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Module Instruction: 

Generic: 

SL. 

No. 
Unit Code Module Title 

Nominal 

Hours 

1. SICIP-LET-CSL-01-G Carry out workplace interaction 15 

2. SICIP-LET-CSL-02-G Operate in a team environment 15 

 

 

Sector Specific: 

SL. 

No. 
Unit Code Module Title 

Nominal 

Hours 

1. SICIP-LET-CSL-01-S 
Carry out measurements and 

calculations 
10 

2. SICIP-LET-CSL-02-S Apply green practices in LET sector 10 

 

 

Occupation Specific: 

SL. 

No. 
Unit Code Module Title 

Nominal 

Hours 

1. SICIP-LET-CSL-01-O 
Interpret compliance and sustainability 

with in legal and regulatory framework 
30 

2. SICIP-LET-CSL-02-O 
Interpret Social Compliance Standards 

& Audits 
70 

3. SICIP-LET-CSL-03-O 
Implement Occupational Health and 

Safety (OHS) Practices 
70 

4. SICIP-LET-CSL-04-O 

Manage Environmental 
Practices in Chemical and Waste 

Management 

50 

5. SICIP-LET-CSL-05-O 
Manage Industrial Relations & 

Employee Welfare 
30 
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Module-1 

         

Module Title: Interpreting compliance and sustainability within legal and regulatory 
framework 
 

Unit code: SICIP-LET-CSL-01-O                                                 Nominal Hours: 30 hours 

 

Module Description: This module covers the skills, knowledge and attitudes required to interpret 

compliance and sustainability within legal and regulatory framework. It specifically includes the 

tasks of understanding the concept of compliance in the leather and footwear industry, identifying 

compliance issues and their impacts on the industry, defining the roles and responsibilities of 

compliance officers, understanding different law and rules, recognizing the regulatory framework 

and identifying organizational policies and procedures. 

 
Learning Outcomes: After completing of this module, the trainee will be able to; 

1. Understand the concept of compliance in the leather and footwear industry 

2. Identify compliance issues and their impacts on the industry 

3. Define the roles and responsibilities of compliance officers 

4. Understand different law and rules 

5. Recognize the regulatory framework 

6. Identify organizational policies and procedures 

 

Assessment Criteria: 

1. Compliance is defined in the context of the leather and footwear industry. 

2. Importance of compliance are understood and outlined. 

3. Different types of compliance are identified. 

4. Concerns of compliance within the industry are understood. 

5. Industry-specific compliance standards, including international and local regulations, are 

recognized. 

6. Compliance monitoring and reporting procedures are explained 

7. Compliance issues are identified in leather and footwear production. 

8. Health and safety compliance issues are recognized. 

9. Labor compliance issues are understood with in the industry supply chain. 

10. Impacts of non-compliance with environmental regulations are identified. 

11. Social and ethical impacts of non-compliance are analyzed. 

12. Impacts of non-compliance on product quality and safety are recognized. 

13. Role and responsibilities of compliance officer is defined. 

14. The liaison with concern department and regulatory bodies is defined. 

15. Accountability for maintaining records and documentation is understood. 
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16. Applicable laws and regulations related to the industry are identified. 

17. Rules and standards for environmental protection, labor rights, and product safety are 

understood and interpreted. 

18. Labor laws are recognized ensuring the organization's operations align with labor standards. 

19. Health and safety regulations are understood. 

20. The consequences of non-compliance with relevant laws and rules are understood.  

21. Regulatory framework governing the industry is identified. 

22. Industry standards and codes of practice are recognized. 

23. Importance of compliance with the regulatory framework is understood. 

24. Penalties for non-compliance are recognized to meet regulatory standards. 

25. Impact of the regulatory framework is understood. 

26. Recruitment policies are understood.  

27. Health and safety policies are recognized. 

28. Emergency procedures and risk management protocols are understood. 

29. Grievance handling policy and procedure are identified.  

30. Anti-harassment and abuse policy is understood.  

31. No-discrimination policy is recognized.     
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Information Sheet-1.1 

Learning Outcome- 1: Interpreting compliance and sustainability within legal and regulatory 

framework 

 

Learning Objective: After completion of this information sheet, the learners will be able to explain, 

define and interpret the following contents. 

Contents: 
 
1.1 Compliance is defined in the context of the leather and footwear industry. 

1.2 Importance of compliance are understood and outlined. 

1.3 Different types of compliance are identified. 

1.4 Concerns of compliance within the industry are understood. 

1.5 Industry-specific compliance standards, including international and local regulations, are 

recognized. 

1.6 Compliance monitoring and reporting procedures are explained. 
 

1.1 Compliance in the context of the leather and footwear industry. 

 

Compliance in the leather and footwear industry refers to the adherence to a set of 

regulations, standards, and ethical practices that govern how products are made, sourced, 

and sold. These rules come from local and international laws, industry codes of conduct, and 

buyer requirements, and they cover various aspects of the business. 

Key Areas of Compliance in This Industry: 

 

1. Environmental Compliance; 

• Ensures proper treatment of wastewater from tanneries. 

• Controls emissions and chemical usage. 

• Promotes sustainable sourcing of raw materials (e.g., hides and skins from responsible 

sources). 

 

2. Social Compliance; 

• Focuses on workers' rights, fair wages, safe working conditions, and prohibition of child 

and forced labor. 

• Adheres to labor laws and international conventions (e.g., ILO standards). 

 

3. Chemical and Product Safety Compliance; 

• Involves controlling the use of harmful substances in materials (e.g., chromium VI, azo 

dyes, formaldehyde). 

• Ensures final products are safe for consumers and meet REACH or CPSIA standards, 

depending on the market. 

 

4. Quality and Technical Standards Compliance; 

• Ensures products meet quality, durability, and safety expectations as set by brands or 

international specifications. 

 

5. Legal and Trade Compliance 
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• Involves import/export laws, labeling rules, tariffs, and customs regulations. 

 

1.2 Importance of compliance. 

 

• Brand Reputation: Non-compliance can damage brand image. 

• Market Access: Many global buyers only work with compliant suppliers. 

• Legal Obligations: Non-compliance can lead to fines, product recalls, or factory 

closures. 

• d. Sustainability and Ethics: Ensures operations are responsible and minimize    

harm to people and the environment 

 

Examples of Compliance in Practice 

 

Compliance 

Area 

Example in Practice 

Environmental A tannery uses a wastewater treatment plant to treat effluents 

before discharge. 

Social / Labor A footwear factory follows minimum wage laws and prohibits child 

labor. 

Chemical Safety Materials used in shoe production are tested for banned substances 

like chromium VI. 

Product Safety Finished leather boots meet EU REACH regulations for chemical 

content. 

Legal / Trade Products are properly labeled and documented for customs 

clearance when exported. 
 

Audit Scope Areas 

During a compliance audit, auditors typically check the following areas: 

1. Environmental Compliance Audit 

• Wastewater treatment system 

• Air emissions and noise control 

• Chemical storage and handling 

• Raw material traceability (e.g., hides from legal sources) 

 

2. Social / Labor Compliance Audit 

• Employee working hours and wages 

• Health and safety (fire exits, first aid, PPE) 

• Employment records (contracts, ID, age verification) 

• Worker welfare (canteens, toilets, rest areas) 

 

3. Chemical & Product Safety Audit 

• Testing reports for banned/restricted substances 

• MSDS (Material Safety Data Sheets) for chemicals used 

• Chemical inventory and storage protocols 
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4. Quality Management Audit 

• Inspection procedures and testing standards 

• Product specifications and defect handling 

• Customer complaint resolution process 

 

5. Legal and Regulatory Compliance Audit 

• Business licenses and environmental permits 

• Export/import documentation 

• Labeling and packaging compliance 

 

1.3 Different types of compliance. 

 

Major Types of Compliance 

Legal Compliance 

Definition: Fulfilling all applicable national and international laws and regulations related to 

business operations. 

Examples: 

• Labor laws (minimum wage, working hours) 

• Factory licensing and permits 

• Trade regulations and customs compliance 

  

Social Compliance 

Definition: Ensuring fair treatment, rights, and safety of workers in the workplace. 

Example 

• No child labor or forced labor 

• Safe and hygienic working conditions 

• Fair wages and benefits 

 

Relevant Standards: 

SA8000, amfori BSCI, SEDEX/SMETA 

Environmental Compliance 

Definition: Adhering to environmental laws and standards that regulate pollution, waste, 

and resource use. 

Examples: 

• Proper wastewater treatment in tanneries 

• Emissions control and air quality standards 

• Sustainable sourcing of hides and materials 

 
Relevant Certifications: 

 ISO 14001, Leather Working Group (LWG), bluesign® 
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Chemical Compliance 

Definition: Managing and monitoring chemical use to meet safety standards for both 

workers and end-users. 

Examples: 

Controlling banned substances (e.g., Chromium VI, azo dyes) 

Safe chemical storage and handling 

 

Relevant Standards: 

 OEKO-TEX®, REACH (EU), ZDHC (Zero Discharge of Hazardous Chemicals) 

1.3.5. Product Safety and Quality Compliance 

 Definition: Ensuring the final product is safe, durable, and meets buyer specifications. 

 Examples: 

• Testing for harmful substances 

• Ensuring product labeling, size, and functionality meet international norms 

 

Relevant Standards: 

ISO 9001, CPSIA (USA), REACH (EU) 

Ethical and Supply Chain Compliance 

Definition: Ensuring ethical practices throughout the supply chain, including sourcing, 

subcontracting, and transparency. 

Examples: 

• Transparent sourcing of leather (traceability) 

• Ethical treatment of animals (for leather) 

• Responsible subcontractor management 

 

Relevant Systems: 

GOTS (for organic materials), Global Recycled Standard (GRS) 

Summary Table: Types of Compliance 

Type Focus Area Focus Area 

Legal Compliance Laws and regulations Labor Law, Factory 
License, Customs 

Social 
Compliance 

Workers’ rights and 
welfare 

SA8000, BSCI, 
SEDEX 

Environmental 
Compliance 

Pollution control, 
resource efficiency 

ISO 14001, LWG, 
bluesign® 

Chemical 
Compliance 

Safe chemical use, 
restricted substances 

REACH, OEKO-
TEX®, ZDHC 

Product Safety & 
Quality 

Safe chemical use, 
restricted substances 

REACH, OEKO-
TEX®, ZDHC 

Product Safety & 
Quality 

Consumer safety and 
product standards 

ISO 9001, CPSIA 
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1.4 Industry-specific compliance standards. 

 

In the leather and footwear industry, compliance standards are shaped by a combination of 

international regulations, industry certifications, and local laws. These standards help ensure 

that production is safe, ethical, environmentally responsible, and legally compliant. 

International Compliance Standards 

REACH (EU) Chemical Safety Controls use of hazardous substances in 
products sold in the EU 

OEKO-TEX® Product & 
Chemical Safety 

Tests textiles/leathers for harmful substances. 

SA8000 Social Compliance Ensures fair labor practices and worker rights. 

ISO 14001 Environmental 
Management 

Framework for managing environmental 
responsibilities. 

ISO 9001 Quality 
Management 

Focuses on meeting customer and regulatory 
quality standards. 

amfori BSCI Social 
Responsibility 

Focuses on meeting customer and regulatory 
quality standards. 

SEDEX/SMETA Ethical Trade & 
Labor 

Provides audits on labor, environment, and 
business ethics. 

 

Local Compliance Standards (Bangladesh Example) 

Local Authority / 
Regulation 

Focus Description 

Bangladesh Labor 
Law (2006, amended) 

Labor Rights, Wages, 
Working Hours 

Governs worker welfare, safety, 
and employment terms. 

Department of 
Environment (DoE) 

Environmental Compliance Regulates pollution, chemical 
use, and effluent treatment 
plants. 

Export Promotion 
Bureau (EPB) 

Export Licensing and 
Compliance 

Ensures exporters meet trade 
and compliance 
documentation. 

Factory Act Health and Safety Regulates fire safety, 
sanitation, ventilation, and 
workplace conditions. 

Bangladesh Tannery 
Industrial Estate 
(Savar) 

Environmental & 
Infrastructure Control 

Monitors tanneries and 
enforces common effluent 
treatment practices. 

Bangladesh 
Standards and 
Testing Institution 
(BSTI) 

Product Quality Ensures standardization of 
locally made consumer goods. 

 

Why These Standards Matter 

1. Market Access: International buyers require compliance with their home country 

regulations (e.g., REACH for EU, CPSIA for USA). 

2. Brand Reputation: Brands rely on certified factories to protect their image. 

3. Worker Safety & Environment: Ensures ethical treatment of workers and 

environmental protection. 

4. Legal Operation: Ensures the factory operates within legal limits and avoids penalties. 
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Summary Table: International vs Local Compliance Standards 

Type Examples Purpose 

International REACH, LWG, ISO 
14001, OEKO-
TEX®, SA8000 

Ensures global compliance, safety, 
and sustainability. 

Local Bangladesh Labor 
Law, DoE, EPB, 
BSTI 

Ensures legal and safe operation 
within the country. 

 

To succeed in the leather and footwear industry, manufacturers must recognize and follow 

both international standards and local laws. This dual compliance approach ensures 

ethical, safe, and profitable business operations in both domestic and export markets. 

 

Common Certifications and Standards 

Certification / 
Standard 

Primary Focus Issuing Body / Recognized 
Authority 

ISO 14001 Environmental Management 
Systems 

International Organization for 
Standardization (ISO) 

SA8000 Labor Rights & Social 
Accountability 

Social Accountability 
International (SAI) 

OEKO-TEX® Leather 
Standard 

Leather Safety & 
Environmental Impact 

OEKO-TEX® Association 

Leather Working 
Group (LWG) 

Sustainable Leather 
Production & Environmental 
Impact 

Leather Working Group 

 

Key Points about These Certifications: 

1. GRS and RCS are widely used in the footwear and fashion industry to verify the use of 

recycled polyester, rubber, cotton, etc. 

2. GOTS primarily applies to organic fibers, such as organic cotton linings or laces in shoes. 

3. Cradle to Cradle certification assesses overall product sustainability including 

recyclability and renewable inputs. 

4. OEKO-TEX® MADE IN GREEN combines chemical safety, environmental performance, 

and social responsibility. 

5. bluesign® is often used in factories that produce textile uppers, linings, and other fabric 

components in shoes. 

 

1.5 Compliance monitoring and reporting procedures. 

 

Compliance monitoring refers to the ongoing process of checking whether a company is 

following all the relevant laws, standards, and buyer requirements. 

Reporting procedures involve documenting and communicating the compliance status to 

stakeholders such as auditors, brands, or regulatory bodies. 

Together, monitoring and reporting ensure that non-compliance issues are identified, 

addressed, and prevented. 
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Key Steps in Compliance Monitoring 

Step Description 

1. Internal Audit / Self-
Assessment 

Conducted regularly by compliance or HR teams to 
identify internal gaps. 

2. External Audit Performed by third-party organizations (e.g., SGS, 
Intertek, UL, buyers). 

3. Documentation Review Inspection of key records: wage sheets, attendance logs, 
chemical registers, etc 

4. Physical Inspection On-site verification of fire safety, PPE, emergency exits, 
chemical storage, etc. 

5. Worker Interviews On-site verification of fire safety, PPE, emergency exits, 
chemical storage, etc. 

6. Risk Assessment Identifying high-risk areas (e.g., waste disposal, chemical 
storage). 

 

Reporting Procedures 

Reporting Activity Details and Purpose 

Compliance Report Summarizes audit findings, non-conformities, and 
recommendations. 

Corrective Action Plan 
(CAP) 

Formal response to audit findings with outlined steps to 
resolve issues. 

Progress Updates Provides regular status reports on corrective actions 
(weekly, monthly, etc.). 

Annual Compliance 
Summary 

Aggregated overview of compliance efforts, incidents, and 
improvements over a year. 

Reporting to Authorities or 
Brands 

Submitted to buyers or regulators to demonstrate ongoing 
compliance 

 

Tools Used for Monitoring and Reporting 

Audit checklists (social, environmental, health & safety) 

Compliance management software (e.g., Sedex, Higg Index, BSCI platform) Registers and 

logs: 

o Chemical inventory register 

o Wage and hour records 

o Training attendance sheets 

o Incident and accident logs 

o Ongoing Monitoring Activities 

o Monthly fire drills 

o Quarterly chemical handling training 

o Yearly health & safety audits 

o Supplier and subcontractor inspections 

o Routine wastewater testing (for tanneries) 
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If Non-Compliance Is Found 

Action Step Action Step 

Notify 
Management 

Escalate serious violations immediately for high-level attention 

Develop CAP 
(Corrective Action 
Plan) 

Outline steps, responsible parties, and timeline to resolve non-
conformities. 

Re-audit / Follow-
up 

Verify that corrective actions have been implemented and are 
effective. 

Review and Adjust 
Policy 

Improve internal policies to prevent recurrence and strengthen 
compliance. 

 

Summary 

Monitoring 
Process 

Reporting Process 

Internal and 
external audits 

Audit reports and Corrective Action Plans (CAPs) 

Documentation 
and inspections 

Periodic compliance updates 

Worker interviews 
and assessments 

Annual summaries and buyer-facing reporting 

Risk tracking and 
performance logs 

Legal and regulatory compliance documentation 
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Self-Check -1.1 

Short Questions:  

 

 

1. Question: What is compliance in the leather and footwear industry? 

Answer:  

 

2. Question: Why is compliance important in the leather and footwear industry? 

Answer:  

 

3. Question: What types of compliance exist in the industry? 

Answer:  

 

4. Question: What are the concerns regarding compliance in the industry? 

Answer:  

 

5. Question: What are some compliance standards recognized in the industry? 

Answer:  

 

6. Question: How is compliance monitored in the industry? 

Answer:  

 

7. Question: What are the reporting procedures for compliance violations? 

Answer:  

 

8. Question: What are the consequences of non-compliance in the industry? 

Answer:  
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Answer Key -1.1 

Short Questions with Answers: 

 

1. Question: What is compliance in the leather and footwear industry? 

Answer: Compliance is following the regulations related to production, labor, and 

environmental standards in the industry. 

 

2. Question: Why is compliance important in the leather and footwear industry? 

Answer: Compliance ensures legal adherence, improves product quality, and builds 

consumer trust. 

 

3. Question: What types of compliance exist in the industry? 

Answer: Types of compliance include environmental, labor, health and safety, and quality 

control standards. 

 

4. Question: What are the concerns regarding compliance in the industry? 

Answer: Concerns include meeting environmental standards, waste management, fair 

labor practices, and production efficiency. 

 

5. Question: What are some compliance standards recognized in the industry? 

Answer: Industry standards include ISO 9001 (Quality Management), ISO 14001 

(Environmental Management), and local labor laws. 

 

6. Question: How is compliance monitored in the industry? 

Answer: Compliance is monitored through audits, inspections, employee training, and 

reporting systems. 

 

7. Question: What are the reporting procedures for compliance violations? 

Answer: Violations are documented, investigated, and reported to authorities with 

corrective actions taken. 

 

8. Question: What are the consequences of non-compliance in the industry? 

Answer: Non-compliance can lead to fines, legal actions, damage to reputation, and 

unsafe working conditions. 
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Task Sheet- 1.1 

Task Name: Defining and Managing Compliance and Sustainability in the Leather and Footwear 

Industry.  

Instructions: 

Read and understand the directions carefully: 

▪ this practical demonstration is based on the performance criteria from all or some of the units 
of competency in Compliance & Sustainability for Footwear & Leather Goods Sector. 

▪ this assessment activity will be used to measure your underpinning knowledge and skills 

▪ you will have fifteen (15) minutes to familiarize yourself with the resources to be used 

▪ you have one (1) hour to complete this demonstration. 

Working Procedure: 

▪ Research and define compliance within the leather and footwear industry based on 

regulations and standards. 

▪ Outline the importance of compliance, highlighting its impact on business operations. 

▪ Identify types of compliance (legal, ethical, environmental) and link them to industry 

standards. 

▪ Analyze compliance challenges and how emerging trends (e.g., sustainability) affect the 

industry. 

▪ Recognize and review relevant local and international compliance standards (e.g., ISO, 

REACH). 

▪ Develop a monitoring system and reporting checklist to track compliance effectively. 

Specification Information: 

▪ Collect required supplies, materials, tools and equipment for the job. 

▪ Read the training materials carefully before starting. 

▪ Visit (or virtually review) the main departments with a provided factory layout chart. 

▪ Observe and note the primary activities performed in each department. 

▪ Collect information on manpower, machinery, workflow, and document flow within each 

department. 

▪ Record the functions of each department in the Task Worksheet. 

▪ Respect workplace discipline and do not disturb workers unnecessarily. 

▪ Write the required information and put into the blank column. 

