

Non-Discrimination Policy 

3 

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|  

 
 
 
 
 
 
 
Organogramt 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

bxwZgvjv ev Í̄evqb c×wZt 

(Policy 

Implementation 
Procedure) t 

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| AÎ cÖwZôvb 

RvwZ,ag©, eY©, wj½, †MvÎ, eqm, Mv‡qi is, ˆeevwnK Ae ’̄v, kvwiwiK AÿgZv 

(wW‡RwewjwU), ivR‰bwZK gZv`k©, mvgvwRK Drm, †hŠb AwfgyLxKiY, GBP AvB 

wf/GBWm& ÷¨vUvm, Mf©ve¯’v/gvZ…‡Z¡i Ae ’̄v, RvwZMZ wbab BZ¨vw` †h †Kvb wel‡q †Kvb 

†ÿ‡ÎB †Kvb cÖKvi ˆelg¨ K‡i bv| 

 

K) wb‡qvM cÖwµqvq ˆelg¨ †iva (Non-discrimination in recruitment procedure)t 
 

gvm©vi wWRvBb †U· wjt kÖg AvBb 2006 Gi 345 aviv †gvZv‡eK †Kvb kÖwg‡Ki 

wb‡qv‡Mi mgq gwnjv, cyiæl ev cÖwZeÜxi †ÿ‡Î gRyix wba©vi‡b A‰elg¨, aviv-35 

†gvZv‡eK wkï wb‡qvM msµvšÍ Pzw³ m¤úv`b cwinvi, aviv-37 †gvZv‡eK kÖwg‡Ki 

mÿgZvi cÖZ¨qbc‡Îi †ÿ‡Î ‡Kvbiƒc ˆelg¨ bv K‡i wb‡qvM `v‡b cÖwZkÖæwZe×| 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| gvm©vi KZ…©cÿ mKj ˆelg¨gyjK AvPi‡bi we‡ivaxZv K‡i | GLv‡b 

cÖwZeÜx‡`i †¶‡ÎI mg AwaKvi wbwðZ 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‡qvMjvf Ki‡Z cv‡i Ges KviLvbvi Dbœq‡b f~wgKv ivL‡Z cv‡i| 

 

 

MD / Director 

AGM (Admin, HR & Com.) GM (Production) 

Sr. AGM (Production) 

A.P.M 

In-charge 

Supervisor 

Asst. Manager   (Admin, HR & 

Com.) 

Officer (Admin, HR & Com.) 

Welfare Officer 
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L) Ae¨wqZ QzwU I QzwUi gRyix cÖ`v‡b ˆelg¨ †iva (Non-discrimination in payment of wages for unveiledleave) 

gvm©vi wWRvBb †U· wjt kÖg AvBb 2006 Gi 10 aviv †gvZv‡eK †Kvb kÖwg‡Ki QzwU cÖ`vb 

I aviv-11 †gvZv‡eK kÖwg‡Ki PvKzix QuvUvB, wWmPvR©, AcmviY, eiLv Í̄, Aemi, c`Z¨vM 

ev †Kvb Kvi‡Y kÖwg‡Ki PvKzixi Aemvb NU‡j Zvnvi Ae¨wqZ QzwU ev QzwUKvjxb mg‡q 

cÖvc¨ gRyix cÖ`v‡b †Kvb ˆelg¨ K‡ibv| GKB cÖK…wZi ev GKB gvb ev g~‡j¨i Kv‡Ri Rb¨ 

gwnjv, cyiæl I cÖwZeÜx kÖwgKM‡bi Rb¨ mgvb gyRyixi bxwZ Abymib K‡i _v‡K| Ges GB 

msµvšÍ †Kvb wel‡q bvix cyiæl †f‡`i Kvi‡b †Kvb ˆelg¨ K‡ibv|  

M) Am`vPvib I `Û cÖvwßi †ÿ‡Î ˆelg¨ †iva (Non-discrimination in punishment for conviction &misconduct) t 

gvm©vi wWRvBb †U· wjt aviv 23 †gvZv‡eK Amv`vPib Ges `Û cÖvwßi †ÿ‡Î aviv 23 Gi 

(1)K, (2), (4) K Abyhvqx msNe×fv‡e B”QvK…Zfv‡e Aeva¨Zv, (L) gvwj‡Ki e¨emv ev 

m¤úwË m¤ú‡K© Pzwi, AvZ¥mvr, cÖZvibv ev AmvayZv; (M) Nyl MÖnb ev cÖ`vb; (N) Af¨vmMZ 

Abycw ’̄wZ; (O) Af¨vmMZ wej‡¤̂ Dcw ’̄wZ (P) cÖwZôv‡b cÖ‡hvR¨ AvB‡bi Af¨vmMZ 

j•Nb; (Q) D”Q…s•LjZv, `vsMv-nvsMvgv, AwMœms‡hvM, ev fvsPzi; (R) Kv‡R K‡g© Af¨vmMZ 

MvwdjwZ (T) gvwj‡Ki Awdwmqvj †iK‡W©i i`e`j, RvjKib, Ab¨vq cwieZ©b, Dnvi 

ÿwZKiY Ges aviv 24 †gvZv‡eK kvw Í̄i c×wZMZ †Kvb e¨vcv‡i †Kvbiƒc ‰elg¨ bv K‡i 

mKj kÖwg‡Ki Rb¨ AvBbvbyhvqx Z`šÍ mv‡c‡ÿ wbi‡cÿ kvw Í̄i weav‡b wek¦vmx|  

N) Rwigvbv wba©vi‡b ˆelg¨ †iva (Non-discrimination in prescribed relating to fine) t 

gvm©vi wWRvBb †U· wjt kÖg AvBb 2006 ms‡kvwaZ (2013) Abyhvqx aviv 25 Gi mKj 

weavb AbymiY mv‡c‡ÿ ‡Kvb ˆelg¨ bv †i‡L kÖwg‡Ki Rwigvbv wba©vi‡Y wek¦vmx Ges mKj 

Rwigvbv I Dnvi Av`vq evsjv‡`k kÖg wewagvjv 2015 Gi wewa Abyhvqx wba©vwiZ GKwU 

†iwR÷ªv‡i wjwce× Kwiqv Av`vqK…Z Rwigvbv cÖwZôv‡b wb‡qvwRZ kÖwgKM‡bi Kj¨vYg~jK 

Kv‡R e¨q Ki‡Z A½xKvie×|  

O) eiLv Í̄ cÖwµqvq ˆelg¨ †iva (Non-discrimination in termination procedure) t 

gvm©vi wWRvBb †U· wjt eiLv¯Í, BZ¨vw` e¨ZxZ Ab¨fv‡e gvwjK KZ„K kÖwg‡Ki PvKzixi 

Aemv‡bi †ÿ‡Î †Kvb iKg ˆelg¨ bv K‡i evsjv‡`k kÖg AvBb 2006 (ms‡kvwaZ-2013) 

Gi aviv-26 Gi mKj weavb Abyhvqx D³ PvKzixi Aemvb wb®úwË K‡i _v‡K| 

P) kÖwgK KZ…K PvKzixi Aemv‡b ˆelg¨ †iva (Non-discrimination in termination of employment byworkers) t 

‡Kvb ’̄vqx kÖwgK gvwjK‡K lvU w`‡bi wjwLZ †bvwUk cÖ`vb Kwiqv Zvnvi PvKzix nB‡Z  

B¯Ídv w`‡Z cv‡ib| †g‡Uªv KZ…©cÿ kÖwgK KZ„K PvKzixi Aemv‡bi †ÿ‡Î †Kvb ˆelg¨ bv 

K‡i kÖwg‡Ki mKj gRyix I hveZxq cvIbvw` Ges Ab¨vb¨ myweavw` evsjv‡`k kÖg AvBb 

2006 (ms‡kvwaZ-2013) Gi aviv-27 Abyhvqx cwi‡kva Ki‡Z cÖwZkÖæwZe×| 

Q) hveZxq cvIbv cwi‡kv‡a ‰elg¨ †iva (Non-discrimination in all payment procedure)t  

gvm©vi wWRvBb †U· wjt kÖwg‡Ki P~ovšÍ cvIbv cwi‡kv‡ai ‡ÿ‡Î †Kvb iƒc ˆelg¨ bv K‡i 

kÖg AvBb 2006 (ms‡kvwaZ-2013) Gi aviv-30 Abyhvqx kÖwg‡Ki hveZxq cvIbv 

cwi‡kv‡a cÖwZÁve×|    
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R) Awf‡hvM c×wZ wb¯úwË‡Z ˆelg¨ †iva (Non-discrimination in grievance procedure)t 