▪ Submit the completed worksheet to the Trainer. 

Resources Required: 

Tools: 

• Computer or laptop 

• Internet access for research 

• Word processing software  

• Spreadsheet software  

• Presentation software 
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Information Sheet- 1.2 

 

Learning Outcome-2: Identify compliance issues and their impacts on the industry. 

Learning Objective: After completion of this information sheet, the learners will be able to explain, 

define and interpret the following contents. 

Contents: 
 
2.1 Compliance issues in leather and footwear production. 

2.2 Health and safety compliance issues. 

2.3 Labor compliance issues. 

2.4 Impacts of non-compliance with environmental regulations. 

2.5 Social and ethical impacts of non-compliance. 

2.6 Impacts of non-compliance. 

 

1. Compliance issues in leather and footwear production. 

 

Common Compliance Issues in Leather & Footwear Production 

Compliance Domain Common Audit Findings 

Environmental 
Compliance 

Ineffective wastewater treatment, unregulated emissions, 
unmanaged solid waste 

Chemical Safety Use of restricted substances (e.g., Chromium VI, azo dyes), 
poor chemical handling 

Social Accountability Child labor risks, payroll violations, excessive working hours, 
unsafe 

Product Integrity Non-compliant materials, defective quality checks, restricted 
substances 

Documentation & 
Records 

Missing compliance evidence (e.g., wage slips, training logs, 
MSDS), outdated records 

Health & Safety 
Measures 

Inadequate emergency exits, missing PPE, poor fire prevention 
systems 

Waste Management Unsound disposal methods, lack of segregation, hazardous 
waste not tracked properly 

Sustainability 
Practices 

High energy consumption, absence of conservation initiatives, 
reliance on non-renewables 

 

Compliance issues: 

1. Waste Management 

2. Chemical Management 

3. Sustainability Practice 

 

Waste Management Issues 

Waste in the leather and footwear industry can include: 

● Solid waste (leather trimmings, rubber, synthetic materials) 

● Hazardous waste (sludge from wastewater, chemical containers) 

● Non-biodegradable packaging materials 
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Non-compliance Examples: 

 

● Dumping leather waste in open areas 

● No segregation of hazardous and non-hazardous waste 

● No waste tracking or recycling programs 

 

Compliance Requirement: 

 

● Install a solid waste management system 

● Partner with licensed waste handlers 

● Follow national regulations (e.g., DoE rules in Bangladesh) 

● DoE rules in Bangladesh 

● DoE stands for the Department of Environment under the Ministry of Environment, 

Forest and Climate Change in Bangladesh. It is the main regulatory authority 

responsible for enforcing environmental laws and standards in the country. 

● These are the environmental laws, guidelines, and procedures that industries 

(including leather and footwear factories) must follow to operate legally and 

responsibly. 

Key Functions of the DoE 

Regulatory Function Role & Responsibilities 

Environmental 
Clearance (ECA) 

Grants’ operational licenses post environmental impact 
assessments 

Monitoring & Inspection Conducts site reviews to verify regulatory adherence 

Pollution Control Implements and enforces air, water, and soil pollution 
standards 

Waste Management 
Oversight 

Regulates disposal of solid and hazardous industrial 
waste 

Legal Action Imposes penalties or closures for non-compliance with 
environmental laws 

 

Non-compliance Examples: 

 

● Excessive water or energy consumption 

● No use of renewable energy or eco-friendly materials 

● No environmental impact assessment (EIA) 

 

Sustainability Best Practices: 

● Use energy-efficient machinery 

● Recycle or reuse materials (e.g., leather offcuts) 

● Adopt eco-friendly materials and biodegradable packaging 

● Follow environmental standards (e.g., ISO 14001, LWG protocols) 
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2. Health and safety compliance issues. 

 

Health and Safety Compliance: 

This refers to the obligation of businesses to follow laws, regulations, codes of practice, 

and industry standards designed to protect: 

 

● Employees (e.g., from injuries or workplace hazards) 

● Customers and the public (e.g., from unsafe environments) 

● The environment (e.g., from toxic or dangerous activities) 

 

Common requirements include: 

● Risk assessments 

● Safe operating procedures 

● Emergency protocols 

● Use of personal protective equipment (PPE) 

● Training and supervision 

 

Compliance Issues: 

These are failures to meet legal or regulatory requirements. In health and safety, this might 

include: 

● Inadequate safety training 

● Faulty equipment 

● Blocked fire exits 

● Failure to report workplace injuries 

● Non-use of PPE Recognizing these issues means they have been: 

● Detected through a system of checks (e.g., audits or inspections) 

● Acknowledged by the organization or regulatory body 

● Recorded for further analysis or remediation 

 

Health and safety compliance issues are recognized: 

This wording implies the issues are: 

● Not being ignored or overlooked 

● Known to management or authorities 

● Ready to be addressed through action plans 

 

Why Recognizing These Issues Matters 

● Legal Liability: Violations of labor laws, occupational safety acts (e.g., Bangladesh 

Labour Act 2006, OSHA standards) can lead to penalties or business suspension. 

● Worker Well-being: Unsafe environments increase injury risks and contribute to poor 

morale or absenteeism. 

● Audit Performance: Failure to meet SLCP, BSCI, Sedex, or Higg FEM standards 

results in lower audit scores and reputational damage. 

● Sustainability Impact: Unsafe workplaces are unsustainable—human capital must be 

protected to ensure ethical and resilient operations. 



20 
Compliance & Sustainability for Footwear & Leather Goods Sector 

 

Examples of Health and Safety Compliance Issues 

● Inadequate protective equipment for workers handling chemicals or machinery. 

● Non-functional emergency exits or blocked evacuation routes. 

● Lack of safety training for employees exposed to hazards. 

● Unrecorded workplace accidents or failure to report incidents. 

● Exposure to harmful substances without proper ventilation systems. 
 

Industry Impacts of Health & Safety Compliance Issues: 

Impact Area Explanation 

Legal Penalties Fines, lawsuits, or shutdowns enforced by labor and 
safety regulators 

Increased Workplace 
Accidents 

Greater risk of injuries, occupational illnesses, or even 
fatalities 

Higher Insurance Cost Elevated premiums due to poor risk management and 
frequent claims 

Productivity Losses Disruptions from investigations, medical leave, and 
accident-related downtime 

Reputation Damage Reduced brand credibility and loss of buyer trust due to 
non-compliance 

Employee Morale & 
Retention Drop 

Unsafe work culture causes dissatisfaction, absenteeism, 
and high turnover 

Reputation Brands may sever ties with non-compliant suppliers 

Financial Fines, compensations, or lost contracts due to poor 
compliance 

Operational Efficiency Increased downtime and worker turnover from unsafe 
working conditions 

Legal Risk Litigation and regulatory enforcement actions 

Sustainability Goals Failure to align with SDGs or corporate ESG targets 
 

SDGs or corporate ESG targets 

SDGs = Sustainable Development Goals 

SDG Goal Relevance to Footwear & Leather Sector 

SDG 3.9 Reduce illnesses from hazardous chemicals—critical for 
tanning and chemical safety protocols 

SDG 6 Clean water and sanitation—linked to wastewater 
treatment in leather processing 

SDG 8 Decent work and economic growth—ensures fair wages, 
safe working conditions, and no child/forced labor 

SDG 12 Responsible consumption and production—focuses on 
waste reduction, circular economy, and eco-materials 

SDG 13 Climate action—calls for reducing carbon emissions from 
manufacturing and logistics 
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Corporate ESG – Environmental, Social & Governance 

Environmental 

Manage tannery effluents, 

Reduce CO₂ emissions, 

use renewable energy, 

Source sustainable 

leather, Adopt 

recycled/biodegradable 

materials 

SLCP Environmental 

Module, Higg FEM, ISO 

14001, LWG 

Certification 

Social 

Provide PPE and chemical 

safety training, implement 

grievance mechanisms, 

uphold labor rights (no 

child/forced labor), Ensure 

freedom of association and 

fair recruitment 

SLCP Social Module, 

Sedex SMETA, BSCI 

Code of Conduct, 

WRAP Principles 

Governance 

Maintain audit 

transparency, Disclose 

ESG metrics and progress, 

Ensure ethical leadership 

and buyer code alignment 

SLCP Verification 

Protocols, Buyer ESG 

disclosure templates, 

ISO standards on 

ethical governance 

Environmental 

Manage tannery effluents, 

Reduce CO₂ emissions, 

use renewable energy, 

Source sustainable 

leather, Adopt 

recycled/biodegradable 

materials 

SLCP Environmental 

Module, Higg FEM, ISO 

14001, LWG 

Certification 

 

Failure to Align with SDGs or ESG Targets 

In this sector, non-alignment can lead to: 

 

● Audit failure (e.g., poor Higg FEM/FSLM scores) 

● Loss of buyer contracts due to reputational risk 

● Blocked certifications (e.g., LWG, ISO 14001) 

● Environmental fines or legal action for non-compliance 

 

3. Labor compliance issues. 

 

This statement refers to a growing awareness and acknowledgment across the industry that 

labor compliance is not only a factory-level concern, but a supply chain-wide responsibility. 

Example: 

 

In the leather footwear industry, a brand may have excellent labor practices in its own main 

factory-fair wages, safe conditions, proper contracts—but the leather it sources from a 

tannery may come from a facility where: 
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● Workers are exposed to toxic chemicals without protective gear 

● There is no proper ventilation 

● Workers are not given formal contracts or paid minimum wage 

 

Even though the brand itself is compliant at the factory level, it becomes indirectly non-

compliant if these conditions exist in its supply chain. 

In the context of modern compliance and sustainability standards, businesses are expected 

to ensure that all partners, suppliers, and subcontractors involved in the production process 

are also adhering to labor laws and ethical labor practices. 

Example: 

 

A global buyer like Nike or H&M may require all of its suppliers—including subcontracted 

stitching units and packaging services—to follow labor codes such as: 

● No child labors 

● No forced overtime 

● Legal working hours 

● Proper sanitation and safety measures 

 

What Does "Labor Compliance Issues" Include? 

Labor compliance issues typically refer to violations or gaps in legal and ethical treatment 

of workers, including 

Labor Risk Area Examples of Non-Compliance 

Wages and Working Hours 
• Underpayment or delayed wages 

• Unpaid or forced overtime  

• No breaks or rest periods  

• Workdays exceeding legal limits 

Workplace Safety 
• Lack of Personal Protective Equipment (PPE) 

• Poor ventilation or lighting  

• Chemical exposure without training or safety 

protocols 

Worker Rights 
• Restriction of union membership or collective 

bargaining 

• Intimidation of worker representatives 

• No grievance mechanisms 

Employment Terms 
• Absence of written contracts  

• Denial of leave, insurance, or benefits  

• Irregular or undocumented employment 

Child / Forced Labor 
• Employment of underage workers  

• Coercion or threats to retain labor  

• Debts used to trap workers (bonded labor) 
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Discrimination / Abuse 
• Harassment, verbal or physical  

• Gender or ethnic discrimination  

• Unequal pay or promotion practices 

 

4. Impacts of non-compliance with environmental regulations. 

 

This statement refers to a growing awareness and acknowledgment across the industry that 

labor compliance is not only a factory-level concern, but a supply chain-wide responsibility. 

Example: 

 

In the leather footwear industry, a brand may have excellent labor practices in its own main 

factory-fair wages, safe conditions, proper contracts—but the leather it sources from a 

tannery may come from a facility where: 

● Workers are exposed to toxic chemicals without protective gear 

● There is no proper ventilation 

● Workers are not given formal contracts or paid minimum wage 
 

Even though the brand itself is compliant at the factory level, it becomes indirectly non-

compliant if these conditions exist in its supply chain. 

5. Social and ethical impacts of non-compliance. 

 

This statement refers to the process of understanding and evaluating what happens to 

people, communities, and ethical business standards when a company or organization fails 

to follow legal or ethical rules—especially in areas like labor rights, human rights, fair trade, 

or community responsibility. 

 

Key Concepts: 

 

Social Impacts: Effects on workers, local communities, or society as a whole 

Ethical Impacts: Violations of moral or professional standards, such as fairness, integrity, 

transparency, and human dignity. 

 

Social and ethical impacts of non-compliance are analyzed. 

Breaking it Down: 

Social Impacts of Non-Compliance 

These are the negative effects on people and society, when a company does not follow 

acceptable social standards. 

🔸  Examples: 

● Workers forced to work long hours without rest → leads to poor health and family 

breakdowns 

● No maternity leave or childcare → affects women’s participation in the workforce 

● Use of child labor → robs children of education and future 

● Unsafe working conditions → workplace accidents or even deaths 
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Breaking it Down: 

Ethical Impacts of Non-Compliance 

These are the violations of moral values and business ethics, such as fairness, honesty, 

and transparency. 

🔸  Examples: 

● Bribing an inspector to pass an audit → unethical and undermines the system 

● Faking documents or hiding violations → dishonest, damages trust 

● Paying unequal wages to men and women → discrimination and unfairness 

● Not informing workers of their rights → power imbalance and lack of empowerment 

 

Context: Footwear & Leather Goods Industry 

This sector is often labor-intensive, with many workers (especially women), small 

subcontracted units, and exposure to health and environmental risks. So: 

● Social and ethical compliance is closely monitored by global buyers 

● Violations can result in severe business consequences 

 

For example: 

If a tannery or stitching unit is caught using underpaid or underage workers, or workers 

without safety gear, it could lead to: 

● Immediate rejection of orders 

● Failure to pass social audits (like BSCI, SEDEX, SA8000) 

● Legal actions or protests 

● Brand image being damaged in media 

 

Examples of Social and Ethical Non-Compliance 

Area Non-Compliance Social/Ethical Impact 

Labor Rights Underpayment of workers, 

forced overtime 

Worker exploitation, poor quality of life, 

labor unrest 

Child Labor Hiring underage children in 

stitching or tanning units 

Violation of children's rights, brand 

damage, global backlash 

Unsafe Working 

Conditions 

No safety gear in chemical 

areas or hot machines 

Worker injury, illness, legal liability 

Discrimination Gender, caste, or ethnic bias 

in hiring or wages 

Social inequality, poor morale, legal 

complaints 

Lack of 

Transparency 

False records in audits or 

hiding violations 

Loss of trust, failed certifications, ethical 

risk 

Corruption or 

Bribery 

Unfair bidding or approvals 

through unethical means 

Unfair competition, damaged reputation, 

legal consequences 
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6. Impacts of non-compliance. 

 

Key Impacts of Non-Compliance on Product Quality & Safety 

● Increased Recalls & Rework 

Non-compliance often results in product recalls, repairs, or replacements—costly and 

damaging to reputation. 

● Legal & Regulatory Penalties 

Violating safety or quality regulations can lead to fines, lawsuits, or bans from selling in 

certain markets. 

● Loss of Consumer Trust 

Customers may lose confidence in the brand, leading to reduced sales and long-term 

reputational harm. 

● Market Access Restrictions 

non-compliant products may be barred from entering regulated markets (e.g., EU, US, 

etc.). 
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Self-Check -1.2 

Short Questions:  

 

 

1. Question: What are the main compliance issues in leather and footwear production? 

Answer:  

2. Question: What health and safety issues are there in the industry? 

Answer:  

3. Question: What labor compliance issues are found in leather and footwear production? 

Answer:  

4. Question: What happens if environmental regulations are not followed? 

Answer:  

5. Question: What social impacts arise from non-compliance? 

Answer:  

6. Question: What ethical problems can occur due to non-compliance? 

Answer:  

7. Question: What are the financial impacts of non-compliance? 

Answer:  

8. Question: How does non-compliance affect company reputation? 

Answer:  

9. Question: What are the legal consequences of non-compliance? 

Answer:  

10. Question: How can non-compliance harm the environment? 

Answer:  
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Answer Key -1.2 

Short Questions with Answers: 

 

 

1. Question: What are the main compliance issues in leather and footwear production? 

Answer: Compliance issues include environmental regulations, waste management, and 

quality control. 

2. Question: What health and safety issues are there in the industry? 

Answer: Issues include use of PPE, managing hazardous materials, and workplace 

accident prevention. 

3. Question: What labor compliance issues are found in leather and footwear production? 

Answer: Labor issues include fair wages, working hours, and worker safety. 

4. Question: What happens if environmental regulations are not followed? 

Answer: Non-compliance can cause pollution, legal fines, and damage to reputation. 

5. Question: What social impacts arise from non-compliance? 

Answer: Social impacts include exploitation of workers and loss of consumer trust. 

6. Question: What ethical problems can occur due to non-compliance? 

Answer: Ethical problems include unfair labor practices and environmental harm. 

7. Question: What are the financial impacts of non-compliance? 

Answer: Non-compliance can lead to fines, legal costs, and loss of business. 

8. Question: How does non-compliance affect company reputation? 

Answer: It can damage the brand’s image and consumer loyalty. 

9. Question: What are the legal consequences of non-compliance? 

Answer: Legal consequences include fines, lawsuits, and business shutdowns. 

10. Question: How can non-compliance harm the environment? 

Answer: It can lead to pollution, resource depletion, and ecosystem damage. 
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Job Sheet 1.2 

 

Job Name: Perform Compliance Issue Identification and Impact Analysis in the Leather and 

Footwear Industry. 

 

Working Procedure/Steps: 

 

1. Define key compliance issues by identifying relevant regulations (e.g., environmental laws, 

labor standards, safety). 

2. Analyze the impacts of non-compliance by evaluating the legal, financial, and reputational 

consequences. 

3. Assess environmental effects of non-compliance, such as pollution and resource depletion. 

4. Conduct compliance audits using tools to identify compliance gaps and assess practices. 

5. Recommend corrective actions to resolve compliance issues and prevent future occurrences. 

 

Tools and Materials: 

• Compliance audit tools (checklists, software) 

• Industry regulations and guidelines 
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Information Sheet- 1.3 

 

Learning Outcome-3: Define the roles and responsibilities of compliance officers.  

Learning Objective: After completion of this information sheet, the learners will be able to explain, 

define and interpret the following contents. 

 

Contents: 
 
3.1 Role and responsibilities of compliance officer. 

3.2 The liaison with concern department and regulatory bodies. 

3.3 Accountability for maintaining records and documentation. 

 

1. Role and responsibilities of compliance officer. 

 

Who Is a Compliance Officer? 

A Compliance Officer is the person responsible for ensuring that a factory or organization 

follows all relevant laws, regulations, and ethical standards. They act as the internal 

watchdog and ethical guide, helping the business stay on track and avoid legal trouble. 

 

A Compliance Officer is a person responsible for ensuring that a business follows all legal, 

regulatory, and buyer-specific requirements related to: 

● Labor laws 

● Health and safety 

● Environmental practices 

● Chemical management 

● Audit preparation 

● Social standards (like no child labor, no forced labor) 

 

Key Roles and Responsibilities: 

Area Compliance Officer’s Role 

Regulatory Monitoring Stay updated with local labor laws and international 

regulations (e.g., REACH, CPSIA). 

Policy Implementation Ensure company policies align with legal and ethical 

compliance standards. 

Testing & 

Documentation 

Oversee product testing (chemical, safety) and maintain 

audit-ready documentation. 

Worker Rights & 

Welfare 

Monitor working conditions, prevent child labor, ensure fair 

wages, and enable grievance systems. 
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Area Compliance Officer’s Role 

Audit Preparation Prepare for audits like BSCI, SEDEX, and WRAP— social, 

environmental, and technical. 

Sustainability Oversight Promote eco-friendly practices such as safe chemical 

handling and proper waste disposal. 

Training & Awareness Conduct compliance training for both workers and 

management to reinforce ethical behavior. 

Corrective Action Plans Address non-compliances post-audit and ensure 

departments implement necessary improvements. 

 

Factory-Level Example 

● The compliance officer ensures workers are paid fairly, safety gear is used, and child 

labor is not employed. 

● They conduct internal audits before external inspections. 

● If a violation is found (e.g., unsafe dye handling), they initiate corrective steps and 

report to management. 

 

Why This Matters for Sustainability 

Defining this role ensures: 

● Accountability and transparency 

● Helps prevent legal penalties or order cancellations 

● Ensures worker safety and fair treatment 

● Builds trust with buyers and stakeholders 

● Contributes to sustainable business growth 

2. The liaison with concern department and regulatory bodies. 

 

This statement refers to the clear definition of how the compliance officer (or compliance team) 

should communicate, coordinate, and cooperate with: 

 

• Internal departments within the organization (like HR, Production, EHS, Quality, etc.) 

• External regulatory bodies (like government agencies, environmental authorities, labor 

departments, and buyer representatives) 
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Internal Liaison – With Concerned Departments: 

 

Department Purpose of Liaison 

HR Ensure legal wages, compliant working hours, no child labor, and proper 

grievance handling 

Production Maintain safe working conditions, proper machine guarding, and 

accessible fire exits 

EHS (Environment, 

Health & Safety) 

Monitor chemical safety, ensure use of PPE, manage waste disposal, and 

emergency response 

Quality Control Uphold product safety standards, correct labeling, and banned substance 

testing 

Store/Purchase Source only approved and compliant materials and chemicals 

 

External Liaison – With Regulatory Bodies: 

Authority/Body Role of Compliance Liaison 

Labor Department Submit factory licenses and ensure full compliance with labor laws 

Department of 

Environment of 

(DoE) 

Provide ETP (Effluent Treatment Plant) records and obtain environmental 

clearances. 

Fire Service & Civil 

Defense 

Secure fire safety licenses and coordinate safety audits 

Buyers/Third-Party 

Auditors 

Schedule compliance audits, share required documentation, and close 

CAPs 

Export/Trade 

Authorities 

Update trade licenses and ensure shipment processes adhere to 

regulations 

 

3. Accountability for maintaining records and documentation. 

 

This clause emphasizes that individuals or departments clearly recognize their responsibility 

for handling records and documents related to compliance and sustainability. It's not just 

about collecting paperwork—it’s about ensuring transparency, accuracy, and legal alignment 

in how information is maintained. 

Key Points of Accountability 

 

● Ownership: Each person or team knows which records they are responsible for (e.g. HR 

for wage records, EHS for chemical safety logs). 

● Consistency: Documentation is kept up-to-date, complete, and regularly reviewed. 

● Accessibility: Records must be organized in a way that allows quick retrieval during 

audits or inspections. 

● Retention: Understanding legal timelines for how long to store records (e.g., labor 

contracts, waste disposal certificates). 

● Security & Privacy: Ensuring sensitive data is protected and handled according to laws 

(like GDPR, labor regulations, etc.). 
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What Kind of Records and Documents? 

Document Type Purpose 

Audit reports & CAPs Demonstrate compliance status and track corrective actions 

Legal permits & 

licenses 

Ensure factory operates with necessary legal approvals 

Worker files Verify worker eligibility, employment terms, and compensation 

details 

Chemical test reports Confirm compliance with REACH, CPSIA, or buyer-specific 

standards 

Environmental data Monitor ETP performance, waste handling, and pollution levels 

Training records Document employee participation in safety and compliance 

training 

Maintenance logs Maintenance logs 

 

Who Is Accountable? 

Responsibility may fall on: 

➢ Compliance Officer – central coordinator of all compliance-related documents. 

➢ HR Manager – responsible for employee-related documentation 

➢ EHS Officer – keeps health, safety, and environmental records. 

➢ Department Heads – maintain departmental checklists, logs, and reports. 

➢ Factory Manager – ensures record readiness before audits or inspections. 
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Self-Check ï 1.3 

 

Short Questions: 
 
 
1. Question: What is the role of a compliance officer? 

Answer:  

2. Question: What are the key responsibilities of a compliance officer? 

Answer:  

3. Question: How does a compliance officer liaise with other departments? 

Answer:  

4. Question: What is the compliance officer’s role in regulatory bodies? 

Answer:  

5. Question: Why is record-keeping important for a compliance officer? 

Answer. 

6. Question: What documents does a compliance officer maintain? 

Answer: 

7. Question: What is the accountability of a compliance officer regarding documentation? 

Answer: 

8. Question: How does the compliance officer ensure the accuracy of records? 

Answer: 
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Answer Key – 1.3   

 

Short Questions with Answers: 
 
 

1. Question: What is the role of a compliance officer? 

Answer: A compliance officer ensures the company adheres to legal, environmental, and 

industry regulations. 

2. Question: What are the key responsibilities of a compliance officer? 

Answer: Responsibilities include monitoring compliance, conducting audits, and advising 

on legal requirements. 

3. Question: How does a compliance officer liaise with other departments? 

Answer: They work with departments to ensure compliance with regulations and address 

any issues or concerns. 

4. Question: What is the compliance officer’s role in regulatory bodies? 

Answer: They coordinate with regulatory bodies to ensure the company follows external 

rules and standards. 

5. Question: Why is record-keeping important for a compliance officer? 

Answer: It ensures accurate tracking of compliance activities, audits, and regulatory 

interactions. 

6. Question: What documents does a compliance officer maintain? 

Answer: They maintain records of audits, compliance reports, training, and regulatory 

communications. 

7. Question: What is the accountability of a compliance officer regarding documentation? 

Answer: They are responsible for ensuring all compliance-related documentation is 

complete, accurate, and accessible. 

8. Question: How does the compliance officer ensure the accuracy of records? 

Answer: They regularly audit records and update them according to regulatory changes 

and internal requirements. 
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Information Sheet- 1.4 

Learning Outcome-4: Understand different law and rules. 

Learning Objective: After completion of this information sheet, the learners will be able to explain, 

define and interpret the following contents. 

Contents: 
 
4.1 Applicable laws and regulations. 

4.2 Rules and standards for environmental protection, labor rights, and product safety. 

4.3 Labor laws align with labor standards. 

4.4 Health and safety regulations. 

4.5 The consequences of non-compliance.  

 

1.1 Applicable laws and regulations. 

This statement refers to the ability to recognize, understand, and list all the national and 

international laws and regulations that are applicable to the industry or workplace. 

In simple terms, it means: 

 

● Knowing which laws and rules the factory or company must follow 

● Understanding how these laws affect labor rights, safety, and the environment 

● Ensuring these laws are implemented and respected in daily operations 

 

Why Is This Important? 

 

● To ensure legal compliance 

● To avoid penalties, fines, or factory shutdown 

● To meet buyer requirements 

● To protect worker rights and workplace safety 

● To operate sustainably and ethically 

 

Applicable Labor Laws: 

Name Importance 

Bangladesh Labor Act, 

2006 (with amendments) 

Core legislation governing workers’ rights, wages, working 

hours, leave, maternity benefits, employment terms, and 

workplace relations. 

Bangladesh Labor Rules, 

2015 (with amendments) 

Detailed procedural guidelines that implement the Labor Act 

— covering factory safety, conditions of employment, dispute 

resolution, etc. 

ILO Conventions 

(International Labour 

Organization) 

International standards on labor rights — including freedom 

of association, child labor, forced labor, and occupational 

safety. 
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Applicable Labor Laws: 

 

● Freedom of Association 

● Right to Organize 

● Minimum Age 

● Elimination of Child Labor. 

● These apply especially in export sectors to ensure international compliance. 

 

Applicable Regulatory Standards 

 

Regulation Type Description 

Environmental 

Regulations . 

These include laws under Bangladesh Environment 

Conservation Act, which cover: 

 

1.2 Rules and standards for environmental protection, labor rights, and product safety. 

 

This statement means that the person or team responsible for compliance must not only 

know the rules and standards that apply to: 

 

● Environmental protection 

● Labor rights 

● Product safety 

 

But must also be able to interpret them - i.e., understand what they mean in practice, and 

how to apply them correctly within the organization’s daily operations. 

It’s not just about knowing the laws - it’s about understanding what to do to follow them, 

and how they affect the business and workers. 

 

Environmental Protection 

Factories must understand and follow environmental rules, such as: 

 

● Wastewater treatment through ETP (Effluent Treatment Plant) 

● Safe disposal of hazardous chemicals 

● Proper air and noise emission control 

● Maintaining an Environmental Clearance Certificate 

 

Example: A footwear factory using adhesives must ensure proper ventilation and disposal of 

chemical waste. 

 

Labor Rights 

These include: 

 

● Right to fair wages and timely payment 

● No child or forced labor 

● Legal working hours and overtime limits 

● Right to form unions or participate in worker committees 

● Leave entitlements, maternity benefits, and equal opportunity 
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Example: A leather goods company must ensure all employees are above legal working age 

and receive pay slips. 

 

Product Safety 

Industries must follow safety standards to ensure: 

 

● No use of banned substances (e.g., lead, phthalates) 

● Products are tested (e.g., REACH, CPSIA, CE mark) 

● Labelling is correct (e.g., size, country of origin, safety warning) 

 

Example: A shoe exported to Europe must be REACH-compliant, meaning no harmful 

chemicals like chromium VI are present. 

 

1.3 Labor laws align with labor standards. 
 

This statement means that the organization must: 

 

1. Be aware of and understand the national and international labor laws, and 

2. Apply them correctly in daily operations so that the factory or company runs ethically, 

legally, and in alignment with labor standards. 

 

What It Means in Practice 

Aspect Explanation 

Recognition The organization understands and accepts the 
relevance of national labor laws. 

Alignment Business practices are adjusted to meet legal labor 
standards. 

Sustainability Link Ethical labor practices contribute to long-term social 
and economic sustainability 

 

What Does "Aligning Operations" Mean? 

Legal Standard Factory Action 

No Child Labor Verify worker age using ID documents and maintain 
proof records. 

Legal Working Hours Record daily attendance and adhere to the 8+2 rule 
(8 hours + 2 OT) 

Overtime Payment Pay double rate for overtime and obtain written 
consent from workers 

Maternity Leave Provide 112 days of paid leave in accordance with 
legal requirements 

Health and Safety Appoint safety officer and conduct monthly health & 
safety meetings 

 

Example in a Leather Goods Factory: 

 

● The HR team verifies all employees are above 18. 

● The factory ensures workers don’t work more than 60 hours/week including overtime. 

● Maternity leave is granted as per law, and records are kept. 

● Worker committees are formed for grievance handling and dialogue. 
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1.4 Health and safety regulations. 
 

This statement refers to the awareness and understanding of the health and safety laws, 

rules, and standards that ensure a safe, clean, and secure working environment for all 

employees. 

 

To "understand" these regulations means: 

 

● Knowing the legal requirements related to workplace safety and hygiene. 

● Being able to interpret and apply them correctly in day-to-day operations. 

● Taking steps to protect workers from hazards, prevent accidents, and comply with legal 

obligations. 

 

Relevant Laws & Rules (Bangladesh Context) 

Legal Reference Description 

Bangladesh Labor Act, 
2006 (with amendments) 

Includes Chapter VI (Health & Hygiene) and Chapter VIII 
(Safety) — mandates employers to ensure a safe and 
hygienic workplace 

Labor Rules 2015 (with 
amendments) 

Provides implementation details for health and safety 
compliance—such as first aid, fire safety, ventilation, and 
chemical management. 

ILO Convention 155 
(ratified by Bangladesh) 

Defines international OSH (Occupational Safety and 
Health) standards. Supports Bangladesh’s alignment with 
global labor conventions. 

 

Key Health and Safety Provisions Under Bangladeshi Law: 

 

Topic Regulation (as per law) 

Cleanliness Maintain cleanliness of floors, walls, and ceilings (Section 
51) 

Ventilation & Lighting Ensure proper ventilation and sufficient natural/artificial light 
(Sections 52ï53) 

Drinking Water Provide clean and safe drinking water to all workers 
(Section 55) 

Toilets and Sanitation Maintain adequate, separate, and hygienic toilet facilities for 
men and women (Section 56) 

Fire Safety Install fire-fighting equipment, alarm systems, and 
accessible emergency exits (Sections 62ï63) 

Machine Safety Guard machinery and restrict the use of unsafe equipment 
(Sections 69ï72) 

Chemical Handling Handle hazardous chemicals safely, following storage and 
labeling rules (Rules 42ï44, 75) 

First Aid Provide at least one first aid box per 150 workers and train 
designated personnel (Rules 53ï55) 
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Example in a Footwear/Leather Factory: 

 

● The production floor has visible fire exits and extinguishers. Fire drills are conducted every 

3 months. 

● Workers using adhesives are provided gloves and masks, and chemicals are stored with 

labels and MSDS. 

● The factory has a first aid box on each floor, with a trained person assigned. 

● Toilets are cleaned regularly, and drinking water is tested and available. 

 

Why This Matters: 

 

Understanding and applying health & safety laws: 

 

● Prevents workplace accidents and injuries 

● Helps avoid fines, shutdowns, or legal action from regulatory bodies like DIFE 

● Ensures compliance with buyer audits (e.g., BSCI, WRAP, SEDEX) 

● Builds a positive workplace culture and boosts employee morale 

● Supports long-term sustainability and legal integrity 

● DIFE = Department of Inspection for Factories and Establishments 

● BSCI = Business Social Compliance Initiative 

● WRAP = Worldwide Responsible Accredited Production 

● SEDEX = Supplier Ethical Data Exchange 

 

1.5 The consequences of non-compliance.  

 

● This statement emphasizes the importance of understanding what happens when an 

organization fails to comply with applicable labor, environmental, and safety laws and 

regulations. 

● It's not just about knowing the rules—it's also about understanding the risks and penalties 

if those rules are broken. 

 

Related to Bangladeshi Laws & Rules 

Legal Reference Description 

Bangladesh Labor Act, 
2006 (with amendments) 

Specifies penalties for violations in key areas such as 
workplace safety, wage payment, legal working hours, and 
child labor. 

Labor Rules, 2015 (with 
amendments) 

Outlines enforcement procedures and details punitive 
actions like fines, suspension of licenses, and possible 
imprisonment. 

ILO Conventions Sets global labor standards; while not strictly enforceable in 
national courts, non-compliance may hurt trade, exports, 
and brand reputation. 
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Examples of Non-Compliance Consequences 

 

Violation Consequence 

Employing child labor Up to Tk. 5,000 fine per violation or prosecution 

Not maintaining fire 
safety exits 

Factory can be shut down temporarily by DIFE 

Failing to provide PPE or 
first aid 

Legal notice + possible worker compensation claim 

Excessive working hours Fines or potential buyer audit failure 

Poor chemical 
handling/storage 

Health risks, buyer rejection, and environmental fines 

Salary not paid as per 
law 

Labor unrest, legal action, or brand blacklisting 
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Self-Check – 1.4 

Short Questions: 

 

1. Question: What are applicable laws and regulations in compliance? 

Answer:  

2. Question: What rules and standards exist for environmental protection? 

Answer:  

3. Question: How do labor laws align with labor standards? 

Answer:  

4. Question: What are some examples of labor rights laws? 

Answer:  

5. Question: What health and safety regulations must companies follow? 

Answer:  

6. Question: Why is product safety regulation important? 

Answer:  

7. Question: What are the consequences of non-compliance with regulations? 

Answer:  

8. Question: How do non-compliance consequences affect a business? 

Answer:  

9. Question: What is the impact of not following labor laws? 

Answer:  

10. Question: How do health and safety violations affect a company? 

Answer:  
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Answer Key – 1.4 

Short Questions with Answers: 

 

1. Question: What are applicable laws and regulations in compliance? 

Answer: These are the legal rules that a company must follow to ensure business 

practices meet local and international standards. 

2. Question: What rules and standards exist for environmental protection? 

Answer: Rules include waste management, pollution control, and sustainable resource 

use to protect the environment. 

3. Question: How do labor laws align with labor standards? 

Answer: Labor laws ensure fair wages, safe working conditions, and employee rights, 

aligning with global labor standards. 

4. Question: What are some examples of labor rights laws? 

Answer: Laws include regulations on working hours, wages, child labor, and workplace 

safety. 

5. Question: What health and safety regulations must companies follow? 

Answer: These regulations ensure worker safety through PPE, safe machinery, and 

emergency procedures. 

6. Question: Why is product safety regulation important? 

Answer: It ensures that products are safe for consumers and meet regulatory standards 

to prevent harm. 

7. Question: What are the consequences of non-compliance with regulations? 

Answer: Consequences include fines, legal actions, business shutdowns, and damage to 

reputation. 

8. Question: How do non-compliance consequences affect a business? 

Answer: Non-compliance can lead to financial losses, lawsuits, and loss of consumer 

trust. 

9. Question: What is the impact of not following labor laws? 

Answer: It can result in legal penalties, employee unrest, and damage to the company's 

reputation. 

10. Question: How do health and safety violations affect a company? 

Answer: Violations can lead to workplace accidents, legal actions, and decreased 

employee morale. 
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Job Sheet 1.4 

 

Job Name: Interpret and Apply Relevant Laws and Rules.  

 

Working Procedure / Steps 

 

1. Identify various laws and rules applicable to the organization, including labor laws, 

environmental regulations, and industry-specific standards. 

2. Explain the importance of each law and rule in ensuring organizational compliance and 

ethical conduct. 

3. Analyze the impact of these laws and rules on business operations and decision-making 

processes. 

4. Demonstrate understanding of how to interpret and apply these laws and rules in practical 

scenarios within the workplace. 

5. Review legal documentation and compliance requirements regularly to stay updated with 

any changes in laws and rules. 

 

Tools and Materials: 

 

o Legal documentation and compliance guidelines 

o Regulatory frameworks for industry laws 

o Training materials on laws and rules 
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Information Sheet- 1.5 

Learning Outcome-5: Recognize the regulatory framework. 

Learning Objective: After completion of this information sheet, the learners will be able to explain, 

define and interpret the following contents. 

Contents: 
 
5.1 Regulatory framework governing the industry. 

5.2 Industry standards and codes of practice. 

5.3 Importance of compliance with the regulatory framework. 

5.4 Penalties for non-compliance. 

5.5 Impact of the regulatory framework. 

 

5.1 Regulatory framework governing the industry. 

 

What It Means: 

 

● This statement refers to the ability to clearly recognize and understand the set of laws, 

rules, policies, and international standards that govern how the industry must operate—

especially in relation to labor, environment, health and safety, and ethical business 

practices. 

● In other words, it means knowing what legal standards apply to your factory or 

business—and who enforces them. 

 

What is a Regulatory Framework? 

 

A regulatory framework includes: 

 

● National laws and rules (e.g., Bangladesh Labor Act) 

● Government agencies and their powers (e.g., DIFE, DoE) 

● International standards (e.g., ILO Conventions, BSCI) 

● Industry-specific codes and buyer compliance requirements 

 

Key Laws & Regulations in Bangladesh (for Footwear & Leather Sector) 

Regulation 
Type 

Description 

Labor Law Bangladesh Labor Act, 2006 (Amended 2013, 2018, 2025) – 
Governs working conditions, wages, overtime, benefits, and worker 
rights. 

Labor Rules Labor Rules 2015 (with amendments) – Implementation guidelines 
for the Labor Act, covering safety, maternity, dispute resolution, etc. 

Environmental 
Law 

Environment Conservation Act 1995 & Rules 1997 – Regulates 
waste, effluent treatment, and pollution control (administered by the 
Department of Environment). 

Health & Safety Based on Labor Act Chapters VI & VIII and Fire Safety Guidelines 
from Bangladesh Fire Service & Civil Defence – Covers workplace 
safety and fire regulations. 
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Wages Law Regulated by the Minimum Wage Board, which defines industry-
specific minimum wage structures. 

ILO 
Conventions 

Bangladesh has ratified key ILO conventions including those on child 
labor, forced labor, freedom of association, and occupational safety 
& health (OSH). 

Buyer 
Requirements 

International brands often require compliance with standards like 
WRAP, BSCI, SEDEX, ISO 14001, and others to ensure ethical and 
sustainable practices. 

 

Real-World Industry Example: 

In a leather footwear manufacturing unit: 

 

● The factory follows the Labor Act for setting working hours and leave. 

● Uses a biological ETP as per Environmental Rules to treat effluents before discharge. 

● Complies with ILO OSH standards to prevent accidents. 

● Faces buyer audits from H&M and Decathlon, based on BSCI/SEDEX standards. 

 

5.2 Industry standards and codes of practice. 

 

What it means: 

 

● This statement refers to understanding and identifying the formal standards, codes of 

conduct, and best practices that companies within a specific industry (such as footwear, 

leather goods, garments, etc.) are expected to follow — in addition to legal requirements. 

● These standards often come from industry groups, international buyers, certification 

bodies, or global ethical trade organizations, and help ensure quality, worker safety, 

sustainability, and social responsibility. 

 

In the context of the Footwear & Leather Goods Industry: 

Recognizing industry standards means knowing about and following: 

 

● Ethical and social compliance frameworks 

● Quality assurance and safety guidelines 

● Environmental sustainability standards 

● Buyer-specific codes of conduct 

 

Examples of Industry Standards & Codes of Practice 

Standard / Code Description 

BSCI (amfori) Business Social Compliance Initiative – Promotes fair labor, 
decent working conditions, and ethical supply chains. 

WRAP Worldwide Responsible Accredited Production – Certifies lawful, 
humane, and safe manufacturing practices 

SEDEX / SMETA Social audit framework covering labor rights, health & safety, 
environment, and business ethics. 

ISO 9001 Global benchmark for quality management systems – focuses 
on consistent product/service delivery and improvement. 

ISO 14001 Environmental management standard – guides organizations in 
reducing environmental impact and managing compliance. 
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ILO Codes & 
Conventions 

Sets internationally recognized labor standards, including rights 
to collective bargaining, OSH, and fair treatment. 