gvm©vi wWRvBb †U· wjt mKj cÖKvi Awf‡hvM MÖnY I wb®úwËi †ÿ‡Î †Kvb iKg ˆelg¨ 

e¨wZ‡i‡K kÖg AvB‡bi aviv-33 Abyhvqx mKj Dcaviv I wewa †gvZv‡eK kÖg Av`vj‡Zi 

weavb gvwdK mKj mgm¨vi wb®úwËi Rb¨ A½xKvie×| 

S) cÖm~wZ Kj¨vY myweav cÖ`v‡b ˆelg¨ †iva (Non-discrimination to provide maternity benefit) t 

gvm©vi wWRvBb †U· wjt cÖm~wZ Kj¨vY myweav cÖ`v‡bi ‡ÿ‡Î †Kvb ˆelg¨ bv K‡i kÖg 

AvB‡bi aviv (45) KwZcq †ÿ‡Î gwnjv kÖwg‡Ki wb‡qv‡M wb‡la; aviv (46) cÖm~wZ Kj¨vY 

myweav cÖvwßi AwaKvi Ges cÖ`v‡bi `vwqZ¡; aviv (47) cÖm~wZ Kj¨vb myweav cwi‡kva 

msµvšÍ c×wZ; aviv (48) cÖm~wZ Kj¨vY myweavi cwigvb; aviv (49) gwnjvi g„Zz¨i †ÿ‡Î 

cÖm~wZ Kj¨vY myweav cÖ`vb; aviv (50) KwZcq †ÿ‡Î gwnjvi PvKzixi Aemv‡b evav Ges 

evsjv‡`k kÖg wewagvjv 2015 Gi wewa 38 Abyhvqx QzwU cÖvwß cÖf~wZ †ÿ‡Î ˆelg¨gy³ bxwZ 

ev¯Íevq‡b „̀p cÖwZÁ| wb‡qv‡Mi c~‡e© †Kvb gwnjvi AšÍtmZ¡v cix¶v Kiv nq bv| 

GQvov GKRb gwnjv kÖwgK hLb gvZ…Z¡Kvjxb QzwU‡Z hv‡eb Zvi mKj my‡hvM-myweav, 

†eZb, c`ex, c`bœwZ, C` †evbvm, evrmwiK QzwUi cvIbvw` BZ¨vw` myweav AcwiewZ©Z 

_vK‡e, h_v wbq‡g G mKj myweav wZwb ‡fvM Ki‡eb| 

T) kªwg‡Ki Kj¨vY g~jK myweav cÖ`v‡b ˆelg¨ †iva (Non-discrimination to provide workers 

welfarefacilities)t  

gvm©vi wWRvBb †U· wjt kÖwg‡Ki Kj¨vb g~jK myweav cÖ`v‡bi †ÿ‡Î †Kvb ˆelg¨ K‡i bv, 

Ges D³ myweav cÖv`v‡bi Rb¨ kÖg AvBb 2006 (ms‡kvwaZ-2013) Gi aviv (89) 

cÖv_wgK wPwKrmvi miÄvg cÖ`vb; aviv (92) K¨vw›Ub myweav cÖ`vb Ges aviv (93) wekÖvg 

K‡ÿi myweavi mKj weavb gvwbqv Pwj‡Z cÖwZkÖæwZe×| 

U) Kg©N›Uv I QzwU cÖ`v‡b ˆelg¨ †iva (Non-discrimination to provide working hour & leave)t  

gvm©vi wWRvBb †U· wjt kÖwg‡Ki Kg©N›Uv I QzwU wba©vi‡b †Kvb ˆelg¨ bv K‡i kÖg AvBb 

2006 (ms‡kvwaZ-2013) Gi aviv (100) ˆ`wbK Kg©N›Uv wba©viY; aviv (101) wekÖvg ev 

Avnv‡ii Rb¨ weiwZ cÖ`vb; aviv (102) mvßvwnK Kg©N›Uv wba©viY; aviv (103) mvßvwnK 

QzwU wba©viY; aviv (104) ÿwZc~iYg~jK mvßvwnK QzwU wba©viY; aviv (105) Kg© mg‡qi 

m¤úªmviY; aviv (106) ˆbk cvjv wba©viY; aviv (108) AwaKvj K‡g©i Rb¨ AwZwi³ fvZv 

cÖ`vb; aviv (109) gwvnjv kÖwg‡Ki Rb¨ mxwgZ Kg© N›Uv wba©viY; aviv (110) ˆØZ PvKzixi 

Dci evav cÖ`vb; aviv (111) cÖvßeq¯‹ kÖwg‡Ki Kv‡Ri mg‡qi †bvwUk cÖ`vb; aviv (113) 

‡bvwUk Ges †iwR÷ªv‡ii mwnZ Kg©N›Uvi wgj ivLv; aviv (115) ˆbwgwËK QzwU cÖ`vb; aviv 

(116) cxov QzwU cÖ`vb; aviv (117) gRyixmn evrmwiK QzwU cª`vb; aviv (118) Drme QzwU 

cÖ`vb; aviv (119) QzwU A_ev e‡Üi mg‡qi gRyix I wnmve cÖ`vb mn Dc‡iv³ aviv¸wji 

mKj weavb I cÖweavb gvwbqv Pwj‡Z cÖwZkÖæwZe×| 

V) gRyix I Dnvi cwi‡kv‡a ˆelg¨ †iva (Non-discrimination in wages & payment)t 

gvm©vi wWRvBb †U· wjt 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) 
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gRyix cwi‡kv‡ai `vwqZ¡, aviv (122) gRyixKvj w ’̄wiKiY, aviv (123) gRyix cwi‡kv‡ai 

mgq wba©viY, aviv (124) cÖPwjZ gy ª̀v 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 Pwj‡Z „̀p cÖwZÁ| 

W) msMVb Kivi ¯̂vaxbZv cÖ`v‡b ˆelg¨ †iva (Non-discrimination in freedom of association)t 

gvm©vi wWRvBb †U· wjt kªwg‡Ki msMVb Kivi †ÿ‡Î †Kvbiƒc ˆelg¨ m„wó bv K‡i kÖg AvBb 2006 

(ms‡kvwaZ 2013) Abyhvqx kÖwgK‡K msMVb Kivi †ÿ‡Î c~Y© ¯v̂axbZv cÖ`v‡b wek¦vmx Ges gvwjK kÖwgK 

m¤úK© A_ev kÖwgK Ges kÖwg‡Ki m¤úK© wbqš¿‡bi j‡ÿ¨ †Kvb ‰elg¨ QvovB mKj kÖwg‡Ki †UªW BDwbqb 

MVb Kiv I †hŠ_ `I KlvKwl Ges BDwbq‡bi MVbZš¿ mv‡c‡ÿ Zvnv‡`i wbR¯̂ cQ‡›`i †UªW BDwbq‡b 

†hvM`v‡bi AwaKvi cÖ`v‡b wek¦vmx| Kg©iZ kÖwgKMY ¯v̂axbfv‡e b¨vqmsMZ I AvBbvbyM †h †Kvb 

wkíwe‡iva m¤úwK©Z wel‡q gZwe‡iva _vK‡j AvBbvbyM c×wZ‡Z ag©NU Kivi †ÿ‡ÎI †Kvb ˆelg¨ Kiv 

nq bv| KwgwU‡Z AskMÖnY I Zv‡`I Kg©KvÛ BZ¨vw` welq wb‡qI †Kvb ˆelg¨ Kiv nq bv| 

 

X)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| 
 

 

Y) †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|   

Z) ‡`kxAwfevmx Kg©x‡`i A‰elg¨ bxwZ t 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, জাতীয়নিষ্কাশি, mvgvwRK Drm, AÿgZv, এইচআইনি / এইডসনিনত, য ৌিদৃনিিনি, 

গিভ াবিা / মাতৃত্বেরনিনত, বববানিকঅবিা, বয়সবাজাতীয়তা 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 gvm©vi †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| 

_) GBP AvB wf/GBWm& I Ab¨vb¨ msµgb e¨vwa‡Z AvµvšÍ Kg©x‡`i ‡ÿ‡Î A‰elg¨ bxwZ t  

GBP AvB wf/GBWm& I Ab¨vb¨ msμvgK e¨vwa‡Z (TB, Covid-19, other Contagious diseases) 

AvµvšÍ Kg©x‡`i †¶‡Î bvix-cyiæl †f`v‡f` bv K‡i mg AwaKvi wbwðZ K‡i| A_©vr †Kvb 

kÖwgK hw` GBP AvB wf/GBWm& ev Ab¨vb¨ msµgb e¨vwa‡Z AvµvšÍ nb Ges Zvi 

†gwWK¨vj mvwU©wd‡KU I wZwb hw` g‡b K‡ib wZwb kvwiixKfv‡e KvR Ki‡Z mÿg ev wbR 
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`vwqZ¡ cvj‡b Dchy³ Zvn‡j wZwb K‡g© †hvM`vb Kwi‡Z cvwi‡eb| c‡`vbœwZ I †ckvMZ 

`¶Zv e„w×i †¶‡ÎI mgZvbxwZ MÖnb Kiv nq| GQvovI †Kvb GBP AvB wf/GBWm& I 

Ab¨vb¨ msµgb e¨vwa‡Z AvµvšÍ Kg©x hv‡Z Ab¨vb¨ kÖwgK‡`i Øviv ˆel¨‡g¨I ¯̂xKvi bv nb 

†mRb¨ Ab¨vb¨ mKj kÖwgK‡K wb‡ ©̀kbv cÖ`vb I m‡PZbZv/cÖwkÿY cÖ`vb 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‡qvMjvf Ki‡Z cv‡i Ges KviLvbvi 

Dbœq‡b f~wgKv ivL‡Z cv‡i| 

 †MvcYxq Aby‡hvM c×wZt 

(Confidential 

Grievance 
Proce.dure)   

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×| 

`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) t- AÎ bxwZgvjv Abymib Ki‡eb Ges bxwZgvjv ev¯Íevqb Kivi Rb¨ 

cÖ‡qvRbxq e¨e ’̄v wb‡eb| 

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

e¨w³M‡Yi gva¨‡g GB bxwZgvjv ev Í̄evqb Ki‡eb|  

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

cÖav‡bi gva¨‡g GB bxwZgvjv ev Í̄evqb Ki‡eb|  

wmwbt Kg©KZ©v (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 wmwbt e¨e ’̄vcK 

(gvbem¤ú` I cÖkvmb) †K AeMZ Ki‡eb|  

mnt 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 mnt 

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|  
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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- gvmv©i wWRvBb ‡U· wjwg‡UW G 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| 

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 (gvbem¤ú`, cÖkvmb I 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 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 Í̄evqb 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 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¨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 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 
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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| 

DcwiD³ Av‡jvPbv n‡Z GB wm×v‡šÍ DcbxZ nIqv hvq †h, ißvbxgyLx wcÖw›Us wk‡í Drmvnx I wb‡ew`ZcÖvb kªwgK I Kg©Pvixe„›` mvd‡j¨i 

wbqvgK kw³ wn‡m‡e KvR K‡ib| ¯v̂fvweKfv‡eB GB wk‡í wb‡qvwRZ mKj kªwgK ‡Kvb iKg ‰elg¨Ki‡Yi ¯x̂Kvi 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 gvmv©i wWRvBb ‡U· wjwg‡UW 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 gvmv©i wWRvBb ‡U· wjwg‡UW 

 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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1. bxwZgvjv (Policy) 

†Kv¤úvbx bxwZgvjv 

†Nvlbv(Company Policy 

Statement) 

gvmv©i wWRvBb ‡U· wjwg‡UW GKwU 100% ißvbxg~Lx ¯b̂vgab¨ wcÖw›Us 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 gvmv©i wWRvBb ‡U· wjwg‡UW 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) 

gvmv©i wWRvBb ‡U• wjwg‡UW G wb‡qvwRZ mKj kªwgK, Kg©KZ©v I Kg©Pvixi Rb¨ G bxwZgvjv cÖ‡hvR¨ 

n‡e|  

m~Î 

(Law Reference) 

gvmv©i wWRvBb ‡U· wjwg‡UW 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 gvmv©i wWRvBb ‡U· wjwg‡UW 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 gvmv©i wWRvBb ‡U• 

wjwg‡UW e¨e¯’vcbv KZ…cÿ A½xKvie×| 

msMVb (Organization) 

2.1  

cwjwm ev Í̄evqbKivi 

`vwqZ¡cÖvß e¨w³ 

(Responsible person for 

implement the policy) 

 

 

 

 

 

 

 

 

Awf‡hvM/Aby‡hvM bxwZgvjv 

Grievance Policy 

bxwZgvjv ïiæi ZvwiL 01/01/2011 Bs 

ms‡kva‡bi ZvwiL 04/01/2023 Bs 

cieZ©x ms‡kva‡bi ZvwiL 04/01/2024 Bs 

ms‡kva‡bi bv¤̂vi 07 

Ref No: S(S)P-08(07)  

MD/Director 

AGM (HR, Admin & Com.) 

Asst. Manager (HR, Admin & Com.) 

Officer (HR, Admin & Comp.) Sr. Welfare Officer 
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2.2 

`vwqZ¡cÖvß e¨w³e‡M©i 

KvR(Responsibilities of 

Assigned Persons) 

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

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¨| 
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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 Í̄evqb 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| 

Z‡e we‡kl K‡i gvbe m¤ú` wefv‡Mi †R¨ô e¨e ’̄vcK I Kj¨vY Kg©KZ©vMY D³ 

bxwZgvjvev Í̄evq‡b g~j f~wgKv cvjb Ki‡eb|  

L)  

bxwZgvjv ev Í̄evqb c×wZ : 

(Policy Implementation 

Procedure) 

 

gvm©vi 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 

¯x̂Kvi/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 ª̀æZ 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 

gvm©vi wWRvBb †U· wjwg‡UW KZ…©c¶ AbymiY K‡i _v‡Kb|  
 

L. Awf‡hvM Rvbv‡bvi c×wZt ‡Mvcbxqfv‡e Awf‡hvM Rvbv‡bvi wel‡q gvm©vi wWRvBb †U· 

wjwg‡UW KZ©„c¶ hZœkxj| wbgœewY©Zfv‡e kªwgK-Kg©PvixMY Zv‡`i Awf‡hvM mg~n KZ©„c‡¶i 

† „̀wó‡MvP‡i Avb‡Z cv‡ibt --- 

 

➢ †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| 
 

➢ kÖwgKiv AskMÖnbKvix KwgwUi gva¨‡g Zv‡`i Awf‡hvM KZ©„c‡¶i „̀wó‡MvP‡i Avb‡Z 

cv‡ib| 
 

➢ kªwgKiv mivmwi nU jvBb (01730-785523) bv¤^v‡i †dvb K‡i Zvi Awf‡hvM 

KZ©„c‡¶i `„wó‡MvP‡i Avb‡Z cv‡ib| 
 

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

➢ 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| 
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➢ kªwgKiv B‡”Q Ki‡j mivmwi ‡R¨ô e¨e ’̄vcK (gvbem¤ú`, cÖkvmb I Kgcøv‡qÝ) Gi 

wbKU Zvi Awf‡hvM Rvbv‡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  nqivbx, MvjvMvwj A_ev Ab¨ †h †Kvb wel‡q Kv‡iv †Kvb m‡›`n _vK‡j †h 

†KD B”Qv Ki‡j  †jvKvj e¨vÛ A_ev ¯’vbxq `vwqZ¡kxj †h †Kvb cÖwZwbwai 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 

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| 
 

➢ hw` †Kvb kÖwgK KviLvbv QzwUi c‡i evmvq ev evwn‡i †Kv_vI †h †Kvb 

cÖ‡qvR‡b ev wec`MÖ Í̄ n‡q †Kvb ai‡bi mn‡hvwMZv Pvq Zvn‡j KviLvbv KZ…©cÿ 

ZvrÿwbK fv‡e mn‡qvwMZv K‡i _v‡Kb| G e¨cv‡i wg: gvBbywÏb, wmwbt Awdmvi 

(cÖkvmb), †gvevBj bv¤̂vi- 01713-369948 Gi mv‡_ †hvMv‡hvM Kivi Rb¨ 
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ejv nBj| 
 

➢ ‡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 A_ev KZ…©cÿ‡K 

mivmwi Rvbv‡Z cvi‡eb|  

 