Buyer-specific 
Codes 

Retailer-specific requirements (e.g., H&M, Nike, Decathlon, 
Zara) – may include labor, environmental, and traceability 
criteria. 

 

5.3 Importance of compliance with the regulatory framework. 

 

This statement means that individuals or organizations clearly understand why it is important 

to follow (comply with) all laws, rules, industry regulations, and international standards 

related to their work or sector. 

It emphasizes not just knowing the rules, but also recognizing the value and benefits of 

following them — especially in areas such as labor rights, safety, environmental protection, 

and product quality. 

 

In the context of industries like footwear, leather goods, or textiles, the regulatory framework 

includes 

 

Type Examples 

National Laws Bangladesh Labor Act 2006, Labor Rules 2015 

Environmental Laws Environment Conservation Act 1995, Effluent Treatment 
Plant (ETP) guidelines 

Health & Safety Rules Fire Safety Codes, Occupational Safety and Health (OSH) 
standards 

International Standards ILO Conventions, BSCI, WRAP, ISO 9001 & 14001, 
SEDEX/SMETA 

 

 

Why Compliance Is Important? 

Reason Description 

Legal Safety Prevents legal action, fines, or shutdowns from agencies 
like DIFE or DoE. 
 

Market Access Essential for meeting buyer requirements and maintaining 
global export eligibility. 

Worker Protection Promotes fair wages, safe workspaces, and humane 
treatment of employees. 

Environmental 
Responsibility 

Supports pollution control, waste management, and 
sustainable production practices. 

Business Reputation Builds credibility with clients, brands, and regulators; 
enhances long-term trust. 

Sustainability Contributes to broader goals like SDGs, ethical sourcing, 
and responsible growth. 

 

DIFE= Department of Inspection for Factories and Establishments 

DoE=Department of Environment 

SDGs=Sustainable Development Goals 

Example (Real-World): 

A leather footwear exporter in Bangladesh maintains: 

 

● Compliance with the Labor Act for wages and working hours 
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● A certified ETP to meet environmental laws 

● WRAP/BSCI certification to meet buyer standards 

 

This allows them to: 

 

● Avoid government penalties 

● Pass buyer audits 

● Secure repeat orders 

 

5.4 Penalties for non-compliance. 

What it means: 

 

● This statement refers to understanding the legal and operational consequences (penalties) 

that a company or organization may face if they fail to comply with regulatory standards - 

such as labor laws, environmental laws, health and safety rules, and international 

compliance codes. 

● In short: Knowing what will happen (e.g., fines, suspension, legal action) if a business 

doesn’t follow the rules. 

 

Examples of Penalties for Non-Compliance (Bangladesh & International) 

Area of Non-Compliance Possible Penalty 

Violating Bangladesh Labor 
Law (2006) 

Monetary fines (ŷ5,000–ŷ25,000), imprisonment, factory 

license suspension 

Poor Fire Safety (under 
DIFE) 

Immediate factory closure, cancellation of operational 
license 

No ETP or Pollution Control 
(DoE) 

Environmental fines, shutdown orders, cancellation of 
environmental clearance 

Failing Buyer Audit (e.g., 
BSCI, WRAP) 

Loss of orders, blacklisting from buyer networks, 
damage to brand reputation 

Lack of Safety Measures / 
PPE 

Worker injuries, legal claims, mandatory compensation, 
reputational and legal risks 

 

Real-Life Example: 

 

● A leather factory in Bangladesh was fined and temporarily shut down by DIFE due to 

failure to maintain fire safety exits and first-aid equipment.   

● Another factory lost contracts with European brands after failing a SEDEX audit due to 

long working hours and poor worker sanitation facilities. 

 

 

 

 

 

 

 

5.5 Impact of the regulatory framework. 

 

What it means: 
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● This means that the influence or effect of legal rules, regulations, and compliance 

requirements on a business or industry is clearly understood — particularly how these 

regulations affect daily operations, worker rights, product quality, environmental practices, 

and business performance. 

● In simple terms: Understanding how laws and compliance requirements shape the way a 

company must operate. 

 

What is a Regulatory Framework? 

 

A regulatory framework includes all the laws, rules, and standards (local and international) 

that companies must follow. In Bangladesh’s footwear and leather goods industry, this 

includes: 

 

● Bangladesh Labor Act 2006 (with amendments) 

● Labor Rules 2015 

● Environmental laws (DoE) 

● Health and Safety regulations (DIFE) 

● International standards (BSCI, WRAP, ISO, ILO conventions) 

 

Examples of Impacts in the Industry 

 

Area Impact of the Regulatory Framework 

Labor Laws Guarantees fair wages, legal working hours, no child labor, and 
mandatory benefits — boosts worker wellbeing and reputation. 

Environmental 
Regulations 

Mandates ETP installation, waste management, pollution control 
— essential for sustainability and global buyer compliance. 

Health & Safety Rules Requires fire exits, first aid kits, and training — minimizes 
workplace accidents, injuries, and legal exposure. 

Product Safety 
Regulations 

Ensures products meet chemical and quality standards (e.g., 
REACH) — crucial for export approval and consumer safety. 

Social Compliance 
Standards 

Promotes ethical practices in labor, environment, and 
governance — builds buyer trust and long-term access to global 
markets. 
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Self-Check – 1.5 

Short Questions: 

 

1. Question: What is the regulatory framework governing the industry? 

Answer:  

2. Question: What are industry standards and codes of practice? 

Answer:  

3. Question: Why is compliance with the regulatory framework important? 

Answer:  

4. Question: What are the penalties for non-compliance? 

Answer:  

5. Question: How does non-compliance impact the company? 

Answer:  

6. Question: How does the regulatory framework affect industry operations? 

Answer:  

7. Question: What role do industry standards play in compliance? 

Answer:  

8. Question: What is the result of failing to comply with the regulatory framework? 

Answer:  

9. Question: What are the benefits of adhering to the regulatory framework? 

Answer:  

10. Question: How does the regulatory framework impact a company’s competitiveness? 

Answer:  
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Answer Key – 1.5 

Short Questions with Answers: 

 

1. Question: What is the regulatory framework governing the industry? 

Answer: The regulatory framework consists of laws, regulations, and standards that 

guide industry practices to ensure safety, fairness, and environmental protection. 

2. Question: What are industry standards and codes of practice? 

Answer: Industry standards and codes are established guidelines that define best 

practices for safety, quality, and compliance within the industry. 

3. Question: Why is compliance with the regulatory framework important? 

Answer: Compliance ensures legal operation, maintains product quality, and protects the 

company from legal and financial risks. 

4. Question: What are the penalties for non-compliance? 

Answer: Penalties include fines, legal action, reputational damage, and potential 

business closure. 

5. Question: How does non-compliance impact the company? 

Answer: Non-compliance can lead to financial losses, legal consequences, loss of 

consumer trust, and harm to brand reputation. 

6. Question: How does the regulatory framework affect industry operations? 

Answer: It provides guidelines for safe practices, product quality, and worker protection, 

influencing how companies operate and meet legal requirements. 

7. Question: What role do industry standards play in compliance? 

Answer: Industry standards ensure uniformity, safety, and quality across the industry, 

helping companies meet regulatory expectations. 

8. Question: What is the result of failing to comply with the regulatory framework? 

Answer: Failure to comply results in legal and financial repercussions, and can harm a 

company's reputation and consumer confidence. 

9. Question: What are the benefits of adhering to the regulatory framework? 

Answer: Benefits include avoiding penalties, ensuring operational efficiency, and 

fostering consumer trust. 

10. Question: How does the regulatory framework impact a company’s competitiveness? 

Answer: Following the framework ensures quality and ethical practices, which can 

enhance a company's reputation and market position. 
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Job Sheet 1.5 

 

Job Name: Identify and Analyze the Regulatory Framework.  

 

Working Procedure / Steps 

1. Identify the key regulatory frameworks applicable to the organization, including national 

and international laws, standards, and industry-specific regulations. 

2. Explain the purpose of these regulations in maintaining compliance, safety, and ethical 

standards within the organization. 

3. Assess the impact of the regulatory framework on business operations, including 

compliance processes, reporting, and audits. 

4. Demonstrate the application of the regulatory framework in day-to-day organizational 

practices and decision-making. 

5. Monitor any changes or updates to the regulatory framework to ensure continued 

compliance. 

 

 

Tools and Materials: 

 

• Regulatory documents and guidelines 

• Compliance checklists and audit tools 

• Industry-specific regulatory standards 
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Information Sheet- 1.6 

Learning Outcome-6: identify organizational policies and procedures. 

Learning Objective: After completion of this information sheet, the learners will be able to explain, 

define and interpret the following contents. 

Contents: 
 
6.1 Recruitment policies.  

6.2 Health and safety policies. 

6.3 Emergency procedures and risk management protocols. 

6.4 Grievance handling policy and procedure.  

6.5 Anti-harassment and abuse policy.  

6.6 No-discrimination policy.  

 

6.1 Recruitment policies.  
 

● This means that an individual or organization has a clear understanding of the rules, 

procedures, and ethical practices related to hiring employees, in accordance with legal, 

organizational, and compliance standards. 

● In the context of compliance and sustainability, it’s not just about hiring people — it's about 

doing so fairly, legally, and transparently, while respecting labor rights, equal opportunity, 

and non-discrimination. 
 

Key Elements of Recruitment Policies 

Key Compliance Area Description 

Equal Opportunity Employment decisions must be free from discrimination 
based on gender, age, religion, ethnicity, disability, etc. 

Legal Age Requirements No child labor allowed; employers must verify age 
documents (as per Bangladesh Labor Act 2006). 

Fair Hiring Process Jobs must have clear descriptions, fair interviews, and 
written contracts that avoid exploitation. 

Contractual Clarity Workers must receive appointment letters detailing job 
responsibilities, salary, and working conditions. 

No Forced or Bonded Labor Hiring must be voluntary, without coercion or 
withholding of identification or legal documents. 

Transparency & 
Recordkeeping 

All hiring records must be properly maintained and 
made available for audits or compliance inspections. 

 

Relevant to Compliance & Labor Laws (Bangladesh): 

 

● Bangladesh Labor Act 2006 (Section 34–45) – Outlines minimum employment age, 

appointment letters, probation, and worker classification. 

● ILO Conventions 138 & 182 – Prohibit child labor and forced labor globally. 

● Buyer Codes of Conduct – (e.g., BSCI, WRAP, SEDEX) require ethical recruitment 

practices. 

 

 

 

Real-World Example: 
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A footwear factory hiring workers must: 

 

● Verify that each worker is 18+ years old 

● Provide a written appointment letter 

● Maintain recruitment records for DIFE or buyer audits 

● Avoid hiring through illegal agents or contract systems that exploit workers 

 

Failure to follow these can lead to: 

 

● Audit failures 

● Loss of certifications 

● Legal action by regulatory bodies 

 

6.2 Health and safety policies. 

 

What it Means: 

● This means that the organization and its employees understand and acknowledge the 

health and safety policies that are in place — policies that are designed to ensure a safe 

and healthy working environment for all workers, in compliance with national laws and 

international standards. 

● In simple terms: Everyone is aware of what safety measures must be followed at the 

workplace and why they are important. 

Legal Relevance in Bangladesh: 

 

● Bangladesh Labor Act 2006 (Chapter VI & VII) 

 

○ Sections on health, cleanliness, ventilation, lighting, drinking water, latrines, 

dust/fume control, etc. 

○ Fire safety and workplace safety measures are legally required. 

 

● Labor Rules 2015: Provides detailed procedures for health and safety compliance. 

● DIFE (Department of Inspection for Factories and Establishments): Conducts inspections 

and audits based on these laws. 

● International Standards: WRAP, BSCI, SEDEX, ILO guidelines also demand strict 

adherence to safety policies. 

● WRAP= Worldwide Responsible Accredited Production 

● BSCI= Business Social Compliance Initiative 

● SEDEX= Supplier Ethical Data Exchange 

● ILO= International Labour Organization 
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Key Elements of Health and Safety Policies 

Safety & Health 
Area 

Policy Objective 

Workplace Safety Ensure that fire exits, safe machinery operation, and emergency 
procedures are in place and maintained 

Use of PPE Provide workers with appropriate Personal Protective Equipment 
(PPE) and train them on its proper use (e.g., helmets, gloves, 
masks). 

Fire Safety Maintain fire extinguishers, alarms, and conduct regular fire drills 
with trained personnel for emergency preparedness. 

Cleanliness & 
Hygiene 

Guarantee access to safe drinking water, clean and sanitary toilets, 
and hygienic work conditions. 

Accident 
Reporting 

Implement protocols for timely reporting, documentation, and 
response to workplace accidents. 

First Aid Ensure presence of trained first-aid staff and easy access to 
stocked first-aid kits throughout the facility 

Training Provide ongoing occupational health and safety training to all 
employees to reinforce safe practices. 

 

 

Real-Life Example: 

 

➢ A leather goods factory must: 

➢ Conduct fire drills every 3–6 months 

➢ Maintain accessible fire extinguishers 

➢ Ensure proper ventilation and dust control in cutting units 

➢ Provide PPE to chemical handling staff 

➢ Maintain records of workplace injuries and safety inspections 

 

Failure to recognize or implement these policies may result in: 

 

➢ Factory closure by DIFE (Department of Inspection for Factories and Establishments) 

➢ Buyer rejection 

➢ Legal fines or accidents leading to worker harm 

 

6.3 Emergency procedures and risk management protocols. 

 

This means that employees and management clearly know and understand the steps to take 

in case of an emergency (such as fire, electrical failure, chemical spill, natural disaster, etc.), 

and are aware of the risk management systems that help prevent or minimize such incidents. 

 

In simple terms: 

 

Everyone knows what to do in an emergency, and the company has systems in place to 

reduce risks. 
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Emergency Procedures: 

 

● Fire evacuation plan with marked exit routes 

● Emergency contact lists 

● Firefighting equipment (extinguishers, alarms, hydrants) 

● First aid response 

● Assembly points 

● Regular fire drills and training 

 

Risk Management Protocols Include: 

 

● Identifying hazards in the workplace 

● Assessing risks (e.g., machine-related injuries, chemical exposure) 

● Implementing controls (e.g., PPE, ventilation systems, safety guards) 

● Monitoring and reviewing risk regularly 

● Training staff on how to handle risky situations 

 

Relevance to Bangladesh Labor Law: 

 

● Bangladesh Labor Act 2006, Chapter VI & VII requires: 

➢ Fire safety measures 

➢ Adequate exits 

➢ Emergency preparation 

➢ Appointment of safety officers 

● Labor Rules 2015 further explain the need for drills, documentation, and inspections. 

 

International & Buyer Requirements: 

 

● ILO standards require effective safety and emergency plans. 

● Certifications like WRAP, BSCI, SEDEX demand evidence of emergency preparedness. 

● Many buyers audit emergency training and evacuation plans as part of compliance 

checks. 

 

Example (Leather/Footwear Factory): 

 

In a footwear factory: 

 

● There should be clearly marked emergency exits and functioning fire extinguishers. 

● Workers must be trained to evacuate calmly during a fire drill. 

● Risk assessments should be done for cutting machines or chemical storage areas. 

● Safety officers should regularly review and improve protocols. 
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6.4 Grievance handling policy and procedure.  
 

This means that both management and workers understand and can identify the policies and 

steps involved in addressing worker complaints or concerns (called grievances) in the 

workplace-such as issues related to wages, working conditions, harassment, unfair 

treatment, or violations of labor rights. 

 

In simple terms: 

 

Everyone knows how to raise a complaint and how the company will respond and resolve it 

fairly and confidentially. 

 

What a Grievance Handling Policy Typically Covers 

 

Grievance 
Management Element 

Description 

Grievance Definition Any formal or informal complaint raised by a worker regarding 
working conditions, treatment, or other concerns. 

Reporting Channel Provide multiple accessible methods for submitting grievances 
— verbal communication, grievance box, email, or official HR 
form. 

Confidentiality 
 

Ensure grievance handling protects worker identity and shields 
them from retaliation or discrimination. 

Investigation Process Conduct a fair, unbiased, and timely review led by HR or 
designated compliance personnel. 

Resolution & Feedback Communicate the outcome of the investigation and implement 
corrective actions where necessary. 

Documentation Maintain accurate records of all grievances and resolutions to 
support audits and continuous improvement. 

 

Relevance to Bangladesh Labor Law: 

 

Bangladesh Labour Rules 2015 – Rule 205–208 requires: 

 

➢ Each factory with over 20 workers must have a formal grievance redress mechanism. 

➢ A grievance committee must be formed, including equal representation from management 

and workers (and women where applicable). 

➢ The committee must resolve complaints within 15 working days. 
 

Global Compliance & Buyer Expectations: 

 

Buyers like H&M, Nike, Adidas, or Marks & Spencer require: 

 

● A grievance policy to be posted visibly in local language. 

● A non-retaliation policy to protect workers from punishment. 

● Regular monitoring and auditing of grievance logs. 

● Often, third-party hotlines are used for added trust. 

 

Frameworks such as: 

 

● WRAP, BSCI, SEDEX, and ILO conventions also demand fair grievance processes. 
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Self-Check – 1.6 

Short Questions: 

 

1. Question: What are recruitment policies? 

Answer:  

2. Question: What do health and safety policies cover? 

Answer:  

3. Question: What are emergency procedures and risk management protocols? 

Answer:  

4. Question: What is the grievance handling policy? 

Answer:  

5. Question: What does the anti-harassment and abuse policy ensure? 

Answer:  

6. Question: What is the purpose of a no-discrimination policy? 

Answer:  

7. Question: How do recruitment policies ensure fairness? 

Answer:  

8. Question: What role do health and safety policies play in the workplace? 

Answer:  

9. Question: How do grievance handling procedures benefit employees? 

Answer:  

10. Question: How does the anti-harassment policy protect employees? 

Answer:  
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Answer Key – 1.6 

Short Questions with Answers: 

 

1. Question: What are recruitment policies? 

Answer: Recruitment policies define how candidates are selected, hired, and integrated 

into the company, ensuring fairness and legal compliance. 

2. Question: What do health and safety policies cover? 

Answer: Health and safety policies ensure a safe work environment by outlining 

procedures for accident prevention, PPE, and emergency response. 

3. Question: What are emergency procedures and risk management protocols? 

Answer: Emergency procedures guide how to respond to accidents or disasters, while 

risk management protocols identify and mitigate potential risks. 

4. Question: What is the grievance handling policy? 

Answer: It outlines how employee complaints or conflicts are addressed fairly and 

promptly, ensuring resolution and maintaining workplace harmony. 

5. Question: What does the anti-harassment and abuse policy ensure? 

Answer: This policy prevents and addresses any form of harassment or abuse in the 

workplace, promoting a respectful and safe environment. 

6. Question: What is the purpose of a no-discrimination policy? 

Answer: The no-discrimination policy ensures equal treatment of all employees, 

prohibiting discrimination based on race, gender, religion, or other protected 

characteristics. 

7. Question: How do recruitment policies ensure fairness? 

Answer: They set clear, consistent guidelines for selecting candidates based on 

qualifications and merit, avoiding bias and discrimination. 

8. Question: What role do health and safety policies play in the workplace? 

Answer: They minimize workplace accidents and health risks, ensuring a safe 

environment for employees and compliance with legal requirements. 

9. Question: How do grievance handling procedures benefit employees? 

Answer: They provide employees with a clear process for resolving issues, ensuring 

fairness and reducing workplace conflicts. 

10. Question: How does the anti-harassment policy protect employees? 

Answer: It establishes a zero-tolerance approach to harassment, ensuring a respectful 

work culture and safeguarding employee well-being. 
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Job Sheet 1.6 

Job Name: Identify and Apply Organizational Policies and Procedures.  

 

Working Procedure / Steps 

 

1. Identify the key organizational policies and procedures, including those related to ethics, 

compliance, safety, and operational standards. 

2. Review and explain the purpose of each policy and procedure in ensuring smooth and 

compliant operations. 

3. Assess how these policies and procedures align with legal, regulatory, and industry 

requirements. 

4. Demonstrate the ability to apply these policies and procedures in daily tasks and 

decision-making processes. 

5. Monitor compliance with organizational policies and procedures and report any deviations 

or areas for improvement. 

 

Tools and Materials: 

 

• Organizational policy documents 

• Procedure manuals and guidelines 

• Compliance audit tools 

 

  



60 
Compliance & Sustainability for Footwear & Leather Goods Sector 

 

Module-2 
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Module-2 

 

Module Title: Interpret Social Compliance Standards & Audits. 