➢ GQvovI hw` kÖwg‡Ki D_&_vwcZ ‡Kvb Awf‡hvM wbKUZg KZ©„c¶ (jvBb e¨e ’̄vcbv 

KZ…©cÿ- mycv&ifvBRi- BbPvR©-wc Gg) I gvbe m¤ú` wefvM I AskMÖnYKvix 

KwgwUi m`m¨MY Avkvbiæc mgvavb Ki‡Z e¨_© nb Zvn‡j Awf‡hvM wbim‡bi Rb¨ 

DaŸ©Zb KZ©„c‡¶i (m‡e©v”P Dea©Zb KZ©„cÿ ch©š Í) eive‡i DÌvcb K‡i Zvi 

Awf‡hvM KZ©„c‡¶i `„wó‡MvP‡i Avb‡Z cv‡ib|  
 

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 Zvi †h †Kvb Awf‡hvM- †emiKvix ms ’̄v, gwnjv 

mwgwZ, ¯v̂¯’̈ †K› ª̀ 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¨ 

evqvi/BDwbqb cÖwZwbwa ewnivMZ †Kvb †÷K †nvìv‡ii mvnvh¨ cÖ‡qvRb Z‡e wZwb 

KwgDwbwU ‡g¤̂vi ev †jvKvj eªvÛ cÖwZwbwai mn‡hvMxZv wb‡Z cvi‡eb| 
 

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‡ev©cwi ‡h †Kvb Awf‡hvM D_&_vc‡bi ZvwiL n‡Z m‡eŸ©vP¨ 60 (lvU) w`‡bi g‡a¨ Awf‡hvM wb®úwËi 

mKj ai‡bi Kg©KvÛ mgvß Ki‡Z n‡e|  
 

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| 

 

❖ cybwe©Pv‡ii Rb¨ Awf‡hvM c×wZ t   
 

hw` †Kvb kÖwgK Awf‡hvM wb®úwËg~jK e¨e ’̄vq Amš‘ó ev wb®úwË cÖwµqvq †Kvb Awf‡hvM 

_v‡K ev kÖwg‡Ki †KvbiKg cybwe©Pv‡ii Av‡e`b ev Avcxj _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¯Í 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 
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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|  

 

Awf‡hvM KwgwUi Kvh©c×wZ: 
 

➢ 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| 

➢ Ab¨ mKj †ÿ‡Î Awf‡hvM KwgwU welqwU Z`šÍ Ki‡e| 

➢ 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 

cvwicvwk̂©K Awf‡hv‡Mi †ÿ‡Î †gŠwLK cÖgvY QvovI cvwicvwk̂©K cÖgv‡Yi Dci 

¸iæZ¡ †`qv n‡e| 

➢ 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| 

➢ 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| 

➢ 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‡biAwf‡hvM wbimb Kiv n‡e| 

N) Kvh©m~Px ev Í̄evq‡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| 
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• GB bxwZgvjv h_vhZfv‡e cvjb Kiv n‡”Q wKbv Zv wbwðZ Ki‡Z cÖwZgv‡mB 

mnt 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¨cv‡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 - mnt gnve¨e¯’vcK, wmwbt Awdmvi 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‡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 msiÿY Ki‡Z n‡e| Ges gvbe m¤ú` e¨e ’̄vcK D³ `vwqZ¡ 

cvjb Ki‡eb| 

▪ `vwqZ¡ cÖvß `‡ji mv‡_ †hvMv‡hvMt 
 

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‡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© ¯v̂ÿi 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‡hvMt 

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‡et 

• †Uªwbs Gi gva¨‡g †hvMv‡hvMt  

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| 
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• 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‡hvMt  

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¡ 

mnt 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 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 ‡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| 
 

▪ kÖwgK, Kg©Pvix‡`i Rb¨ wdWe¨vK t 
 

wjwLZfv‡e Awf‡hvMm¤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‡hvMbxwZgvjv 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 bxwZgvjvmsµvšÍ †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‡hvMmsµvšÍ 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 

 gvm©vi wWRvBb †U· wjwg‡UW G Awf‡hvMbxwZgvjvi Kvh©KvwiZv ch©‡eÿ‡Yi Rb¨ 
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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 Í̄evqb wbwðZ Ki‡Z n‡e| 

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

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

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

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

 

ißvbxgyLx wcÖw›Us wk‡í Drmvnx I wb‡ew`ZcÖvb kªwgK I Kg©Pvixe„›` mvd‡j¨i wbqvgK kw³ wn‡m‡e KvR K‡ib| 

¯v̂fvweKfv‡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 gvm©vi wWRvBb †U· wjwg‡UW Ggb GKwU Drcv`b mnvqK Kg© cwi‡ek m„wó Ges eRvq 

ivL‡Z e×cwiKi| 
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Grievance Policy 

 

 

Awf‡hvM bxwZgvjv hvPvBKib 

Grievance Policy Check List 
 

KviLvbvi bvg t gvmv©i wWRvBb ‡U· wjwg‡UW 

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`vbKiv 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) 

gvm©vi wWRvBb †U· wjwg‡UW GKwU 100% ißvbxg~Lx wcÖw›Us cÖwZôvb| gvm©vi 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 Í̄e 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) 

gvm©vi 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) 

gvm©vi wWRvBb †U· wjwg‡UW G wb‡qvwRZ/Kg©iZ mKj kªwgK, Kg©KZ©v I Kg©Pvixi Rb¨ G bxwZgvjv 

cÖ‡hvR¨ n‡e|  

m~Î 

(Law Reference) 

gvm©vi wWRvBb †U· wjwg‡UW 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) 

gvm©vi wWRvBb †U· wjwg‡UW Gi KZ©„cÿ GKwU Kvh©Ki QzwUi bxwZgvjv cÖbq‡bi gva¨‡g GKwU 

myk„•Lj Kg© cwi‡ek ˆZix‡Z cÖwZkÖæwZe×| 

2. msMVb (Organization) 

QzwU bxwZgvjv 

Leave Policy 

bxwZgvjv ïiæi ZvwiL 01/01/2011 Bs 

ms‡kva‡bi ZvwiL 04/01/2023 Bs 

cieZ©x ms‡kva‡bi ZvwiL 04/01/2024 Bs 

ms‡kva‡bi bv¤̂vi 07 

Ref No:  S(S)P-09(07)  
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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) 

 

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

 

cwjwm ev Í̄evq‡b g~j `vwh‡Z¡ _vK‡eb| D³ cwjwm ev QzwU msµvšÍ wel‡q †Kvb c‡ÿi 

g‡a¨ †Kvb Awf‡hvM, cÖ Í̄ve 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 Í̄evq‡b mivmwi 

Z`viwK Ki‡eb| 
 

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

 

 

DaŸ©Zb KZ…c‡ÿi Av‡`k I AbygwZ mv‡c‡ÿ QzwUi bxwZgvjv ev Í̄evq‡bi Rb¨ h_vh_ 

c`‡ÿc MÖnb Ki‡eb| wbqwgZ wgW-‡j‡fj †g‡bR‡g›U, myvifvBRvi 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¨ Ò QzwU Ó 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| 

mnt gnv: e¨e¯’vcK

(GBP.Avi GÛ Kgcøv‡qÝ)   

mnt e¨e¯’vcK (GBP.Avi GÛ 

Kgcøv‡qÝ)

Awdmvi

 (GBP.Avi GÛ Kgcøv‡qÝ)

I‡qj‡dqvi Awdmvi

wefvMxq cÖavb (mswkøó wefvM)

BbPvR© (mswkøó wefvM)

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

3.1 ev Í̄evqb 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| 

• ‰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| 

 

• 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| 
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• 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| 

✓ gvm©vi wWRvBb †U· wjwg‡UW Gi 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 

 

c~e©eZx© gv‡mi cÖvß gRyix × AwR©Z QzwUi w`b 
= ---------UvKv 

30 

 

‡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| 

✓ gvm©vi wWRvBb †U· wjwg‡UW Gi 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  
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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 

c~e©eZx© gv‡mi cÖvß gRyix × AwR©Z QzwUi w`b 
= ----------- UvKv 

      30 

 

• gvZ…Z¡Kvjxb QzwUt  

 

gvZ…Z¡Kvjxb myweav cÖ`vb bxwZ 

 

✓ gvm©vi wWRvBb †U· wjwg‡UW 2006 m‡bi gvZ…Z¡Kj¨vY AvBb Abyhvqx gwnjv kÖwgK‡`i 

gvZ…Z¡Kvjxb my‡hvM myweav †`qvi e¨vcv‡i A½xKvie×| 

✓ gvm©vi wWRvBb †U· wjwg‡UW 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¨| 

✓ gvm©vi wWRvBb †U· wjwg‡UW Gi gvZ©Z¡KY¨vY myweav cÖ`v‡bi †ÿ‡Î wb‡ œ̄v³ 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 (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 
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gvm©vi wWRvBb †U· wjwg‡UW Gi †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  

 

gvm©vi wWRvBb †U· wjwg‡UW Gi 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 | 

• ỳ»`vqx gv‡qi Rb¨ QzwU t  

 

KviLvbvq Kg©iZ `y»`vqx gv‡q‡`i cÖwZ 02 (`yB 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¨ gRyix 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 Í̄ 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` c Övw_©Z QzwU 

`iLv‡ Í̄i Zvwi‡L A_ev Dnvi wZb w`‡bi g‡a¨ ïiæ Kwi‡Z nq, Zvnv nB‡j Abyiæc Av‡`k 

`iLv Í̄ cÖvwßi w`‡bB cÖ`vb Kwi‡eb| 
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• 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| 

 

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, wmwbt Awdmvi 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¯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| 

▪ 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` 
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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 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¡  

 

mn 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 wmwbt Awdmvi Ges wefvMxq cÖavbMY mn 

gnve¨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 
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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 
 

gvm©vi wWRvBb †U· wjwg‡UW 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| 

 

 

 

 

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 Í̄evqb 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 K‡›Uªvj (Feedback & Control) 

• wdWe¨vK Ges wbqš¿b Kg©©m~Px Abyhvqx| 
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AwMœ wbivcËv bxwZgvjv (Fire Safety Policy) 
 

 

‡Kv¤úvbx bxwZgvjv t 

(Company Policy)   

gvmv©i wWRvBb ‡U· wjwg‡UW GKwU 100% ißvbxg~Lx ¯̂bvgab¨ wcÖw›Us 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| gvm©vi KZ…©c¶  ¯v̂¯’¨ 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| gvmv©i KZ©…c¶ Kg©iZ kªwgK Kg©Pvix‡`i 

mvwe©K wbivcËvi wel‡q me©`v cÖwZkÖæwZe×| gvm©vi 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 

gvmv©i wWRvBb ‡U· wjwg‡UW G wb‡qvwRZ mKj kªwgK I Kg©Pvixi Rb¨ G bxwZgvjv 

cÖ‡hvR¨ n‡e| GKB mv‡_ gvmv©i wWRvBb ‡U· wjwg‡UW 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|  

 

 

 

AwMœ wbivcËv bxwZgvjv 

(Fire Safety Policy) 
 

bxwZgvjvi bvg t  AwMœ wbivcËv bxwZgvjv | 

bxwZgvjvi  ïiæi ZvwiL   t 01-01-2011 Bs 

ms‡kva‡bi ZvwiL t 04/01/2023 Bs 

cieZ©x ms‡kva‡bi ZvwiL t 04/01/2024 Bs 

ms‡kva‡bi bv¤̂vi t 06 

Ref No: S(S)P-10(06)  



Mercer Design Tex Limited 

Tongabari, Ashulia, Savar, Dhaka-1341 

100% Export Oriented Screen Print & Embroidery Project 
 

 

Prepared by Subrata Dasgupta AGM (HR , Admin & Compliance) 
 

Approved by 
Amol Podder 

 
Managing Director 

 

Fire Safety Policy 

3 

 

 

Organogramt  
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 

 
bxwZgvjv ev Í̄evqb 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~g cvb 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) ewnM©gb/Riæix ewnM©gb 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‡_© P A 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| 

Asst. Officer 

(Fire Safety) 

Sr. Officer 

(Fire Safety) 

      Security Department 

AGM (Admin, HR & Compliance) 

Electric          

Department. 

M.D/Director 

Asst. Manager 
(Admin, HR & Com.) 

Fire Fighting 

Team 

HR, Compliance 

& Welfare Officer 
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`vwqZ¡cÖvß e¨w³e‡M©i KvRt 

(Responsibilities 

of Assigned 
Persons) 

 

µ

.b

s 

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~j

K Kg©KvÛi 

gva¨‡g 

hvnv‡Z ~̀N©Ubv Kvjxb 

mg‡q mK‡j wec`gy³ 

_vK‡Z cv‡i| 

  

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 

mgš̂‡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 

mgš̂‡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 

mgš̂‡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 

cÖkvmwb

Kb 

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¨| 
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8 

wewfbœ AwMœ KvÛ 

g~jK wb‡ ©̀kbv 

Uvbv‡bv| 

‡mdwU 

Kg©KZv© 
cÖwZwbqZ 

wjd‡jU ev 

wb‡ ©̀kvb 

Uvbv‡bvi 

gva¨‡g 

AwM œ 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 Í̄efv‡e 

cÖwk¶‡bi 

gva¨‡g| 

AwMœ Kvjxb ~̀N©Ubvi 

mgq `~N©Ubv †_‡K i¶v 

cvIqvi Rb¨| 

  

1

0 

AwMœ Kvjxb 

mg‡q dvqvi 

Gjvg© myBP 

evRv‡eb| 

AwMœ 

†hv×v ev 

dvqvi 

Gjvg© 

myBP 

evRv‡bv

i `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| 

  

1

1 

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| 

  

1

2 

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 

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

(gvbem¤ú`, cÖkvmb I Kgcøv‡qÝ)| 
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Monitoring)  

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 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 Dc-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| 

djveZ©b I wbqš¿b t 

 (Feed Back & Control)  
K) GB bxwZgvjv h_vhZfv‡e ev¯—evwqZ 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¯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 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 ev¯ÍevwqZ 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 

gvmv©i wWRvBb ‡U· wjwg‡UW 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‡¶¨ gvmv©i wWRvBb ‡U· wjwg‡UW  

Ò AwMœ wbivcËv bxwZgvjvÓ cÖbqb K‡ib|                                      
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AwMœ wbivcËv bxwZgvjv hvPvBKib  

Fire Safety Policy Check List 
 

KviLvbvi bvg t gvmv©i wWRvBb ‡U· wjwg‡UW 

bxwZgvjv bvgt AwMœ wbivcËv bxwZgvjv 

wbixÿKt- ---------------------- 

ZvwiLt------------------------- 

 

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 Í̄v 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 Í̄v (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 wmfj 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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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 gvmv©i wWRvBb ‡U· wjwg‡UW wek¦vm K‡i| GKwU myôz 

bxwZgvjvi Aax‡b nqivwb I MvjMvwj gy³ cwi‡ek m„wó gvmv©i wWRvBb ‡U· wjwg‡UW 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) 

 

gvmv©i wWRvBb ‡U· wjwg‡UW 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 

¯v̂”Q‡›` KvR Ki‡Z cv‡i G j‡ÿ¨ gvm©vi KZ…©cÿ nqivwb I MvjvMvwj wb‡iva bxwZgvjv cÖbqb Kiv 

nj|  

 

bxwZgvjvi cwiwa 

(Scope of the Policy) 

gvmv©i wWRvBb ‡U· wjwg‡UW G wb‡qvwRZ mKj kªwgK I Kg©Pvixi Rb¨ G bxwZgvjv cÖ‡hvR¨ n‡e| 

GKB mv‡_ gvmv©i wWRvBb ‡U· wjwg‡UW Gi mv‡_ hviv e¨emvwqK wewfbœ Kg©K‡Û RwoZ Zv‡`i 

†¶‡ÎI G bxwZgvjv cÖ‡hvR¨ n‡e| 

m~Î 

(Law Reference) 

 

gvmv©i wWRvBb ‡U· wjwg‡UW 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) 

 

gvmv©i 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 Í̄evq‡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) 
 

 

 

 

 

 

nqivwb I Drcxob wb‡iva bxwZgvjv 

Anti Harassment & Abuse Policy 

bxwZgvjv ïiæi ZvwiL 01/01/2011 Bs 

ms‡kva‡bi ZvwiL 10/01/2023 Bs 

cieZ©x ms‡kva‡bi ZvwiL 10/01/2024 Bs 

ms‡kva‡bi bv¤̂vi 08 

Ref No:  S(S)P-11(08)  

MD / Director 

GM (Production) AGM (Admin, HR & Com.) 

Asst. Manager (Admin, HR & Com.) 

         Sr. Welfare Officer 
 

Officer 
  

A.G.M (Production) 

Asst. Manager (Production) 

 

Sr. Incharge/ Incharge 

Section Supervisor 
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2.2 

`vwqZ¡cÖvß e¨w³e‡M©i KvR 

(Responsibilities of 

Assigned Persons) 

• 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|  

• gnv-e¨e ’̄vcK (Drcv`b) t-  
 

AÎ bxwZgvjv Abymib Ki‡eb Ges bxwZgvjv ev Í̄evqb Kivi Rb¨ cÖ‡qvRbxq e¨e¯’v 

wb‡eb| 
 

• mnt 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| 

✓ c Ö‡qvR‡b AskMÖnbKvix KwgwUi mv‡_ mivmwi Av‡jvPbv ev civg‡k©i gva¨‡g wm×všÍ 

MÖnb Kwi‡eb| 

mn gnve¨e ’̄vcK (gvbem¤ú` I cÖkvmb) wb‡¤§v³ e¨vw³M‡Yi gva¨‡g GB bxwZgvjv 

ev¯Íevqb Ki‡eb|  
 

 

• mnt-gnve¨e ’̄vcK (Drcv`b) t-  
 

mn-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 (gvbe m¤ú` I cÖkvmb) t-  
 

 

 