Unit code: SICIP-LET-CSL-02-O                                                            Nominal Hours: 70 hours 
 

Module Description: This module covers the skills, knowledge & attitudes required to Interpret 

Social Compliance Standards & Audits. It specifically includes the task of identifying major social 

compliance standards, implementing audit procedures for social compliance, documenting and 

maintaining audit findings, developing and implementing corrective action plans (CAP), ensuring 

compliance with buyer codes of conduct.  

Learning Outcomes: After completing of this module, the trainee will be able to; 

1. Identify major social compliance standards 

2. Implement audit procedures for social compliance 

3. Document and maintain audit findings 

4. Develop and implement corrective action plans (CAP) 

5. Ensure compliance with buyer codes of conduct 
 

Assessment Criteria: 

1. International labor standards are identified.  

2. AMFORI BSCI standards are identified for ensuring ethical business practices. 

3. SEDEX standards are identified for ensuring social compliance in supply chains. 

4. SA8000 standard is recognized for promoting social accountability and the protection of 

workers' rights. 

5. Ethical Trading Initiative (ETI) Base Code is identified for improving labor standards. 

6. Audit is defined, and the types of audits are identified. 

7. Scope of the audit is interpreted, ensuring that the audit focuses on the relevant areas. 

8. Audit procedures for social compliance are executed to assess compliance with ethical and 

legal requirements. 

9. Social compliance audits are conducted, focusing on key areas workers' rights, fair wages, 

and safe working conditions. 

10. Non-compliance issues are identified.  

11. Supporting evidence is collected by relevant documentation. 

12. Records of audit findings are maintained ensuring proper storage and easy access for future 

audits. 

13. Audit findings are reviewed and tracked. 

14. Audit reports are generated for further action and compliance improvement. 

15. Root cause analysis is conducted, ensuring that the underlying causes of non-compliance. 

16. Corrective action plans (CAP) are developed based on root cause findings. 

17. CAP implementation is executed with clear responsibilities and deadlines assigned. 
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18. Progress of CAPs is monitored and any barriers are addressed. 

19. Documentation of CAPs is maintained and recorded for future reference and compliance 

audits. 

20. Buyer codes of conduct are identified and understood. 

21. Compliance with buyer standards is monitored meet the buyer's requirements. 

22. Internal monitoring and self-assessments are conducted.   

23. Non-compliance issues are ensured to resolve any discrepancies with the buyer’s standards. 

24. Training programs are implemented on the buyer’s code of conduct. 

25. Compliance documentation is maintained kept for future reference and buyer verification.   
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Information Sheet 2.1 

Learning Outcome-1: Identify major social compliance standards.  

Learning Objective: After completion of this information sheet, the learners will be able to explain, 

define and interpret the following contents. 

Contents: 

1.1 International labor standards.   

1.2 AMFORI BSCI standards. 

1.3 SEDEX standards. 

1.4 SA8000 standard. 

1.5 Ethical Trading Initiative (ETI) Base Code.  

 

1.1 International labor standards.   

 

This performance delves (examine deeply) into the crucial components of international labor 

standards, emphasizing significant social compliance measures that promote equitable and 

safe working environments worldwide. Understanding these standards is vital for 

organizations striving (Working hard) to enhance labor practices and uphold workers' rights 

on a global scale. 

 

What are International Labour Standards? 

 

International Labour Standards (ILS) are a set of fundamental principles and rights at work 

established mainly by the International Labour Organization (ILO). These standards define 

the minimum acceptable conditions for workers globally, covering areas such as fair wages, 

safe working conditions, non- discrimination, and the prohibition of child and forced labor. 
 

Core (Fundamental) Labor Standards 

The ILO has identified eight core conventions as fundamental principles and rights at work: 

 

Category Convention Subject 

Freedom of 
Association 

No. 87 Freedom of Association and Protection of 
the Right to Organize 

Collective 
Bargaining 

No. 98 Right to Organize and Collective 
Bargaining Forced Labor No. 29 Forced Labour 

Forced Labor 
(Abolition) 

No. 105 Abolition of Forced Labour 

Child Labor 
(Minimum Age) 

No. 138 Minimum Age for Employment 

Child Labor 
(Worst Forms) 

No. 182 Elimination of Worst Forms of Child 
Labour 

Equal 
Remuneration 

No. 100 Equal Remuneration for Men and Women 
for Work of Equal Value 

Discrimination No. 111 Discrimination (Employment and 
Occupation) 
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Purpose of International Labor Standards 

• Promote fair treatment and equal opportunities for workers. 

• Ensure safe and healthy working conditions. 

• Protect workers from exploitation and abuse. 

• Facilitate social dialogue between governments, employers, and workers. 

• Support sustainable economic development with respect for human rights. 

 

1.2 AMFORI BSCI standards. 

 

AMFORI BSCI Code of Conduct 

 

Our enterprise agrees to respect the following principles to exercise social due diligence 

and environmental protection in as set out in the amfori Business Social Compliance 

Initiative (BSCI) Code of Conduct. 
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1.3 SEDEX standards. 

 

Understanding SEDEX Standards for Social Compliance. 

 

SEDEX (Supplier Ethical Data Exchange) standards play a vital role in promoting ethical 

practices within supply chains. They ensure social compliance by addressing critical areas 

such as labor rights, health and safety, and environmental sustainability. This demonstration 

delves into the fundamental aspects and significance of SEDEX standards in fostering 

responsible business conduct and protecting worker rights. 

 

What is SEDEX? 

 

SEDEX is a global non-profit organization that provides a platform for companies to manage 

their supply chain data on ethical practices. 

 

Purpose of SEDEX: 

 

The primary goal of SEDEX is to help businesses mitigate risks related to labor standards, 

human rights, health, safety, and environmental impacts. 

 

Members and Reach: 

 

SEDEX has over 60,000 members worldwide, including suppliers, brands, and 

manufacturers across various industries. 

 

SMETA is available in two main formats: 2-Pillar Audit: 

 

• Labor Standards (aligned with ETI Base Code) 

• Health and Safety 

 

Includes additional elements like management systems, entitlement to work, subcontracting, 

and a shortened environmental assessment. 

 

Pillar Audit: Everything in the 2-pillar audit, plus: 

 

• Extended Environment assessment 

• Business Ethics evaluation 

 

SEDEX Assessment Process: 

 

• Self-Assessment Questionnaire (SAQ): Suppliers complete an SAQ to evaluate their 

compliance with SEDEX standards. 

 

• Audit Requirements: Third-party audits to validate compliance with SEDEX 

standards. 

 

• Continuous Improvement: Suppliers are encouraged to implement corrective actions 

based on audit findings. 
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Audit Process Summary: 

 

Here’s a typical flow for a SMETA audit based on ETI guidelines: 

 

• Self-Assessment Questionnaire (SAQ) – Completed by supplier to outline practices 

before an audit. 

• Risk Assessment – Sedex’s platform evaluates whether the audit will be announced, 

semi-announced, or unannounced. 

 

On-site Audit includes: 

 

• Opening meeting 

• Document review 

• Facility tour 

• Worker and management interviews 

 

Reporting – Findings include non-compliance, observations, and good practices, structured 

around ETI Base Code principles. 

Corrective Action Plan (CAP) – Outlines actions, timelines, and responsibilities to address 

any issues found. 

 

1.4 SA8000 standard. 

 

1.4-SA8000 standard is recognized for promoting social accountability and the protection of 

workers' rights. 

 

Emphasizes the protection of workers' rights and the adoption of ethical practices 

across various industries, ultimately enhancing employees' well-being and fostering 

a more humane working environment. 

 

Key Principles of SA8000 

The standard is based on ILO conventions, the UN Declaration of Human Rights, and 

other international norms. It covers nine core elements: 

• Child Labor – Strict prohibition and special protections for young workers. 

• Forced or Compulsory Labor – No bonded labor, slavery, or human trafficking. 

• Health and Safety – Safe working environment, hazard prevention, and worker 

training. 

• Freedom of Association & Collective Bargaining – Workers’ right to join unions 

and negotiate collectively. 

• Discrimination – No discrimination based on gender, race, religion, age, disability, 

or political opinion. 

• Disciplinary Practices – No physical or mental abuse or coercion. 

• Working Hours – Compliance with legal limits, overtime regulations, and rest days. 

• Remuneration – Wages meet or exceed legal and industry minimums and support 

a decent standard of living. 

• Management System – Policies, procedures, and regular monitoring to ensure 

continuous compliance. 
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1.5 Ethical Trading Initiative (ETI) Base Code.  

 

SEDEX ETI Base Code: 

The Ethical Trading Initiative (ETI) is a UK-based independent alliance of companies, trade 

unions, and NGOs, established in June 1998. Its purpose is to enforce a credible, shared 

baseline for labor standards across global supply chains. 

The ETI Base Code outlines nine fundamental worker rights and ethical practices: 

• Employment is freely chosen 

• Freedom of association and the right to collective bargaining 

• Safe and healthy working conditions 

• No child labors 

• Living wages are paid 

• Working hours are not excessive 

• No discrimination 

• Regular employment is provided – workers should have secure and recognized 

employment. 

• No harsh or inhumane treatment – includes no physical punishment, abuse, or 

harassment. 
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Self-check- 2.1 

Short Questions: 

1. Question: What are international labor standards? 

Answer:  

2. Question: What are AMFORI BSCI standards? 

Answer:  

3. Question: What do SEDEX standards ensure? 

Answer:  

4. Question: What is the SA8000 standard? 

Answer:  

5. Question: What is the Ethical Trading Initiative (ETI) Base Code? 

Answer:  

6. Question: How do international labor standards impact businesses? 

Answer:  

7. Question: What does the AMFORI BSCI standard focus on? 

Answer:  

8. Question: How does SEDEX promote ethical practices? 

Answer:  

9. Question: What does SA8000 aim to achieve? 

Answer:  

10. Question: Why is the ETI Base Code important? 

Answer:  
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Answer key – 2.1 

Short Questions with Answers: 

 

1. Question: What are international labor standards? 

Answer: International labor standards are guidelines set by organizations like the ILO to 

ensure fair treatment, safety, and rights for workers worldwide. 

2. Question: What are AMFORI BSCI standards? 

Answer: AMFORI BSCI standards focus on improving working conditions and promoting 

social responsibility in global supply chains. 

3. Question: What do SEDEX standards ensure? 

Answer: SEDEX standards ensure ethical business practices by promoting transparency 

and fair labor practices across supply chains. 

4. Question: What is the SA8000 standard? 

Answer: SA8000 is a social accountability standard that ensures companies meet high 

labor and human rights standards, including health, safety, and fair wages. 

5. Question: What is the Ethical Trading Initiative (ETI) Base Code? 

Answer: The ETI Base Code sets ethical trading standards for labor rights, including 

working hours, pay, and the prohibition of child labor. 

6. Question: How do international labor standards impact businesses? 

Answer: They guide businesses in ensuring fair treatment, safe working conditions, and 

compliance with global labor laws. 

7. Question: What does the AMFORI BSCI standard focus on? 

Answer: It focuses on improving worker rights and conditions through audits and supplier 

engagement to ensure compliance with social standards. 

8. Question: How does SEDEX promote ethical practices? 

Answer: SEDEX promotes ethical practices by helping companies manage and monitor 

their supply chains for social, ethical, and environmental compliance. 

9. Question: What does SA8000 aim to achieve? 

Answer: SA8000 aims to ensure businesses provide a safe, fair, and ethical working 

environment while protecting workers’ rights. 

10. Question: Why is the ETI Base Code important? 

Answer: The ETI Base Code is important because it ensures ethical working conditions, 

prohibiting exploitation and ensuring fairness and transparency in global supply chains. 
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Job sheet- 2.1 

Job Name: Identify and Understand Major Social Compliance Standards.  

 

Working Procedure / Steps 

 

1. Identify the major social compliance standards, including those related to labor rights, 

workplace safety, and environmental sustainability (e.g., SA8000, ISO 26000, Fair Trade 

certification). 

2. Explain the principles and requirements of each social compliance standard. 

3. Analyze how these standards impact the organization’s operations, reputation, and 

stakeholder relationships. 

4. Demonstrate the application of these social compliance standards within organizational 

practices and decision-making. 

5. Monitor and ensure adherence to these social compliance standards, and report any non-

compliance issues to management. 

 

Tools and Materials: 

• Social compliance standards documentation (e.g., SA8000, ISO 26000) 

• Compliance audit tools 

• Training materials on social responsibility and ethical practices 
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Information sheet-2.2 

Learning outcome 2: Implement audit procedures for social compliance. 

 

Learning Objective: After completion of this information sheet, the learners will be able to explain, 

define and interpret the following contents. 

Contents: 

2.1 Audit is defined, and the types of audits. 

2.2 Scope of the audit. 

2.3 Audit procedures for social compliance. 

2.4 Social compliance audits. 

2.5 Non-compliance issues. 

2.6 Internal hardware components. 

 

2.1 Audit is defined, and the types of audits. 

 

Definition of Audit (in Social Compliance context – Bangladesh perspective): 

An audit is a systematic, independent, and documented process for obtaining objective 
evidence and evaluating it to determine whether an organization complies with laws, 
regulations, codes of conduct, and buyer requirements related to labor rights, workplace 
safety, and ethical practices. 
 
In Bangladesh, especially in leather and footwear industries, social compliance audits are 
conducted to ensure factories follow: 
 
Bangladesh Labour Act 2006 & Labour Rules 2015 ILO Conventions (e.g.,   on   child   
labor, forced labor, freedom    of    association) Buyer Codes of Conduct 
(Walmart, H&M, Nike, etc.) International Standards (SA8000, BSCI, WRAP, 
SEDEX/SMETA, ISO 45001, etc.) 
 
Types of Audits in Social Compliance (Bangladesh Perspective): 

Two Types of Audits 

First-Party Audit (Internal Audit): 

• Conducted by the company itself or its internal compliance team. 

• Purpose: To check compliance with laws and buyer requirements before external audits. 

• Example: A Footwear factory’s compliance manager reviews working hours and wage 

records to prepare for a buyer audit. 

Second-Party Audit (Buyer/Client Audit/External Audit): 

• Conducted by brands, retailers, or sourcing companies on their suppliers. 

• Purpose: To ensure the supplier factory meets the buyer’s Code of Conduct. 

• Example: H&M conducts audits in Bangladeshi factories to check on safety, wages, and 

labor conditions. 
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Others Types Audit: 

Third-Party Audit (Independent Certification Audit): 

• Conducted by accredited certification bodies or independent organizations. 

• Purpose: To provide objective, independent verification. 

• Example: Audits for BSCI, WRAP, SEDEX, SA8000, ISO 45001 by external auditing 

firms. 

Government or Regulatory Audit (Legal Audit): 

• Conducted by the Department of Inspection for Factories and Establishments (DIFE), 

Bangladesh or other regulatory authorities. 

• Purpose: To check legal compliance under Labour Act 2006 and Labour Rules 2015. 

• Example: DIFE inspection on fire safety or maternity benefits in a footwear factory. 

 

2.2 Scope of the audit. 
 

The scope of a social compliance audit means defining what areas, processes, and issues 

will be covered during the audit to ensure that the assessment is relevant, focused, and 

aligned with: 

• Bangladesh Labour Act 2006 (amended 2013, 2018) & Labour Rules 2015 

• ILO Core Conventions (ratified by Bangladesh) 

• Buyer’s Code of Conduct (H&M, Nike, Walmart, etc.) 

• International Standards (SA8000, BSCI, WRAP, SEDEX, ISO 45001, etc.) 
 

2.3 Audit procedures for social compliance. 

 

Audit procedures for social compliance mean the practical steps and methods auditors follow 

to check whether factories in Bangladesh are meeting legal requirements (Labour Law 2006 

& Rules 2015, ILO standards) and ethical requirements (buyer’s Code of Conduct, 

international standards like BSCI, SA8000, WRAP, SEDEX). 
 

Key Audit Procedures in Social Compliance (Bangladesh Perspective): 

 Planning & Preparation 

 Opening Meeting 

 Document Review 

 Factory Walkthrough (On-site Inspection) 

 Worker Interviews 

 Management Interviews 

 Cross-Verification 

 Closing Meeting 

 Audit Report Preparation 

 Corrective Action Plan (CAP) 

 
Examples: 

A social compliance audit in a leather goods factory in Hazaribagh, Dhaka: 
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 Document check shows wages are paid, but overtime not paid at double rate.  
 Factory walkthrough finds fire doors blocked (safety risk). 

 Worker interviews reveal harassment by supervisors (ethical violation). 

 

The audit procedures exposed both legal and ethical gaps, and a Corrective Action Plan is 
required. 
 

2.4 Social compliance audits. 

 

 A social compliance audit is an on-site assessment of a factory to check if it is 

respecting workers’ rights, paying fair wages, and ensuring safe working conditions 

 The audit focuses on human rights at work rather than product quality. 

 

 
Key Focus Areas of Social Compliance Audits: 

1. Workers’ Rights 
 

• Freedom of Association & Collective Bargaining 

• No Child Labour 

• No Forced Labour 

• Non-Discrimination 

• Harassment & Abuse 
 

2. Fair Wages & Benefits 

 

• Compliance with Minimum Wage Board rates 

• Overtime must be paid at double the basic rate (as per Labour Law). 

• Timely wage payment 

• Legal entitlements 

3. Safe Working Conditions 

 

• Fire Safety 

• Occupational Health & Safety 

• Workplace Facilities 

• Medical & Welfare 
 

2.5 Non-compliance issues. 

 

Non-compliance issues in a social compliance audit refer to any situation, practice, or 

condition that violates legal requirements, international labor standards, or the company’s 

code of conduct related to social responsibility. 

 

In other words, these are gaps between what is required and what is actually practiced 

within the organization regarding worker rights, safety, ethics, or environmental 

responsibility. 
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Self-check - 2.2 

 

 Short Questions: 

 

1. Question: What is an audit? 

Answer:  

2. Question: What are the types of audits? 

Answer:  

3. Question: What does the scope of an audit include? 

Answer:  

4. Question: What are audit procedures for social compliance? 

Answer:  

5. Question: What are social compliance audits? 

Answer:  

6. Question: What are non-compliance issues? 

Answer:  

7. Question: How are non-compliance issues addressed? 

Answer:  

8. Question: What are internal hardware components in an audit? 

Answer:  
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Answer Key -2.2 

 

 Short Questions with Answers: 

 

1. Question: What is an audit? 

Answer: An audit is a systematic examination of a company’s operations, records, and 

practices to ensure compliance with standards and regulations. 

2. Question: What are the types of audits? 

Answer: Types of audits include internal, external, financial, social compliance, and 

environmental audits. 

3. Question: What does the scope of an audit include? 

Answer: The scope of an audit defines the areas, activities, and processes that will be 

examined during the audit. 

4. Question: What are audit procedures for social compliance? 

Answer: These procedures involve reviewing policies, practices, and records to ensure a 

company meets labor laws, human rights, and ethical standards. 

5. Question: What are social compliance audits? 

Answer: Social compliance audits assess a company’s adherence to labor laws, working 

conditions, and ethical standards in its operations and supply chains. 

6. Question: What are non-compliance issues? 

Answer: Non-compliance issues include violations of laws, regulations, or standards, 

such as poor working conditions, unsafe environments, or exploitation of workers. 

7. Question: How are non-compliance issues addressed? 

Answer: Non-compliance issues are addressed through corrective actions, such as 

process improvements, training, and penalties for violations. 

8. Question: What are internal hardware components in an audit? 

Answer: Internal hardware components refer to the physical devices and equipment 

used within a company, such as computers, servers, and other technology, that may be 

part of an audit for system compliance. 
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Job Sheet- 2.2 

Job Name: Implement Social Compliance Audit Procedures.  

Working Procedure:  

1. Plan the audit by identifying the scope, objectives, and criteria for assessing social 
compliance, including relevant labor laws, workplace safety standards, and ethical 
practices. 

2. Gather relevant documents and information such as policies, procedures, contracts, and 
records related to social compliance. 

3. Conduct a review of existing social compliance policies and procedures to ensure 
alignment with legal and industry standards. 

4. Perform on-site inspections and interviews with employees to verify that the organization 
is adhering to social compliance standards in practice. 

5. Evaluate the working conditions, employee rights, wages, health and safety measures, 
and environmental impact to identify any gaps or non-compliance issues. 

6. Document audit findings, including areas of non-compliance, and recommend corrective 
actions to improve social compliance practices. 

7. Prepare a comprehensive audit report outlining findings, corrective measures, and 
recommendations for improvement. 

8. Follow up on the implementation of corrective actions and conduct periodic reviews to 
ensure continued compliance with social standards. 

Tools and Materials: 

• Audit checklists and templates 

• Social compliance standards documents (e.g., SA8000, ISO 26000) 

• Interview guides and survey forms 

• Reporting and documentation tools 
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Information Sheet - 2.3 

Learning outcome -3: Document and maintains audit findings.  