✓ nqivwb I MvjvMvwj wb‡iva bxwZgvjv cÖbqb I Zvi ev Í̄evq‡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| 

• mnt e¨e ’̄vcK (Drcv`b) t-  
 

mswkøó mKj wefvMxq cÖavbMY I Kg©KZ©viv †Kv¤úvbxi nqivwb I MvjvMvwj wb‡iva 
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bxwZgvjv ev ’̄evq‡bi Rb¨ Awdmvi 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 ¯̂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 mnt e¨e ’̄vcK (Drcv`b) 

†K AeMZ 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 

bxwZgvjv Ó 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| 

• 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| 

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 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 Í̄evqb 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| 

wKš‘ wmwbt 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| 
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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  

 
 

‡hŠb nqivwb ej‡Z †evSvq---  

 1. AbvKvw•ÿZ †hŠb Av‡e`bg~jK AvPiY †hgb: kvixwiK ¯úk© ev G ai‡bi cÖ‡Póv;  

 2. cÖvwZôvwbK Ges †ckvMZ ÿgZv e¨envi K‡i Kv‡iv mv‡_ †hŠb m¤úK© ’̄vc‡bi †Póv Kiv;  

 3. ‡hŠb nqivwb ev wbcxoYg~jK Dw³;  

 4. ‡hŠb my‡hvM jv‡fi Rb¨ A‰ea Av‡e`b;  

 5. c‡Y©vMÖvwd †`Lv‡bv;  

 6. ‡hŠb Av‡e`bg~jK gšÍe¨ ev fw½;  

 7. 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;  

 8. 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;  

     9. eøvK‡gBj A_ev PwiÎ nb‡bi D‡Ï‡k¨ w ’̄i ev wfwWIwPÎ avib Kiv;  

    10. ‡cÖg wb‡e`b K‡i cÖZ¨vLvZ n‡q ûgwK †`hv ev Pvc cÖ‡qvM Kiv;  

    11. fq †`wL‡q ev wg_¨v Avkv̂m w`‡q ev cÖZvibvi gva¨‡g †hŠb m¤úK© ¯’vcb ev ’̄vc‡b  

         †Póv   Kiv|  

    12. ‡hŠb nqivwbi Kvi‡b cÖvwZôvwbK, mvs¯‹…wZK Kvhµ‡g AskMÖnY †_‡K weiZ ivLv|  

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| 

4. ‡hŠb m¤ú‡K©i cÖ Í̄ve 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| 
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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 hm¡ 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| 
 



Mercer Design Tex Limited 

Tongabari, Ashulia, Savar, Dhaka-1341 

100% Export Oriented Screen Print & Embroidery Project 

 

Prepared by Subrata Dasgupta         AGM (HR , Admin & Compliance) 
 

Approved by Amol Podder 
 

Managing Director  

 

Anti Harassment & Abuse Policy 

7 

✓ 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| 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”Qv 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, 

¯v̂¯’̈ †K› ª̀ 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| 

Kg©‡ÿ‡Î †hŠb nqivwb cÖwK‡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| 
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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 Í̄evqb 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|  

3. Awf‡hvM KwgwU Dfq cÿ‡K Ges ¯̂vÿx‡`i WvK‡hv‡M †iwRwóª K‡i †bvwUk 

cvVv‡e| Gi ïbvbx cwiPvjbv, Z_¨ cÖgvb msMÖn Ges mKj mswkøó `wjj 

ch©‡eÿY ÿgZv _vK‡e| G ai‡bi cvwicvwk̂©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|  
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‡hŠb nqivwbi weiæ‡× kvw¯Í:  

 

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|  

 

 

  

 

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 Awdmvi 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| Awdmvi 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| Awdmvi, 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 - wmwbt e¨e ’̄vcK, wmwbt Awdmvi 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 †Uªwbs Gi gva¨‡g D³ cwjwm mevB‡K AeMZ Kiv n‡e Ges Gi WKz‡g›Um& 

bw_f~³ Kiv n‡e| 
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▪ 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| 

▪ 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| 

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¡  

 

mn 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 Awdmvi Ges wefvMxq cÖavbMY wmwbt e¨e¯’vcK 

GBP.Avi GÛ Kgcøv‡qÝ‡K D³ cwjwm wbqš¿‡b mn‡hvMxZv Ki‡eb| 
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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| 
 

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

gvmv©i wWRvBb ‡U· wjwg‡UW 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 Í̄evqb 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 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 wcÖw›Us 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 
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Kg©cwi‡ek m„wó Kiv †hLv‡b mevB my¯’ I my›`ifv‡e KvR Ki‡Z cv‡i| G j‡¶¨B gvm©vi wWRvBb †U· wjwg‡UW 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| gvm©vi wWRvBb †U· wjwg‡UW GÓnqivwb I MvjvMvwj m¤ú~b©iƒ‡c wbwl×Ó| 
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nqivwb I MvjvMvwj wb‡iva bxwZgvjv hvPvBKib  

Anti-Harassment & Abuse Policy Check List 
 

KviLvbvi bvg t gvmv©i wWRvBb ‡U· wjwg‡UW 

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?    

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 Í̄evq‡bi e¨cv‡i †Kvb mvÿvZKvi †bqv nq wKbv?     
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Aemvb I QuvUvB bxwZgvjv (Termination & Retrenchment Policy) 
 

†Kv¤úvbx bxwZgvjv †Nvlbv 

(Company Policy Statement)  

 

gvmv©i wWRvBb ‡U· wjwg‡UW GKwU 100% ißvbxg~Lx ¯b̂vgab¨ wcÖw›Us cÖwZôvb| 

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|  gvmv©i  

KZ…©c¶ Ò Aemvb I QuvUvBÓ Gi †¶‡Î GKwU mywbw ©̀ó bxZgvjv AbymiY K‡i _v‡Kb|  

 

jÿ¨ I D‡Ïk¨  

(Objective & Target)  

 

gvmv©i wWRvBb ‡U· wjwg‡UW 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 gvm©vi KZ…©cÿ Zv 

wbwðZ K‡ib|  

 

bxwZgvjvi cwiwa  

(Scope of the Policy)  

gvmv©i wWRvBb ‡U· wjwg‡UW G wb‡qvwRZ mKj kªwgK I Kg©Pvixi Rb¨ G bxwZgvjv cÖ‡hvR¨ 

n‡e|  

m~Î  

(Law Reference)  

gvmv©i wWRvBb ‡U· wjwg‡UW G 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)  

gvmv©i wWRvBb ‡U· wjwg‡UW ÒPvKzix we‡”Q`Ó bxwZi †ÿ‡Î GKwU my-wbw`©ó AvBb m¤§Z 

bxwZgvjv ev¯Íevq‡b e× cwiKi| kÖwgK‡`i Ò Aemvb 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|  

 

 

 

 

 

 

 

 

 

 

 

 
 

Aemvb I QuvUvB bxwZgvjv 

(Termination & 

Retrenchment Policy)  
 

bxwZgvjvi  bvg t Aemvb I QuvUvB bxwZgvjv | 

bxwZgvjv ïiæi ZvwiL t 01-01-2011 Bs 

ms‡kva‡bi ZvwiL t 10/01/2023 Bs 

cieZ©x ms‡kva‡bi ZvwiL t 10/01/2024 Bs 

ms‡kva‡bi bv¤̂vi t 07 

 Ref No: S(S)P-12(07)  
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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  

          e¨e ’̄vcbv cwiPvjK / cwiPvjK n‡”Q AÎ bxwZgvjv Aby‡gv`bKvix|  

• gnve¨e ’̄vcK (Drcv`b)t-  

          AÎ bxwZgvjv Abymib Ki‡eb Ges bxwZgvjv ev Í̄evqb Kivi Rb¨ cÖ‡qvRbxq 

          e¨e ’̄v wb‡eb|          

• mnt-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 Í̄evqb Ki‡eb|  

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

          mnt gnve¨e¯’vcK (gvbem¤ú`, Kgcøv‡qÝ I cÖkvmb) wb‡¤§v³ e¨vw³M‡Yi gva¨‡g  

          GB bxwZgvjv ev Í̄evqb Ki‡eb|  

• mnt 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 mn-gnve¨e¯’vcK  

           (gvbem¤ú` I 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¨ 

          Ò Aemvb I    QuvUvBÓ bxwZgvjv †bvwUk‡ev‡W© Uvwb‡q w`‡eb Ges  

          Ò Aemvb I QuvUvBÓ bxwZgvjv Abymib Kiv n‡”Q wK bv Zv wbwðZ Kivi Rb¨  

Managing 
Director 

Director 

AGM (Admin, HR & Comp.) G.M (Production) 

Asst. Manager (Admin, HR & Comp.) 

Officer (Admin, HR & Comp.) 

Welfare Officer 

AGM (Production) 
 

A.P.M 

In-Charge 

Supervisor 
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            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¨ Ò Aemvb 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|  

• BbPvR©t-  

AÎ bxwZgvjv Abymib K‡i Awab Í̄‡`i Kv‡Ri Z`viwK Ki‡eb Ges e¨e ’̄vcK (Drcv`b) †K 

AeMZ Ki‡eb|  

• mycvifvBRvit-  

AÎ bxwZgvjv Abymib K‡i Awab Í̄‡`i Kv‡Ri Z`viwK Ki‡eb Ges BbPvR© (Drcv`b) †K 

AeMZ Ki‡eb| 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| 

 

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

 

3.1 ev Í̄evqb 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 we‡kl K‡i gvbe m¤ú` wefvM ÒPvKzix we‡”Q`Ó A_©vr Kv‡Ri Aemvb I 

QuvUvB msµvšÍ bxwZgvjv ev¯Íevq‡b g~j f~wgKv cvjb Ki‡eb|  

 

 

 

 

L)  

Kvh©m~Px ev Í̄evq‡bi c×wZ  

Routine Implementation 

Procedures  

ÒPvKzix we‡”Q`Ó Gi †ÿ‡Î gvm©vi wWRvBb †U· wjt 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 wbgoewjwLZ welq I avc mg~n we‡ePbv 

K‡i _v‡K| bxwZgvjvi welq I avc mg~n t-  

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` |  
 

✓  cÖwZôvb eÜ ivLv t-  
 

†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 
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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|  

 

✓  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”Qboefv‡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  

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|  

 

✓  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 

k ÖwgK cÖv_x© nB‡j Zvnv‡`i g‡a¨ c~‡e©i PvKzixi †R¨ôZvi wfwË‡Z AMÖvwaKvi †`Iqv 

nB‡e|  

 

✓  PvKyix nB‡Z wWmPvR© t-  

 

†Kvb kÖwgK‡K, †Kvb †iwRóvW© wPwKrmK KZ©„K cÖZ¨wqZ, kvixwiK ev gvbwmK AÿgZv 

ev Ae¨nZ fMoe ¯̂v‡ ’̄¨i Kvi‡Y PvKzix nB‡Z wWmPvR© Kiv hvB‡e| wWmPvR©K…Z †Kvb 
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kÖwgK Ab~¨b GK ermi Awew”Qboe 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|  

 

✓  eiLv¯Í, BZ¨vw` e¨ZxZ Ab¨fv‡e gvwjK KZ…©K kÖwg‡Ki PvKzixi Aemvb t-  

 

1. GB Aa¨v‡qi Ab¨Î wea„Z †Kvb cš’v QvovI gvwjK ( ’̄vqx kÖwg‡Ki †ÿ‡Î)- -  

(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 (A ’̄vqx kÖwg‡Ki †ÿ‡Î)-  

(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|  

(M) †h †ÿ‡Î gvwjK webv †bvwU‡k †Kvb kÖwg‡Ki PvKyixi Aemvb Kwi‡Z Pv‡nb †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|  

(N) †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|  

 

✓  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) Kvh©m~Px ev¯Íevq‡bi mgqmxgv  

 

 

cwjwm wba©vi‡bi mv‡_ mv‡_ Aemvb I QuvUvB bxwZgvjv Abyhvqx KviLvbvi mKj Kvh©µg 

wba©viY 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© mK‡ji g‡a¨ m‡PZb Kvivi Rb¨ Bnv †bvwUk 

‡ev‡W© Uvwb‡q w`‡eb|  

✓  KviLvbvi gvbem¤ú` I Kj¨vbKg©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 mnt 

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|  

✓  Af¨šÍixb wbixÿK, Kj¨vbKg©KZ©vMb Ges †Mvcbxq Aby‡hvM Gi wfwË‡Z ev 
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Awf‡hvM ev· n‡Z cvIqv Awf‡hv‡Mi wfwË‡Z Z`šÍ mv‡c‡¶ kvw Í̄g~jK e¨e ’̄v M ÖnY 

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             -       mn gnve¨e ’̄vcK, ‡R¨ô Kg©KZ©v 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| mnt gnv e¨e ’̄vcK, 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¯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 cÖkoe 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 Aemvb I QuvUvB 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` 

Kg©KZ©v 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‡¤oev³ 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 
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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 Aemvb I QuvUvB 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 Aemvb I QuvUvB 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¡  

 

mnt 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 wefvMxq cÖavb GBP.Avi 

GÛ Kgcøv‡qÝ‡K D³ cwjwm wbqš¿‡b mn‡hvMxZv Ki‡eb|  

 

 

 

 

 

 

 

 

L) wdWe¨vK c×wZ  

 

wb‡¤oev³ Dcv‡q wdWe¨vK Ges wbqš¿b Kvh©m~Px cwiPvjbv Kiv nq-  
 

•  kÖwgK, Kg©Pvix‡`i Rb¨ wdWe¨vK t  
 

wjwLZfv‡e Aemvb I QuvUvB 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 PvKzix we‡”Q` 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 Aemvb I QuvUvB 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 PvKzix we‡”Q` msµvšÍ g¨v‡bR‡g›U wiwfD wgwUs 

Av‡qvRb Ki‡eb| D³ wgwUs‡q D×©Zb KZ…©cÿ weMZ Qq gv‡mi Aemvb I QuvUvB 

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  

gv©mvi wWRvBb †U· wjt G PvKzix we‡”Q` 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 
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wi‡cvU© g¨v‡bRg¨v›U wiwfD Ki‡e Ges cÖ‡qvRbxq mycvwik Ki‡e|  

  

❖ wi‡cv©wUs t  

B›Uvibvj AwWU m¤úboe 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 Í̄evqb 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 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‡_ wcÖw›Us 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 ¯Ẑš¿ 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¡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©PvixMb| KviLvbvq Ò 

Aemvb I QuvUvBÓ bxwZgvjv ev¯ÍevwqZ n‡j cÖwZwU kªwgK-Kg©Pvix‡K ¯̂-¯ ̂K‡g© Av‡iv AbycÖvwYZ Ki‡e| 
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Aemvb I QvuUvB bxwZgvjv hvPvBKib 
Termination & Retrenchment Policy Check List 

 

KviLvbvi bvg t gvmv©i wWRvBb ‡U· wjwg‡UW 

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 Í̄g~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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[ [ 

 

 

 

1. bxwZgvjv (Policy) 
 

 

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

 

gvmv©i wWRvBb ‡U· wjwg‡UW 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) 

 

gvmv©i wWRvBb ‡U· wjwg‡UW 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¨ 

gvm©vi KZ©„cÿ k„•Ljvg~jK e¨e¯’v msµvšÍ bxwZgvjv cÖbqb K‡i‡Q|  
 

bxwZgvjvi cwiwa 

(Scope of the Policy) 

gvmv©i wWRvBb ‡U· wjwg‡UW G wb‡qvwRZ mKj kªwgK I Kg©Pvixi Rb¨ G bxwZgvjv 

cÖ‡hvR¨ n‡e|  

m~Î 

(Law Reference) 

 

gvmv©i wWRvBb ‡U· wjwg‡UW 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 gvmv©i wWRvBb ‡U· wjwg‡UW 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) 
 

 

 

 

 

 

 

 

k„•Ljvg~jK e¨e¯’v bxwZgvjv 

Disciplinary Action Policy 

bxwZgvjv ïiæi ZvwiL 01/01/2011 Bs 

ms‡kva‡bi ZvwiL 04/01/2023 Bs  

cieZ©x ms‡kva‡bi ZvwiL 04/01/2024 Bs  

ms‡kva‡bi bv¤̂vi 07 

Ref No:  S(S)P-14(07)  

Managing Director 

Director 

AGM (Admin, HR & Comp.) G.M (Production) 

Asst. Manager (Admin, HR & Comp.) 
 