Learning objective: After completion of this information sheet, the learners will be able to explain, 

define and interpret the following contents. 

Contents: 

3.1 Supporting evidence. 

3.2 Records of audit findings. 

3.3 Audit findings. 

3.4 Audit reports. 

 

3.1 Supporting evidence. 

 

Introduction: The process of documenting and maintaining audit findings is a critical step in 

the audit lifecycle. Once an audit has been conducted and observations have been identified, 

these findings must be accurately recorded, analyzed, and maintained to ensure 

transparency, accountability, and continuous improvement within the organization. 

 

No. 
Type of Supporting 

Evidence Description / Key Details 
Relevance to 

Finding 

1.  
Employee Attendance 

Records 

Biometric and manual logs 

showed several employees 

working over 72 hours per 

week. 

Confirms excessive 

working hours 

beyond legal limits. 

2.  
Payroll Records and 

Wage Slips 

Overtime hours not fully 

reflected in payment details. 

Indicates   potential 

wage   non- 

compliance and 

underpayment. 

3.  
Personnel Files / ID 

Copies 

Missing ID copies for 3 workers 

in cutting section. 

Indicates weak age 

verification process. 

 
  

3.2 Records of audit findings. 
 

Maintaining accurate and well-organized records of audit findings is a crucial part of an 

effective audit   management   system.   Proper   documentation   ensures   that   all   audit     

observations, nonconformities, corrective actions, and follow-up results are traceable, 

secure, and readily accessible for future reference or verification. 

 

Example in the Footwear Industry: Scenario: 

 

A footwear factory conducts quarterly internal audits to assess social and quality compliance. 

Implementation of Record Maintenance: 

 

 



78 
Compliance & Sustainability for Footwear & Leather Goods Sector 

 

• All findings are recorded in a digital Audit Tracking System (ATS). 

• Supporting documents (attendance sheets, wage slips, photos) are uploaded and 

tagged with the audit reference number. 

• Reports are stored in a secured internal drive under the “Audit Records” folder, 

categorized by year and department. 

• The audit coordinator ensures records are backed up monthly and accessible only to 

the compliance and management teams. 

• During the next audit cycle, the previous year’s records are reviewed to verify whether 

past nonconformities have been effectively resolved. 

 

3.3 Audit findings. 

 

Tracked Description: 

 

Once audit findings have been documented and recorded, the next essential step is to review 

and track them to ensure that all nonconformities or issues are properly analyzed, corrective 

actions are implemented, and improvements are verified. 

 

This process ensures accountability, continuous improvement, and compliance with social, 

labor, health, and safety standards required by both local laws and international buyer codes 

of conduct (e.g., BSCI, SMETA, SA8000). 

 

Examples of Reviewing and Tracking Social Compliance Audit Findings in the Footwear 

industry.  

 

 

No. 

Social 

Complianc

e Area 

 

Audit Finding 

 

Review Actions 
Tracking and 

Follow- Up 

Status/ 

Result 

 

01 

Working 

Hours 

Compliance 

Workers in 
the stitching 
line exceeded 
72 working 
hours per 
week. 

Reviewed 
payroll and 
attendance 
records to 
confirm the 
issue. Root 
cause 
identified as 
unrealistic 
production 
targets. 

HR 
implemented 
a shift 
rotation plan 
and new 
timekeeping 
system. 
Follow-up 
audit verified 
compliance 
after 3 
months. 

Closed – 

Working 

hours now 

within legal 

limit.  
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02 

Wages and 

Benefits 

Overtime pay 
not calculated 
at legal rate. 

Cross-
checked 
payroll 
records with 
local labor 
law. Root 
cause: 
incorrect 
system 
settings in 
payroll 
software. 

Payroll 
system 
corrected, 
and HR 
reissued 
payments for 
past 2 
months. 
Random 
checks in 
next audit 
confirmed 
accuracy. 

Closed – 

Issue 

resolved 

and process 

automated. 

 

 

 

03 

Health and 

Safety 

Emergency 
exits blocked 
by raw 
materials. 

Reviewed site 
photos and 
safety 
inspection 
logs. Root 
cause: 
improper 
storage layout 
in production 
area. 

Maintenance 
team 
reorganized 
storage, 
installed “Exit 
Must Be Clear” 
signs, and 
trained 
supervisors. 

Follow-up 
visit showed 
compliance. 

Closed – 

Exits remain 

clear. 

 

3.4 Audit reports. 

 

Once audits are conducted and findings are reviewed and tracked, the next step is to 

generate comprehensive audit reports. These reports serve as the primary tool for 

communication, enabling management, departments, and external stakeholders (e.g., 

buyers, certification bodies) to understand compliance gaps, areas for improvement, and 

required corrective actions. 

 

In the footwear industry, generating audit reports for social compliance ensures that labor 

practices, workplace safety, and ethical standards are systematically documented and 

addressed. 

 

Examples of Social Compliance Audit Findings in Footwear Factories: 
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    Assessment Status 

    Initial 
Assessment 

Follow-up 
Assessment 

Final 
Assessment 

Sl. 

No. 
Issues Reference Observation 

Answers 
(Yes/No/NA) 

Answers 
(Yes/No/NA) 

Answers 
(Yes/No/NA) 

Assessment Area-01: Social Management and Employment Conditions 

 

1 

Does 
factory 
provide ID 
Card which 
complies 
with 
National 
laws? 

Section-5, 
Rule-19 
Form-6 

 Compliant   

 

 

2 

Do all 
machines 
that could 
cause 
damage or 
harm to the 
workers 
have 
appropriate 
and 
adequate 
safety 
guards? 
(i.e. needle 
guards, 
pulley 
guards, 
emergency 
stop 
buttons 
etc.) 

Section-61-
88 

Initial: 
Needle 
guards were 
not installed 
on all 
machines 

Moderate   

 

 

 

 

3 

Trained 
firefighting 
team is 
available 
and easily 
identifiable  
in the 
factory 
floor. 

How many 
trained fire 
fighters are 
at the 
factory? 
Number: 
120 (40 
certificate 
was found) 
Percentage 
: 16% 

Rule-55 

Initial: An 
insufficient 
number of 
trained 
firefighting 
team 
members 
are available 
and easily 
identifiable 
on the 
factory floo 

Non- 
Compliant 
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Self-check- 2.3 

Short Questions: 
 
 

1. Question: What is supporting evidence in an audit? 

Answer:  

2. Question: What are records of audit findings? 

Answer:  

3. Question: What are audit findings? 

Answer:  

4. Question: What is the purpose of audit findings? 

Answer:  

5. Question: What are audit reports? 

Answer:  

6. Question: Why is supporting evidence important in an audit? 

Answer:  

7. Question: What should be included in records of audit findings? 

Answer:  

8. Question: How are audit findings used? 

Answer:  
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Answer Key -2.3 

Short Questions with Answers: 
 
 

1. Question: What is supporting evidence in an audit? 

Answer: Supporting evidence refers to documents, records, or data that back up 

audit findings and conclusions. 

2. Question: What are records of audit findings? 

Answer: Records of audit findings are detailed notes or documentation that 

capture the results, observations, and conclusions from an audit. 

3. Question: What are audit findings? 

Answer: Audit findings are the results of an audit, which include identified issues, 

non-compliance, or areas for improvement. 

4. Question: What is the purpose of audit findings? 

Answer: Audit findings highlight areas of concern, non-compliance, and 

opportunities for improvement within the company’s processes or operations. 

5. Question: What are audit reports? 

Answer: Audit reports summarize the audit process, findings, and 

recommendations for corrective actions or improvements. 

6. Question: Why is supporting evidence important in an audit? 

Answer: Supporting evidence is crucial for validating audit findings and ensuring 

the audit's conclusions are accurate and reliable. 

7. Question: What should be included in records of audit findings? 

Answer: Records should include detailed descriptions of issues identified, 

evidence gathered, and any corrective actions suggested. 

8. Question: How are audit findings used? 

Answer: Audit findings are used to guide improvements, ensure compliance, and 

take corrective actions where necessary. 
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Job Sheet- 2.3 

Job Name: Document Social Compliance Audit Findings. 

 

Working Procedure/Steps: 

1. Record audit findings accurately, including observations, evidence, and any areas of non-

compliance identified during the audit process. 

2. Classify audit findings into categories such as minor, major, or critical issues, based on 

their impact on social compliance standards. 

3. Create a detailed report outlining each finding, its potential risks, and the corresponding 

compliance standard that has been violated or requires improvement. 

4. Document recommendations for corrective actions, including timelines and responsible 

parties for addressing each issue. 

5. Store audit reports and findings in an organized system, ensuring they are easily 

accessible for future reference, audits, and compliance checks. 

6. Track the status of corrective actions, including follow-up audits, to verify that the 

necessary changes have been made to resolve identified issues. 

7. Update audit findings regularly to reflect new compliance requirements, audit schedules, 

and any amendments made to existing policies. 

8. Ensure confidentiality and security of all audit-related documents and findings to protect 

sensitive organizational and employee information. 

 

Tools and Materials: 

• Audit documentation templates and report formats 

• Compliance management software or filing system 

• Corrective action tracking tools 

• Secure storage for sensitive audit data 
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Information sheet-2.4 

Learning outcome -4: Develop and implement corrective action plans (CAP).  

Learning Objective: After completion of this information sheet, the learners will be able to explain, 

define and interpret the following contents. 

Contents: 

4.1 Root cause analysis. 

4.2 Corrective action plans (CAP). 

4.3 Progress of CAPs. 

4.4 Documentation of CAPs. 

              

4.1 Root cause analysis. 

Types of Root Cause Analysis: 

  Whys of Root cause Analysis 

  The Fishbone diagram/ the Ishikawa diagram 
 
Whys of Root cause Analysis: 

Examples: Product shipment failed for RSL due to presence of AZO DYES and had to be 

recall Find Out Root Cause Analysis? 

 

 

 

 

 

 

WHY Use of Azo Risky Disperse dye in the production recipe 

WHY 
RSL risk criteria not included when developing process recipe 

WHY 
Lab, Purchase & Dye House manager not aware of RSL 

WHY 
Communication and training on Brand RSL requirements is not done 

WHY No Chemical Management Policy or Strategy to Control RSL risk along with designated to 

chemical compliance manager 
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1. Formulate a company policy on managing chemical risk and Buyer RSL requirements 

2. Designate a responsible person for chemical management in the facilities 

3. Communicate and train concerned personnel on RSL requirements. 

4. Procure chemicals that are free from RSLs and ensure RSL risk criteria for developing 

recipes. 

 

4.2 Corrective action plans (CAP). 
 

CORRECTIVE ACTION: Action taken to eliminate the causes of non-conformities or other 

undesirable situations, so as to prevent recurrence. 

PREVENTIVE ACTION: Action taken to prevent the occurrence of such non-conformities, 

generally as a result of a risk analysis. 

CORRECTIONS: The process of making something accurate or right, especially after 

identifying an error. 

ACTION: 

https://en.wikipedia.org/wiki/Preventive_action
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4.3 Progress of CAPs. 

 

 

SN 

Social 

Compliance 

Issue 

Monitoring of CAP 

Progress 
Barriers Identified 

Actions Taken to 

Overcome Barriers/ 

Example 

 

1 

 

Excessive 

Working 

Hours 

 

Weekly review of 

attendance and 

overtime records. 

 

High production 

targets during peak 

season. 

Additional workforce 

hired and shift 

schedules adjusted to 

comply with legal 

limits. 

 

2 

 

Delayed 

Wage 

Payments 

 

Monthly payroll audits 

and worker feedback. 

 

System error in 

payroll processing. 

Introduced automated 

payroll system; HR 

verifies salary 

disbursement dates. 

 

3 

 

Lack of PPE 

and Safety 

Training 

 

Regular site 

inspections and 

training attendance 

records. 

 

Workers reluctant to 

wear PPE due to 

discomfort. 

Provided improved 

PPE and awareness 

sessions on safety 

benefits. 
 

4.4 Documentation of CAPs. 

All Corrective Action Plans (CAPs) are documented and securely maintained for future 

reference and compliance audits. Records include details of issues identified, corrective 

steps taken, responsible persons, timelines, and verification outcomes. 

Examples: 

• For excessive overtime, CAP records included attendance logs, revised shift 

schedules, and management approval forms showing reduced working hours. 

• For delayed wage payments, documentation consisted of payroll audit reports, bank 

transfer receipts, and worker acknowledgment forms verifying timely payment. 

• For PPE compliance, inspection checklists, training attendance sheets, and photo 

evidence of PPE distribution were stored for audit verification. 
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Self -Check -2.4 

  Short Questions: 

 

1. Question: What is root cause analysis? 

Answer: 

 

2. Question: What are corrective action plans (CAP)? 

Answer:  

 

3. Question: How is the progress of CAPs tracked? 

Answer:  

 

4. Question: Why is documentation of CAPs important? 

Answer:  

 

5. Question: What does root cause analysis help achieve? 

Answer:  

 

6. Question: What should a corrective action plan include? 

Answer:  

 

7. Question: How do you evaluate the effectiveness of CAPs? 

Answer:  

 

8. Question: What role does documentation play in CAPs? 

Answer:  
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Answer Key- 2.4 

Short Questions with Answers: 

1. Question: What is root cause analysis? 

Answer: Root cause analysis is the process of identifying the primary cause of a 

problem to prevent its recurrence. 

2. Question: What are corrective action plans (CAP)? 

Answer: Corrective action plans (CAP) are strategies developed to address and correct 

the root causes of issues identified during audits or investigations. 

3. Question: How is the progress of CAPs tracked? 

Answer: The progress of CAPs is tracked through regular updates, performance 

metrics, and monitoring the implementation of corrective actions. 

4. Question: Why is documentation of CAPs important? 

Answer: Documentation ensures transparency, provides a record of actions taken, and 

helps evaluate the effectiveness of corrective measures. 

5. Question: What does root cause analysis help achieve? 

Answer: Root cause analysis helps identify underlying issues, allowing businesses to 

implement lasting solutions rather than temporary fixes. 

6. Question: What should a corrective action plan include? 

Answer: A CAP should include a clear description of the issue, corrective actions, 

responsible parties, timeline, and metrics for success. 

7. Question: How do you evaluate the effectiveness of CAPs? 

Answer: Effectiveness is evaluated by assessing whether the corrective actions have 

successfully resolved the issues and prevented recurrence. 

8. Question: What role does documentation play in CAPs? 

Answer: Documentation serves as a record of the problem-solving process, actions 

taken, and any follow-up actions needed to ensure continuous improvement. 
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Job Sheet -2.4 

Job Name: Develop Corrective Action Plans (CAP).  

 

Working Procedure/Steps: 

 

1. Identify the root causes of non-compliance based on audit findings, employee feedback, 

and previous corrective actions. 

2. Prioritize corrective actions based on the severity of the issues identified, their impact on 

social compliance standards, and legal/regulatory implications. 

3. Develop a detailed corrective action plan (CAP) that includes specific steps, responsible 

parties, deadlines, and required resources for each action. 

4. Set measurable goals and timelines for implementing corrective actions, ensuring that 

progress can be tracked effectively. 

5. Communicate the corrective action plan to all relevant stakeholders, including 

management, employees, and third-party vendors, as appropriate. 

6. Implement the corrective actions according to the established plan, ensuring proper 

allocation of resources and support from relevant departments. 

7. Monitor the progress of corrective actions by conducting regular follow-up meetings, 

inspections, and reviews to ensure that actions are being completed on time and are 

effective. 

8. Evaluate the outcomes of the corrective actions once implemented, assessing if the 

issues have been resolved and if improvements have been sustained. 

Tools and Materials: 

• Corrective Action Plan templates 

• Compliance monitoring tools 

• Audit and compliance documentation 

• Tracking software or systems for CAP implementation 
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Information sheet-2.5 

Learning outcome -5: Ensure compliance with buyer codes of conduct.  

Learning Objective: After completion of this information sheet, the learners will be able to explain, 

define and interpret the following contents. 

Contents: 

5.1 Buyer codes of conduct. 

5.2 Compliance with buyer standards. 

5.3 Internal monitoring and self-assessments.   

5.4 Non-compliance issues. 

5.5 Training programs. 

5.6 Compliance documentation. 

              

5.1 Buyer codes of conduct. 

 

Buyer codes of conduct are formal documents provided by customers or brands that outline 

the ethical, legal, and social standards suppliers must follow when producing goods or 

services. These codes typically cover areas such as labor practices, workplace health and 

safety, environmental responsibility, and business ethics. 

 

Example (H&M): 

H&M’s Sustainability Commitment replaces its Code of Conduct and includes: 

 No child labour or forced labour, 

 Freedom of association, 

 Reasonable working hours, 

 Payment of legal minimum wages, 

 Occupational health and safety, 

 Gender equality, and 

 Environmental responsibility. 

 

5.2 Compliance with buyer standards. 

 

 
Area 

Buyer 
Expectati
on (per 
CoC) 

How 
Compliance Is 
Monitored 

Example of 
Non-
Compliance 

Corrective 
Action Example 

 

Child Labor 

 

No workers 
under 14 
years 

ID check, age 
verification, 
random 
worker 
interviews 

 

Underage 
worker 
found 

Remove child 
from work, 
offer education 
support, 
improve 
recruitment 
procedures 



91 
Compliance & Sustainability for Footwear & Leather Goods Sector 

 

Forced Labor 

No 
bonded or 
involuntar
y labour 

Worker 
interviews, 
document 
review 

Workers
’ 
passpor
ts 
withheld 

Return 
document
s, update 
HR policy 

 
Wages & Hours 

Pay legal 
minimum 
wages and 
overtime 
fairly 

Payroll audits, 
worker pay-
slip checks 

 

Overtim
e unpaid 

 

Reimburse 
back pay, 
adjust payroll 

Health & 
Safety 

Safe 
environment 
and 
emergency 
preparedness 

 

On-site 
inspection 

Blocked fire 
exits 

Clear exits, 
conduct safety 
training 

Freedom of 
Associatio
n 

Workers can 
form/join 
unions 

Interviews, 
review of 
records 

Union 
discrimination 

Reinstate 
dismissed 
union 
members 

Discrimination 
Equal 
treatment 

Worker 
interview
s 

Hiring bias 

Introduce 
anti- 
discriminatio
n policy 

 

Environment 

Manage 
chemicals, 
waste 
responsibly 

Chemical 
inventory, 
wastewater 
test 

Improper waste 
disposal 

Develop 
waste- 
manage
ment 
plan 

 

5.3 Internal monitoring and self-assessments.   

 

The purpose of this Internal Monitoring and Self-Assessment is to evaluate the factory’s 

compliance with the amfori BSCI Code of Conduct and to ensure continuous improvement 

in social performance across all areas of operation. This process serves as a proactive 

measure to verify that the facility meets BSCI requirements, national labor laws, and 

international labor standards prior to any external BSCI audit. 

 

Internal monitoring helps management identify strengths, gaps, and non-conformities within 

the existing systems, allowing timely implementation of corrective and preventive actions. 

By conducting regular self- assessments, the factory demonstrates its ongoing commitment 

to upholding ethical business practices, human rights, and fair working conditions in 

alignment with the 13 Principles of the amfori BSCI Code of Conduct, which include: 

 

• PA-1 Social Management System and Cascade Effect PA-2 Workers Involvement & 

Protection 

• PA-3- The rights of Freedom of Association and Collective Bargaining PA-4 No 

Discrimination 

• PA-5 Fair Remuneration 
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• PA-6 Decent Working Hours 

• PA-7 Occupational Health and Safety PA-8 No Child Labor 

• PA-9 Special protection for young workers PA-10  No Precarious Employment 

• PA-11 No Bonded Labor 

• PA-12 Protection of the Environment PA-13 Ethical Business Behavior 

 

5.4 Non-compliance issues. 

 

Definitions: All identified non-compliance issues are carefully reviewed and addressed to 

ensure that any discrepancies with the buyer’s social compliance standards are effectively 

resolved. The factory management takes immediate corrective and preventive actions to 

align practices with both local labor laws and international social standards such as the amfori 

BSCI Code of Conduct. 

 

Examples are given below: 

 

Example 1: Working Hours 

During an internal assessment, it was found that some workers exceeded the legally permitted 

overtime limit. To correct this, the factory implemented a time management system to monitor 

daily working hours, adjusted production planning to reduce overtime, and conducted 

awareness training for supervisors on legal working hour limits and rest day requirements. 

 

Example 2: Health and Safety 

A non-compliance issue was identified regarding blocked emergency exits in one production 

area. The factory took immediate action by clearing all exit routes, posting visible signage, 

conducting fire safety drills, and ensuring that emergency exits remain unlocked and 

unobstructed during working hours. 

 

Example 3: Fair Remuneration 

An internal review revealed that a few workers were not receiving the legally mandated 

overtime premium rate. The payroll department corrected the wage calculations, paid the 

arrears to affected employees, and introduced a double-check process to ensure all future 

payments comply with legal wage requirements. 

 

5.5 Training programs. 

 

Introduction: Regular training programs are implemented to ensure that all employees, 

supervisors, and management staff clearly understand and adhere to the buyer’s Code of 

Conduct and relevant social compliance standards. These sessions help employees become 

aware of their rights, responsibilities, and the company’s commitment to ethical and socially 

responsible business practices. The training content typically covers areas such as working 

hours, fair wages, health and safety, non-discrimination, no child or forced labor, and 

freedom of association. 

Example 1: Worker Awareness Training 

The Human Resources department conducted a training session for production workers to 

explain the key principles of the amfori BSCI Code of Conduct. During the session, 
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employees were educated on their right to a safe workplace, fair treatment, and proper 

working hours. Posters summarizing the Code of Conduct were also displayed in local 

languages on notice boards across the facility. 

Example 2: Supervisor & Management Training 

Supervisors received specialized training on ethical recruitment, non-discrimination, and 

grievance handling procedures. This helped strengthen responsible management practices 

and improve communication between workers and supervisors, ensuring compliance with 

both local labor laws and buyer standards. 

Example 3: Health & Safety Awareness 

To reinforce occupational safety—a key aspect of most social standards—a workshop was 

organized to train employees on emergency evacuation procedures, use of personal 

protective equipment (PPE), and fire prevention measures. This ensures ongoing 

compliance with the Health and Safety requirements of the buyer’s Code of Conduct and 

national regulations. 

5.6 Compliance documentation. 
 

Introduction: The factory maintains comprehensive compliance documentation to ensure 

transparency, traceability, and accountability in all social compliance activities. All relevant 

records, including policies, training materials, audit reports, payroll data, and grievance logs, 

are properly filed and stored for future reference and buyer verification. These documents 

serve as evidence of the organization’s commitment to maintaining compliance with buyer 

codes of conduct, BSCI requirements, and applicable labor laws. Regular reviews and 

updates are carried out to ensure the accuracy and availability of all records for both internal 

and external audits. 

Sr. 

No. 

Type of 
Compliance 
Document 

 

Description / 
Purpose 

Responsible 
Department 

/ Person 

Storage 
Location 

Retention 
Period 

Remarks / 
Buyer 
Verification 

1  

 

 
Buyer’s Code of 
Conduct 

Reference 
document 
outlining 
buyer’s social 
compliance 
expectations 
and 
standards. 

 
HR / 
Compliance 

 
Compliance 
Office 

 

Permanent 

 

Available for 
auditor review 

2  Employment 
Contracts 

Signed 
agreements 
outlining 
terms of 
employment 
for all 
workers. 

HR 
Department 

HR Records 
Room 

Minimum 
5 years 

 

Verified during 
audit 

3  
Working Hours 
& Attendance 
Records 

Daily and 
monthly 
records to 
verify legal 
working hours 
and overtime. 

Production / 
HR 

Timekeeping 
System 

 

2 years 

Reviewed 
during BSCI 
audit 
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Sr. 

No. 

Type of 
Compliance 
Document 

 

Description / 
Purpose 

Responsible 
Department 

/ Person 

Storage 
Location 

Retention 
Period 

Remarks / 
Buyer 
Verification 

4  Payroll & Wage 
Records 

Documentation 
showing 
wages, 
overtime, 
deductions, 
and social 
security 
payments. 

 

Accounts / HR 

Payroll 
System 

 

3 years 

Must comply 
with 
minimum 
wage law 

5  
Health & Safety 
Training 
Records 

Evidence of 
training on 
PPE use, fire 
drills, and 
emergency 
procedures. 

 

Safety Officer 

 

H&S File 

 

3 years 

Verified by 
buyer if 
requested 

6  
Grievance 

Records 

Log of 

employee 

complaints and 

actions taken 

for resolution. 

HR / 

Compliance 

Compliance 

File 

 

2 years 

Reviewed 

during worker 

interviews 

7  
Environmental 

Records 

Waste 

management 

logs, water 

treatment 

reports, 

chemical 

handling 

records. 

EHS 

Department 

Environmental 

File 

 

3 years 

Required for 

sustainability 

audits 

8  
Internal Audit 

Reports 

Reports from 

internal 

monitoring and 

self- 

assessments. 

 

Compliance 

Compliance 

Office 

 

Permanent 

Used to track 

corrective 

actions 

9  

Corrective 

Action Plan 

(CAP) 

Documentation 

of identified 

non-

compliances 

and action 

taken. 

Compliance / 

Management 

Compliance 

Folder 

 

Permanent 

Must be 

available for 

buyer 

verification 

10  
External Audit 

Reports 

Reports and 

certificates 

from BSCI or 

buyer audits. 

Compliance 
Compliance 

Office 
Permanent 

Available for 

external review 
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Self -Check -2.5 

  Short Questions: 

 

1. Question: What are buyer codes of conduct? 

Answer:  

 

2. Question: Why is compliance with buyer standards important? 

Answer:  

 

3. Question: What is internal monitoring and self-assessment? 

Answer:  

 

4. Question: What are non-compliance issues? 

Answer:  

 

5. Question: How do training programs help with compliance? 

Answer:  

 

6. Question: What is the role of compliance documentation? 

Answer:  

 

7. Question: Why are buyer codes of conduct crucial? 

Answer:  

 

8. Question: How is non-compliance typically addressed? 

Answer: 
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Answer Key- 2.5 

Short Questions with Answers: 

1. Question: What are buyer codes of conduct? 

Answer: Buyer codes of conduct are guidelines set by buyers that outline the ethical, 

environmental, and operational standards suppliers must follow. 

 

2. Question: Why is compliance with buyer standards important? 

Answer: Compliance ensures suppliers meet the buyer's expectations, avoids 

penalties, and fosters long-term business relationships. 

 

3. Question: What is internal monitoring and self-assessment? 

Answer: Internal monitoring and self-assessment involve evaluating company 

processes and performance to ensure compliance with regulations and standards. 

 

4. Question: What are non-compliance issues? 

Answer: Non-compliance issues are instances where a company fails to meet 

established regulations, buyer standards, or internal policies. 

 

5. Question: How do training programs help with compliance? 

Answer: Training programs educate employees on company policies, legal 

requirements, and best practices, ensuring they can adhere to compliance standards. 

 

6. Question: What is the role of compliance documentation? 

Answer: Compliance documentation provides a record of adherence to laws, 

regulations, and company policies, ensuring transparency and accountability. 

 

7. Question: Why are buyer codes of conduct crucial? 

Answer: They help set clear expectations for ethical behavior and operational 

standards, guiding suppliers to meet the buyer’s requirements. 

 

8. Question: How is non-compliance typically addressed? 

Answer: Non-compliance is addressed through corrective actions, employee training, 

and sometimes penalties or corrective agreements with buyers. 
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Job Sheet -2.5 

Job Name: Apply Compliance with Buyer Codes of Conduct.  

 

Working Procedure/Steps: 

1. Review the buyer’s code of conduct to understand the specific requirements, expectations, 

and ethical standards it outlines (e.g., labor conditions, environmental standards, safety 

protocols). 

2. Compare the buyer’s code of conduct with current organizational practices to identify any 

gaps or areas of non-compliance. 

3. Develop a compliance plan that outlines the necessary changes or improvements required 

to meet the buyer’s standards. 

4. Implement procedures, policies, and training programs to ensure all employees and 

stakeholders understand and follow the buyer’s codes of conduct. 

5. Monitor ongoing compliance through regular audits, inspections, and evaluations to ensure 

continuous adherence to the buyer’s expectations. 

6. Document compliance efforts and outcomes, including corrective actions taken to address 

any non-compliance issues. 

7. Communicate compliance progress and challenges with the buyer, providing them with 

updates, reports, and evidence of adherence to the agreed-upon standards. 

8. Update internal processes and policies as needed based on changes in the buyer’s code 

of conduct or new legal/regulatory requirements. 

 

Tools and Materials: 

• Buyer’s code of conduct document 

• Compliance audit tools and checklists 

• Training materials on buyer’s code of conduct 

• Reporting and documentation templates 
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Module-3 

 

 

 

 

 

 

 

Module: Implementing Occupational Health and Safety (OHS) 

Practices. 

 

Unit Code: SICIP-LET-CSL-03-O 

 

  

 

  

 

 

 

 

 

 

 

 

 

Skills for Industry Competitiveness and Innovation Program (SICIP) 

Finance Division, Ministry of Finance 
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Module–3 

 

Module Title: Implement Occupational Health and Safety (OHS) Practices. 
 
Unit Code: SICIP-LET-CSL-3-O                     Nominal Hours: 70 hrs. 
 
Module Descriptions: This module covers the skills, knowledge and attitudes required to to 

Implement Occupational Health and Safety (OHS) Practices. It specifically includes the tasks of 

understanding and applying OHS policies and procedures, following workplace safety standards 

and emergency response plans, identifying hazards in the workplace and conducting risk 

assessment and developing mitigation strategies. 

 
Learning Outcome: 
 

1. Understand and apply OHS policies and procedures. 

2. Follow workplace safety standards and emergency response plans. 

3. Identify hazards in the workplace. 

4. Conduct risk assessment and develop mitigation strategies. 

 
Assessment Criteria: 
 

1. OHS policies and procedures are understood ensuring awareness of health and safety 

regulations. 

2. Risk assessments are identified and understood. 

3. Personal protective equipment (PPE) is identified to mitigate risks. 

4. Workplace safety protocols are interpreted to emergency response procedures. 

5. OHS compliance is interpreted and understood to identify non-compliance. 

6. Workplace safety standards are followed to safe handling of materials, machinery, and 

chemicals. 

7. Safety protocols are followed to proper machine operation, material storage, and waste 

disposal. 

8. Emergency response plans are understood and followed. 

9. Emergency drills are participated ensuring readiness for emergency situations. 

10. Workplace hazards are identified specific to the leather and footwear sector. 

11. Chemical hazards are recognized to chemicals used in tanning, dyeing, and finishing 

processes. 

12. Machine-related hazards are identified. 

13. Ergonomic hazards are identified to minimize repetitive strain and support proper posture. 

14. Fire and explosion risks are identified. 

15. Risk levels are evaluated using a standardized risk matrix. 

16. Preventive measures are outlined to minimize the risk of accidents or injuries. 

17. Mitigation strategies are developed, focusing on reducing or eliminating identified risks. 

18. Corrective actions are established including emergency plans and first aid. 

19. Documentation is maintained and recorded for future reference and compliance. 
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Information Sheet – 3.1 

Learning Outcome-1: Understanding and applying OHS policies and procedures. 
 

Learning Objectives: After completion of this information sheet, the learners will be able to 

explain, define and interpret the following contents. 

Contents: 

1.1 OHS policies and procedures. 

1.2 Risk assessments. 

1.3 Personal protective equipment (PPE). 

1.4 Workplace safety protocols. 

1.5 OHS compliance. 

1.1. OHS policies and procedures. 

 

Occupational Health & Safety (OHS) means protecting workers from injury, illness, and 

health hazards that may arise from workplace activities, machinery, chemicals, and working 

conditions. 

In leather goods, footwear factories, and tanneries, OHS is extremely important because 

workers are exposed to chemicals, machines, dust, noise, heat, and fire risks every day. 

A good OHS system ensures that: 

• Workers return home safely after work. 

• Factories comply with law and buyer requirements. 

• Productivity improves due to fewer accidents and illnesses. 

• Legal penalties, compensation costs, and buyer complaints are reduced. 

Table 1:  Core OHS Concept 

Area Topic What It Means 
Legal / 

International 
Reference 

OHS – 
Core 
Concept 

Meaning of 
Occupational 
Health & 
Safety (OHS) 

Occupational Health & Safety 
means ensuring that workers are 
protected from injury, disease, 
and health hazards arising out of 
workplace activities, machinery, 
chemicals, processes, and 
working conditions. The employer 
is legally responsible to provide a 
safe, healthy, and hygienic 
workplace. 

Bangladesh 
Labour Act, 2006 – 
Chapter VI (Health 
& Hygiene), 
Chapter VII 
(Safety), Sections 
51–78 

Objective of 
OHS 

The main objective of OHS is 
prevention of accidents, 
occupational diseases, physical 
injury, and mental harm, and 
ensuring workers’ well-being 
during employment. 

Bangladesh 
Labour Act, 2006 – 
Sections 51, 61 
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Area Topic What It Means 
Legal / 

International 
Reference 

Employer’s 
Duty 

The employer must take all 
practicable measures to ensure 
health, safety, and welfare of 
workers, including safe 
machinery, safe systems of work, 
and safe working environment. 

Bangladesh 
Labour Act, 2006 – 
Sections 51–60, 
61–78 

Worker 
Protection 

Workers must not be exposed to 
avoidable hazards, unsafe 
machines, harmful chemicals, 
excessive noise, dust, heat, or fire 
risks. 

Bangladesh 
Labour Act, 2006 – 
Sections 53, 54, 
62, 63 

Table 2:  Relevant ILO Conventions & Recommendations. 

Area Topic What It Means 
Legal / 

International 
Reference 

ILO OHS 
Principles 

Principle of 
Prevention 

Hazards must be identified and 
prevented at source rather than 
relying only on personal 
protection. 

ILO Convention 
C155 – Article 4 

Employer 
Responsibility 

The employer bears primary 
responsibility for workplace 
safety and health. 

ILO Convention 
C155 – Article 16 

Safe Work 
Environment 

Workplaces, machinery, 
equipment, and processes must 
be safe and without risk to 
health. 

ILO Convention 
C155 – Article 16 

Worker 
Participation 

Workers have the right to 
participate in safety matters and 
to report hazards without fear of 
reprisal. 

ILO Convention 
C155 – Article 19 

Training & 
Information 

Workers must receive adequate 
safety training, information, and 
instructions related to hazards 
and safe work practices. 

ILO Convention 
C155 – Article 19 

Continuous 
Improvement 

Occupational safety and health 
systems must be continuously 
reviewed and improved. 

ILO Convention 
C187 – Article 3 

ILO 
Conventions 

C155 – 
Occupational 
Safety & 
Health 
Convention 

Requires national policy and 
employer responsibility to 
ensure safe and healthy working 
conditions. 

ILO Convention 
No. 155 (1981) 

C161 – 
Occupational 
Health 
Services 

Requires access to occupational 
health services for workers. 

ILO Convention 
No. 161 (1985) 

C170 – 
Chemicals 
Convention 

Requires safe use, labeling, 
training, and risk control for 
hazardous chemicals. 

ILO Convention 
No. 170 (1990) 
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Area Topic What It Means 
Legal / 

International 
Reference 

C187 – 
Promotional 
Framework 

Encourages systematic national 
OSH improvement and 
management systems. 

ILO Convention 
No. 187 (2006) 

Table 3:  Key OHS-Related Sections of Bangladesh Labour Act 2006 (BLL) 

Area Topic What It Means 
Legal / 

International 
Reference 

Bangladesh 
Labour Act 
2006 (BLL) 

Cleanliness 

Every workplace must be kept 
clean and free from waste, 
effluvia, and unhygienic 
conditions. 

Section 51 

Disposal of 
Waste 

Proper arrangements must be 
made for disposal of waste and 
effluents. 

Section 52 

Ventilation & 
Temperature 

Adequate ventilation and 
reasonable temperature must be 
maintained in workrooms. 

Section 53 

Dust & 
Fumes 

Effective measures must be 
taken to prevent inhalation of 
dust, fumes, and impurities. 

Section 54 

Lighting 
Sufficient and suitable lighting 
must be provided. 

Section 55 

Drinking 
Water 

Safe and sufficient drinking 
water must be provided at 
convenient points. 

Section 58 

Latrines & 
Urinals 

Separate and adequate latrines 
and urinals must be provided for 
male and female workers. 

Section 59 

Washing 
Facilities 

Adequate washing facilities 
must be provided and 
maintained. 

Section 60 

Fencing of 
Machinery 

Dangerous parts of machinery 
must be securely fenced. 

Section 61 

Work on 
Machinery 

Special precautions must be 
taken when work is carried out 
on dangerous machines. 

Sections 62–63 

Fire Safety 
Factories must provide fire 
prevention, detection, exits, and 
evacuation measures. 

Section 94 

Safety 
Committee 

Factories must form a Safety 
Committee to oversee OHS 
matters. 

Section 89 

Safety Officer 
Large factories must appoint a 
Safety Officer. 

Section 90 

Accident 
Reporting 

Serious accidents must be 
reported to the authority. 

Section 92 
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Table 4:  Important OHS-Related Rules Under BLR 2015 

Area Topic What It Means 
Legal / 

International 
Reference 

Bangladesh 
Labour 
Rules 2015 
(BLR) 

Safety 
Committee 
Rules 

Detailed rules for formation, 
composition, and function of 
Safety Committees. 

Rules 55–58 

PPE 
Provision 

Employer must provide 
appropriate PPE free of cost. 

Rule 62 

Machine 
Safety 

Machines must be properly 
guarded and maintained. 

Rule 66 

Chemical 
Safety 

Safe handling, labeling, storage, 
and use of hazardous chemicals 
is mandatory. 

Rule 67 

Ventilation 
Adequate ventilation must be 
ensured in work areas. 

Rule 68 

Noise Control 
Measures must be taken to 
control excessive noise. 

Rule 70 

Fire Safety & 
Drills 

Fire exits, extinguishers, and 
regular fire drills are mandatory. 

Rule 73 

First Aid 
First aid boxes and trained first 
aiders must be provided. 

Rule 75 

Emergency 
Preparedness 

Emergency response 
arrangements must be in place. 

Rule 80 

1.2. Risk assessments. 
 

Workplace Hazard Identification & Risk Assessment (HIRA) is a systematic method used 

to identify workplace hazards, evaluate the level of risk associated with those hazards, and 

decide appropriate control measures to prevent accidents, injuries, and occupational 

diseases. 

In leather, footwear, and tannery factories, HIRA is essential because workers are exposed 

to chemicals, machines, dust, noise, heat, electricity, and fire hazards every day. 

HIRA helps factories: 

• Prevent accidents before they occur 

• Protect worker health and safety 

• Meet buyer Code of Conduct (CoC) requirements 

• Comply with Bangladesh Labour Law and Labour Rules 

• Meet ISO 45001, BSCI, SEDEX, and HIGG FSLM requirements. 

Table 5:  Common High-Risk Area 

Area Main Risk Example 

Tannery beam house Chemical & gas exposure Hydrogen sulfide gas 

Finishing section VOC inhalation Spray coating fumes 

Footwear bonding area Fire & inhalation 
Solvent-based 

adhesive 
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Area Main Risk Example 

Buffing section Dust inhalation Leather dust 

Boiler room Burn & explosion Steam leak 

ETP area Chemical & biological risk Sludge handling 

1.3. Personal protective equipment (PPE). 
 

Role of PPE 

Personal Protective Equipment (PPE) is the last line of defense in workplace safety. 

PPE Selection Based on Chemical Hazard 

Hazard Type Required PPE 

Chemical splash Chemical-resistant gloves, goggles 

Solvent vapors Organic vapor respirator 

Acid handling Face shield, apron 

Dust exposure Dust mask / respirator 
 

PPE Maintenance Rules 

• PPE must be cleaned regularly 

• Damaged PPE must be replaced immediately 

• PPE must be stored properly 

1.4. OHS compliance. 

Understanding OHS fundamentals enables professionals to: 

• Identify hazards before accidents happen. 

• Ensure compliance with BLL, BLR, ILO, buyer CoC. 

• Support audits like BSCI, SEDEX, ISO 45001, HIGG FSLM. 

• Protect workers and factory reputation. 

• Reduce compensation, medical, and downtime costs. 

Why ISO 45001 Is Important (Compliance & Sustainability Perspective) 

• It shifts OHS from reactive accident control to proactive risk prevention. 

• It requires top management leadership, ensuring safety is not only an EHS issue but 

a business responsibility. 

• It integrates worker participation and consultation, which aligns strongly with ILO 

conventions and BSCI expectations. 

• It helps factories systematically identify hazards, risks, legal obligations, and 

operational controls. 