 Officer/Welfare officer 
 

A.G.M (Production) 
 

A.P.M 

In-Charge 

Supervisor 
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2.2 

`vwqZ¡cÖvß e¨w³e‡M©i KvR 

(Responsibilities of 

Assigned Persons) 

• 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|  
 

• gnv-e¨e ’̄vcK (Drcv`b) t-  
 

AÎ bxwZgvjv Abymib Ki‡eb Ges bxwZgvjv ev Í̄evqb Kivi Rb¨ cÖ‡qvRbxq e¨e ’̄v 

wb‡eb| 
 

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

 

✓ GBP.Avi.GÛ Kgcøv‡qÝ cÖavb, k„•Ljvg~jK e¨e ’̄v bxwZgvjv ev¯Íevq‡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| 
 

mn gnve¨e ’̄vcK (gvbem¤ú` I cÖkvmb) wb‡¤§v³ e¨vw³M‡Yi gva¨‡g GB bxwZgvjv 

ev¯Íevqb Ki‡eb|  
 

 

• mnt-gnve¨e ’̄vcK (Drcv`b) t-  
 

mn-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 (gvbe m¤ú` I cÖkvmb) t-  
 

 

 

✓ k„•Ljvg~jK e¨e ’̄v bxwZgvjv cÖbqb I Zvi ev Í̄evq‡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 Í̄evqb wbwðZ 

Ki‡eb| 

• mnt 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 
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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¨ `ªæZ e¨e ’̄v MÖnY Kiv| 
 

AÎ bxwZgvjv Abymib K‡i kªwgK‡`i Kv‡Ri Z`viwK Ki‡eb Ges mn-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 

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 Í̄evqb 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 
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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 
 

Am`vPviY Ges `Û cÖvwßi †ÿ‡Î kvw Í̄ mg~n wb¤œiæc :- 
 

1. webv †bvwU‡k eiLv Í̄ 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¨ Í̄ nb| 

2. Am`vPvi‡Yi `v‡q kvw Í̄ mg~n t  

Am`vPvi‡Yi Aciv‡a †`vlx mve¨ Í̄ †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 Í̄  

                  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 
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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 Í̄veµ‡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   

 

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 
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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 Í̄K…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 Í̄K…Z kÖwgK D³ 

myweav cvB‡e bv| 
 

 

 

❖ Avcx‡j Lvjvm †c‡j Kibxq t  
 

eiLv Í̄K…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 

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 k„•Ljvg~jK e¨e¯’v bxwZgvjvv mwVK cÖ‡qvM I Zvi ev Í̄evq‡bi gva¨‡g 

k„•Ljvg~jK e¨e ’̄v wbwðZ Kiv n‡e Ges Awdmvi 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| Awdmvi 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 
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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 - mnt gnve¨e¯’vcK, wmwbt Awdmvi 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¯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| 

 

▪ 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 

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  
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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¡  
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 Awdmvi 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 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  
  

gvm©vi wWRvBb †U· wjwg‡UW 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 Í̄evqb 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 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 wcÖw›Us 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 

gvmv©i wWRvBb ‡U· wjwg‡UW 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 gvmv©i wWRvBb ‡U· wjwg‡UW 

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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gvmv©i wWRvBb ‡U· wjwg‡UW 
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1. bxwZgvjv (Policy) 
 

 

†Kv¤úvbx bxwZgvjv 

†Nvlbv  (Company Policy 

Statement) 

gvmv©i wWRvBb ‡U· wjwg‡UW GKwU 100% ißvbxg~Lx ¯b̂vgab¨ wcÖw›Us 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) 

gvmv©i wWRvBb ‡U· wjwg‡UW 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) 
gvmv©i wWRvBb ‡U· wjwg‡UW G wb‡qvwRZ mKj kªwgK I Kg©Pvixi Rb¨ G bxwZgvjv cÖ‡hvR¨ n‡e|  

m~Î 

(Law Reference) 

gvmv©i wWRvBb ‡U· wjwg‡UW 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) 

gvmv©i 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¨ gvmv©i wWRvBb ‡U· wjwg‡UW KZ…©cÿ GKwU Kg©N›Uv bxwZgvjv cÖYqb K‡i‡Q| 

 

 

 

 

 

 

 

 

 

 

Kg©N›Uv bxwZgvjv 

Working Hour Policy 

bxwZgvjv ïiæi ZvwiL 01/01/2011 Bs 

ms‡kva‡bi ZvwiL 04/01/2023 Bs 

cieZ©x ms‡kva‡bi ZvwiL 04/01/2024 Bs 

ms‡kva‡bi bv¤̂vi 07 

Ref No.  S(S)P-15(07)  
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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-  
 

 

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) t-  
 

AÎ bxwZgvjv Abymib Ki‡eb Ges bxwZgvjv ev Í̄evqb Kivi Rb¨ cÖ‡qvRbxq e¨e ’̄v 

wb‡eb| 
 

• mnt 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|  
 

 

• mnt-gnve¨e ’̄vcK (Drcv`b) t-  
 

mn-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 (gvbe m¤ú` I cÖkvmb) t-  
 

 

 

AÎ bxwZgvjv Abymib K‡i e¨e ’̄vcK wb‡¤§v³ e¨vw³M‡Yi gva¨‡g bxwZgvjv ev¯Íevqb Ki‡Z 

Managing Director 

Director 

AGM (Admin, HR & Comp.) G.M (production) 

Asst. Manager (Admin, HR & Comp.) 
 

Sr. Welfare Officer 
 

 Officer 

Security In-charge 
 

A.G.M (Production) 
 

P.M 

In-Charge 

Supervisor 
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cÖ‡qvRbxq e¨e ’̄v wb‡eb Ges wmwbt e¨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| 

• mnt e¨e ’̄vcK (Drcv`b) t-  
 

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

†K AeMZ 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¨ 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 Í̄evqb 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 

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)|  
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cÖwZ Kg©w`e‡m ga¨vý †fvR I wekªv‡gi Rb¨ 1 N›Uv weiwZ ‡`Iqv nq| ‡ejv 01:00 †_‡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 01:00 †_‡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 mšÍvb‡`i `ya LvIqv‡bvi Rb¨ weiwZ wb‡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, 

†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| 

AwZwi³ Kg©N›Uv wbb ©q Gi †ÿ‡Î 30 wgwbU AwZµg Ki‡j c~b © GK N›Uv wn‡m‡e Mbbv Kiv nq| 

Z‡e Zv kÖwg‡Ki †¯^”Qvaxb ev kªwg‡Ki †h †Kvb B”Qv ev Ab¨ †h †Kvb Kvi‡bi Dci wbf©ikxj, ‡Kvb g‡ZB 

eva¨Zvg~jK bq| kÖwgKMY Zv‡`i Amy¯’Zv, d¨wgwj Bgv‡R©wÝ, gvZvwcZvRwbZ KZ©e¨ (†hgb `y»cvb Kiv‡bv, 

mšÍv‡bi cwiPh©v BZ¨vw`), 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 
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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 = 12 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 

m ycvwikµ‡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 gvm©vi wWRvBb †U· wjwg‡UW KZ…c¶ 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, jK AvDU, 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| 
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▪ 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 

(`yB) 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 ª̀ 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 `ycyi 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‡` mgš̂‡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 cÖ‡Z¨‡K wbR wbR cvÂ Kv‡W©i gva¨‡g cÖ‡ek Ges evwni nIqvi mgq 

cvÂ K‡i Kv‡Ri mgq msiÿY K‡i _v‡Kb| mg Í̄ IfviUvBg ‡iKW© msi¶b Ki‡Z n‡e| 

AG cÖwZôv‡b mKj ai‡bi Kg©mgq, Bb AvDU †iKW©, gRyix B‡j±ªwbK c×wZ‡Z 

mdU&Iq¨v‡ii gva¨‡g msiÿY Kiv nq Ges gRyix kxU ev Re Kv‡W©i gva¨‡gI msiÿY 

Kiv nq| ‡h †Kvb kÖwgK wbwa©`vq †h †Kvb mgq Zvi Kg©mgq ev Bb/AvDU wb‡q 

cÖkoe/m‡›`n ev hw` hvPuvB Kivi cÖ‡qvRb †eva K‡ib ‡m‡ÿ‡Î Zv‡K †Kvb cÖKvi evauv 

†`Iqv nq bv| we‡kl cÖ‡qvR‡b, †hgb wkÿv, cÖwkÿY, Dboeqbg~jK Kg©Kv‡Û AskMÖnb, 

mgvR‡mevg~jK KvR BZ¨vw`i Kvi‡b Zvi nvwRivq †Kvb †bZxevPK cÖfve ci‡e bv, Zvnv 

Zvi Kg©w`em PjvKvjxb mvaviY wbq‡g Pjgvb Kg© mgq wn‡m‡e MY¨ 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 

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 
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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¯Íevq‡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 - wmwbet e¨e ’̄vcK, wmwbt Kg©KZ©v 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| 
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▪ 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| 

▪ 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 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 Kg©N›Uv m¤úwK©Z †h †Kvb civgk©, Awf‡hvM †iKW© Kiv n‡e| †Kvb Awf‡hvM 
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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 

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 

gvm©vi wWRvBb †U· wjwg‡UW 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 Í̄evqb 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 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‡_ wcÖw›Us 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¡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‡`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 gvmv©i wWRvBb ‡U· wjwg‡UW 

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? 

   

 

 