• It supports buyer confidence, as many international buyers prefer or require ISO-

aligned OHS systems. 
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Self-Check – 3.1 

 

Short Questions: 

 

1. Question: What are OHS policies and procedures? 

Answer:  

2. Question: What are risk assessments in OHS? 

Answer:  

3. Question: What is personal protective equipment (PPE)? 

Answer:  

4. Question: What are workplace safety protocols? 

Answer:  

5. Question: What does OHS compliance mean? 

Answer:  

6. Question: Why are OHS policies and procedures important? 

Answer:  

7. Question: How do risk assessments help in OHS? 

Answer:  

8. Question: Why is PPE essential in the workplace? 

Answer:  

9. Question: How do workplace safety protocols contribute to OHS? 

Answer:  
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Answer Key-3.1 

Short Questions with Answers: 
 

1. Question: What are OHS policies and procedures? 

Answer: OHS policies and procedures are guidelines that outline how to maintain a safe 

and healthy workplace, addressing potential hazards and risks. 

2. Question: What are risk assessments in OHS? 

Answer: Risk assessments involve identifying potential hazards in the workplace and 

evaluating the risks they pose to employees' health and safety. 

3. Question: What is personal protective equipment (PPE)? 

Answer: PPE refers to safety gear such as helmets, gloves, and goggles that protect 

workers from workplace hazards. 

4. Question: What are workplace safety protocols? 

Answer: Workplace safety protocols are procedures and practices designed to prevent 

accidents and injuries, ensuring a safe working environment. 

5. Question: What does OHS compliance mean? 

Answer: OHS compliance means adhering to occupational health and safety regulations 

to ensure a safe, healthy, and legally compliant workplace. 

6. Question: Why are OHS policies and procedures important? 

Answer: They provide a structured approach to preventing accidents and ensuring 

employees' safety, reducing the risk of legal issues and injuries. 

7. Question: How do risk assessments help in OHS? 

Answer: Risk assessments help identify hazards, evaluate risks, and implement control 

measures to protect workers from harm. 

8. Question: Why is PPE essential in the workplace? 

Answer: PPE protects employees from workplace injuries and exposure to harmful 

substances, ensuring their health and safety. 

9. Question: How do workplace safety protocols contribute to OHS? 

Answer: They provide clear guidelines on how to prevent accidents, ensuring workers 

know how to act safely in various situations. 
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Job Sheet – 3.1 

Job Name:  Apply Occupational Health and Safety (OHS) Policies and Procedures 

 

Working Procedure / Steps: 

 

1. Review the organization’s OHS policies and procedures to understand safety standards, 

protocols, and legal requirements. 

2. Identify potential hazards in the workplace by conducting a risk assessment to evaluate 

health and safety risks. 

3. Follow OHS procedures to mitigate risks, including using personal protective equipment 

(PPE), adhering to safe operating procedures, and reporting hazards. 

4. Implement preventive measures to ensure ongoing compliance with OHS regulations, 

such as regular safety inspections and employee safety training. 

5. Monitor compliance with OHS policies by conducting routine safety checks and audits to 

identify areas for improvement. 

6. Promote a safety culture within the workplace by encouraging employees to follow safety 

protocols and report incidents or concerns. 

7. Document and report safety incidents or near-misses in accordance with the 

organization’s OHS reporting procedures. 

8. Review and update OHS policies regularly to ensure they meet legal requirements and 

reflect any changes in workplace practices. 

 

Tools and Materials: 

 

• OHS policy documents 

• Risk assessment tools and safety checklists 

• Personal protective equipment (PPE) 

• Incident reporting and documentation forms 
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Information Sheet – 3.2 

Learning Outcome – 2: Follow workplace safety standards and emergency response plans. 

Learning Objectives: After completion of this information sheet, the learners will be able to 

explain, define and interpret the following contents. 

Contents: 

2.1 Workplace safety standards. 

2.2 Emergency response plans. 

2.3 Emergency drills. 
 

2.1 Workplace safety standards. 

 

In the Footwear and Leather Goods Sector, workplace safety is crucial for ensuring the health 

and well-being of workers. Adhering to safety standards minimizes risks and helps maintain 

a safe working environment. Below are the key safety standards based on industry practices: 

 

1. Personal Protective Equipment (PPE) 

 

• Required PPE: Employees must wear suitable PPE such as gloves, safety footwear, 

goggles, ear protection, and respirators to protect against potential hazards. 

• Proper Use: Ensure that PPE is used correctly for its intended purpose, fits well, and 

is regularly inspected for damage. 

 

2. Hazard Identification and Risk Assessment 

 

• Identify Hazards: Regularly inspect the workplace for potential hazards such as sharp 

objects, chemicals, moving machinery, and slip/trip risks. 

• Risk Assessment: Evaluate the severity of identified risks and implement necessary 

control measures to mitigate them, including machine guards, safety barriers, and 

proper ventilation. 

 

3. Safe Work Practices 

 

• Chemical Safety: Follow guidelines for the safe storage, handling, and disposal of 

chemicals used in the leather and footwear production process to avoid exposure to 

toxic substances. 

• Machinery Safety: Maintain machines in good working order and ensure they are 

equipped with safety features like emergency stop buttons and proper guarding. 

Operators must be trained in safe machine handling practices. 

• Manual Handling: Workers should be trained on correct lifting and carrying techniques 

to prevent musculoskeletal injuries. 

 

4. Fire Safety 

 

• Fire Prevention: Implement measures to prevent fire hazards, such as proper storage 

of flammable materials and regular checks of electrical wiring and equipment. 
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• Fire Emergency Procedures: Ensure fire extinguishers are readily accessible, smoke 

detectors are functional, and employees are familiar with fire evacuation routes and 

procedures. 

 

5. Emergency Response Plans 

 

• First Aid: Provide first aid kits in accessible locations and ensure staff are trained to 

handle common injuries. 

• Evacuation Plans: Establish and communicate clear evacuation procedures in the 

event of an emergency, such as fire, chemical spill, or electrical failure. Conduct regular 

evacuation drills. 

 

2.2 Emergency response plans. 

 

Emergency response plans are essential for ensuring the safety of workers and minimizing 

damage during emergencies. In the Footwear and Leather Goods sector, these plans are 

designed to address various potential emergencies, such as fires, chemical spills, or 

equipment malfunctions. Key components of an emergency response plan include: 

Emergency Response 

Scenario Action Required 

Diesel spill 
Stop source, isolate area, use spill kit, inform 

supervisor 

Fire 
Raise alarm, use foam/CO₂ extinguisher, 

evacuate if needed 

Skin contact Wash immediately with soap and water 

Eye contact Flush with clean water for 15 minutes 

Residual Risk After Controls 

Parameter Value 

Probability 2 – Unlikely 

Severity 3 – Moderate 

Residual Risk Score 2 × 3 = 6 (Medium Risk) 

Acceptability Acceptable with monitoring 

Monitoring & Review 

Item Frequency 

Risk assessment review Every 12 months or after incident 

SDS review Every 3–5 years 

PPE inspection Monthly 

Spill drill Every 6 months 
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2.3 Emergency drills. 

 

Emergency drills are vital for ensuring that all employees are prepared to handle 

emergencies effectively and safely. These drills simulate real emergency situations, allowing 

workers to practice emergency procedures in a controlled environment. Regular drills help 

reduce panic, improve response times, and ensure that safety protocols are followed 

correctly. Below are the key components of emergency drills for the Footwear and Leather 

Goods sector: 

 

1. Types of Emergency Drills 

 

• Fire Drills: Simulate a fire emergency where employees practice evacuating the facility 

quickly and safely. This helps familiarize them with the evacuation routes, assembly points, 

and the proper use of fire extinguishers. 

• Chemical Spill Drills: Simulate a hazardous chemical spill, allowing workers to practice 

containment, clean-up procedures, and the use of protective equipment (PPE). 

• First Aid Drills: Simulate medical emergencies (such as a workplace injury or health 

incident) to ensure employees know how to perform basic first aid and CPR while waiting 

for professional medical assistance. 

• Evacuation Drills: Involve a complete evacuation of the facility, where employees practice 

exiting the building via designated routes and assembling at predefined safe locations. 

 

2. Drill Planning and Execution 

 

• Scheduled Drills: Conduct emergency drills regularly (e.g., quarterly or annually) to ensure 

that employees are well-prepared. It’s important not to wait for a real emergency to test the 

plan. 

• Involve All Employees: Every employee, including new hires, should participate in the 

drills to ensure familiarity with emergency procedures across the workforce. 

• Simulate Realistic Scenarios: Ensure drills are realistic and cover a variety of possible 

emergencies, such as fire, chemical spill, or electrical failure. The more realistic the 

scenario, the better employees will be prepared for actual emergencies. 

• Assign Roles: Assign specific roles to designated emergency response team members 

(e.g., fire wardens, first aid responders) and ensure they know their duties during the drill. 

 

 

 

 

  



111 
Compliance & Sustainability for Footwear & Leather Goods Sector 

 

Self-Check – 3.2 

Short Questions: 

 
1. Question: What are workplace safety standards? 

Answer:  

 

2. Question: Why are emergency response plans important? 

Answer:  

 

3. Question: What are emergency drills? 

Answer:  

 

4. Question: What do workplace safety standards aim to achieve? 

Answer:  

 

5. Question: How do emergency response plans benefit the workplace? 

Answer:  

 

6. Question: Why is it necessary to conduct emergency drills regularly? 

Answer:  

 

7. Question: What should workplace safety standards cover? 

Answer:  
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Answer Key – 3.2 

Short Questions with Answers: 

 

1. Question: What are workplace safety standards? 

Answer: Workplace safety standards are guidelines that ensure a safe working 

environment by identifying hazards and implementing safety measures. 

 

2. Question: Why are emergency response plans important? 

Answer: Emergency response plans are crucial for preparing employees to handle 

workplace emergencies efficiently, minimizing harm and ensuring safety. 

 

3. Question: What are emergency drills? 

Answer: Emergency drills are practiced exercises designed to train employees on how to 

respond to emergencies like fires, earthquakes, or medical incidents. 

 

 

4. Question: What do workplace safety standards aim to achieve? 

Answer: They aim to prevent accidents and injuries by setting rules for safe equipment 

use, proper working conditions, and emergency procedures. 

 

5. Question: How do emergency response plans benefit the workplace? 

Answer: They provide clear instructions for employees to follow in emergencies, reducing 

confusion and improving the effectiveness of responses. 

 

6. Question: Why is it necessary to conduct emergency drills regularly? 

Answer: Regular drills ensure that employees are familiar with emergency procedures, 

reducing panic and improving response time during real emergencies. 

 

 

7. Question: What should workplace safety standards cover? 

Answer: They should cover equipment safety, employee behavior, proper training, 

hazard identification, and emergency procedures. 
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Job Sheet - 3.2 

Job Name: Implement Workplace Safety Standards and Emergency Response Plans.  

Working Procedure/Steps: 

Tools and Materials: 
 

1. Understand and Apply Workplace Safety Standards 

o Review and familiarize yourself with workplace safety standards, including OSHA 

regulations, industry-specific guidelines, and organizational safety rules. 

o Implement safety protocols to prevent accidents and injuries, such as proper use 

of equipment, handling hazardous materials, and maintaining clear emergency 

exits. 

2. Develop and Communicate Emergency Response Plans 

o Design clear emergency response plans that outline actions in case of incidents 

like fires, natural disasters, or workplace accidents. 

o Ensure that all employees are aware of these plans through training and clear 

signage. 

3. Conduct and Participate in Emergency Drills 

o Organize and participate in regular emergency drills (e.g., fire drills, evacuation 

drills) to ensure preparedness. 

o Evaluate drill performance, identify weaknesses in the response, and implement 

corrective measures to improve efficiency. 

4. Monitor and Ensure Compliance with Safety Protocols 

o Monitor workplace activities to ensure that safety standards and emergency plans 

are being followed consistently. 

o Conduct regular inspections to check for potential hazards or safety violations. 

5. Record and Report Safety Incidents 

o Document and report any safety incidents or near misses to improve safety 

measures and prevent future occurrences. 

o Ensure that corrective actions are taken following any incidents to enhance the 

safety environment. 

Tools and Materials: 

• Workplace safety guidelines and protocols 

• Emergency response plan documentation 

• Emergency drill schedules and training materials 

• Incident reporting and documentation forms 
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Information Sheet - 3.3 

Learning Outcome -3: Identify hazards in the workplace. 

Learning Objective: After completion of this information sheet, the learners will be able to explain, 

define and interpret the following contents. 

Contents: 

3.1 Workplace hazards. 

3.2 Chemical hazards. 

3.3 Machine-related hazards. 

3.4 Ergonomic hazards. 

3.5 Fire and explosion risks. 

 

3.1 Workplace hazards. 

 

Major Hazards in Footwear Machines 

• Sharp blades can cause deep cuts and amputations. 

• Rotating parts can entangle fingers, hair, or clothing. 

• High-pressure hydraulic systems can cause crush injuries. 

• Buffing dust can cause respiratory problems. 

• Solvent vapors from adhesive processes can cause dizziness and fire risk. 

• Electrical faults can cause electric shock or fire. 

 

Hazard Type Hazard Source Risk to Workers Practical Example 

Physical 
Noise, heat, poor 

lighting 

Hearing loss, heat 

stress 

Buffing section noise 

>85 dB 

Chemical 
Solvents, acids, 

dyes 

Skin burn, respiratory 

illness 

Inhalation of solvent 

glue fumes 

Mechanical 
Cutting & stitching 

machines 
Cuts, finger injury 

Un-guarded sewing 

machine needle 

Electrical 
Exposed wiring, 

overload 
Electric shock, fire 

Damaged cable near 

machine 

Fire 
Solvents, poor 

storage 
Burns, fatalities 

Adhesive storage 

without ventilation 

Ergonomic 
Repetitive work, 

posture 
Back pain, MSD 

Long sewing hours 

without breaks 

Biological Wastewater, sludge Skin infection 

Contact with 

untreated ETP 

sludge 

Slip/Trip Wet floors, spills Fractures 
Water leakage near 

tanning drums 
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3.2 Chemical hazards. 

 

In the Footwear and Leather Goods sector, workers may be exposed to various chemical 

hazards during the manufacturing, processing, and finishing stages of products. These 

chemicals can pose serious risks to health and safety if not handled properly. Identifying and 

understanding these hazards is crucial to preventing accidents and ensuring a safe working 

environment. 

 

Types of Chemical Hazards 

 

• Toxic Chemicals: Substances that can cause harm when inhaled, ingested, or 

absorbed through the skin. Examples include solvents, adhesives, and dyes used in 

leather treatment and footwear manufacturing. 

 

• Flammable and Combustible Materials: Chemicals that can catch fire or explode 

under certain conditions. Solvents, paints, and certain cleaning agents used in the 

sector are often highly flammable. 

 

• Corrosive Substances: Chemicals that can cause severe damage to living tissue or 

materials. For example, strong acids and alkalis used in leather tanning processes or 

in cleaning footwear machinery. 

 

• Carcinogenic Chemicals: Substances that have the potential to cause cancer after 

prolonged exposure. Some chemicals in dyes, adhesives, or preservatives may have 

carcinogenic properties. 

 

• Irritants: Chemicals that cause temporary irritation to the skin, eyes, or respiratory 

system. Leather treatment chemicals, glues, and finishing agents can cause irritation 

when inhaled or touched. 

 

3.3 Machine-related hazards. 

 

Machine-related hazards are a significant concern in the Footwear and Leather Goods sector 

due to the complex machinery used in manufacturing, such as stitching, cutting, molding, 

and polishing machines. These machines can present a variety of safety risks to workers if 

not properly maintained or operated. Below are the key machine-related hazards and safety 

practices to mitigate them. 

 

1. Types of Machine-Related Hazards 

 

• Mechanical Hazards: These occur when workers come into contact with moving 

machine parts, such as belts, gears, blades, and rollers. These parts can cause cuts, 

amputations, or other serious injuries. 

 

• Electrical Hazards: Machines that are not properly grounded or have exposed 

electrical parts can present electrocution risks, especially in areas with high humidity 

or where machines are used around water or chemicals. 
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• Pinch Points: Machines with moving parts can create pinch points where body parts 

or clothing can get caught, leading to crushing injuries. 

 

• Flying Debris: Machines like grinders, cutters, or polishers can send sharp pieces of 

material or dust flying, potentially causing eye injuries or cuts. 

 

• Overheating: Machines that are not properly maintained or ventilated can overheat, 

leading to burns or even fires. 

 

3.4 Ergonomic hazards. 

 

Ergonomic hazards occur when the work environment or tasks strain the body, leading to 

injuries. 

 

1. Types of Hazards 

 

• Repetitive Motion: Repeated tasks like stitching or cutting. 

• Awkward Postures: Bending or reaching in uncomfortable positions. 

• Heavy Lifting: Lifting materials improperly. 

• Vibration: Using vibrating tools for long periods. 

 

2. Health Risks 

 

• Musculoskeletal Disorders: Back pain, tendonitis, or joint pain. 

• Fatigue and Discomfort: Physical strain leading to reduced productivity. 

 

3. Preventive Measures 

 

• Workstation Adjustments: Set up workstations for comfortable posture. 

• Job Rotation: Change tasks to avoid repetitive strain. 

• Ergonomic Tools: Provide tools with better grips or padding. 

 

3.5 Fire and explosion risks. 

 

Fire safety and emergency preparedness are critical in leather, footwear, and tannery 

factories because these industries use flammable chemicals, adhesives, solvents, fuels, 

electrical equipment, and heat-generating processes. 

 

This section helps learners understand how fires occur, how to prevent them, how to 

respond safely, and how to protect life and property. 

 

Fire Load & Fire Triangle 

A. Fire Load  

Fire load means the total amount of combustible materials present in a workplace that 

can burn and release heat during a fire. 

In leather and footwear factories, fire load is usually high. 
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Common Fire Load Sources 

• Solvent-based adhesives 

• Diesel, furnace oil, lubricants 

• PU foam, rubber, EVA, packaging cartons 

• Leather dust and buffing waste 

• Electrical cables and plastic materials 

 

Why Fire Load Is Important 

• Higher fire load means faster fire spread. 

• High fire load increases severity of damage and injury. 

• Fire load assessment is required for fire design, extinguisher selection, and 

evacuation planning. 

 

B. Fire Triangle (Basic Fire Science) 

A fire can occur only when three elements are 

present together:  

1. Fuel – Something that can burn 

2. Heat – Source of ignition 

3. Oxygen – Air 

This is called the Fire Triangle. 

Factory Example 

• Fuel: Solvent glue vapors 

• Heat: Spark from electrical short circuit 

• Oxygen: Normal air in the production room 

Removing any one element will stop or prevent fire. 

Practical Prevention Approach 

• Remove fuel → Store chemicals safely 

• Remove heat → Maintain electrical systems 

• Reduce oxygen → Use closed systems where applicable 

Fire Detection & Suppression Systems 

Fire detection and suppression systems help identify fire early and control it before it 

spreads. 

 

 

Fire Triangle 
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A. Fire Detection Systems 

Fire detection systems provide early warning, allowing workers to evacuate safely. 

Types of Fire Detection Systems 

Smoke Detectors 

 

Used in general production areas 

Early detection of smoke before flames 

appear 

Must be checked monthly  

Heat Detectors 

 

Used in dusty or humid areas 

Less sensitive to false alarms 

Ideal for leather buffing & drying areas 
 

Manual Call Points (MCPs) 

 

Placed according to supplier provided 

specification 

Workers can manually activate alarm 
 

Flame detectors  

 

Flame detectors are used in high fire-risk 

areas where flammable liquids, gases, or 

vapors are present, such as chemical 

storage rooms, fuel storage areas, boiler 

rooms, and generator rooms. 

Flame detectors are installed where fires 

can develop very rapidly, and smoke or 

heat detectors may not respond quickly 

enough. 

Flame detectors are suitable for outdoor 

or large open areas where traditional fire 

detection systems may be less effective. 

Flame detectors are commonly used in 

areas handling diesel, solvents, 

adhesives, chemicals, or LPG, as they 

can instantly detect flames and trigger 

alarms or suppression systems. 

 

Key Requirements 

• Detectors must be properly located. 

• Systems must be tested regularly. 

• Alarm must be audible in all areas. 
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B. Fire Suppression Systems 

Fire suppression systems control or extinguish fire. 

Portable Fire Extinguishers 

Type of Fire Extinguishers How to operate the Fire Extinguisher 

ABC Dry Chemical → General fires 

(cartons, leather, dust) 

CO₂ Extinguisher → Electrical & 

chemical areas 

Foam Extinguisher → Flammable liquids 

Water Extinguisher → Wood, paper & 

fiber fires 

Wet Chemical → Cooking oil fires 

 

 

Figure 1: Use of different types of fire extinguisher 

Fire Classification 

 

All fires are grouped into classes, according to the type of materials that are burning. 

 

Class A: Fires are those involving free burning materials, such as paper wood, fabrics 

and other textiles, and also plastics. 

 

Class B: Fires involve flammable liquids and solids, such as diesel, petrol and oils (but 

not cooking oils), plus solid fuels such as wax. 

 

Class C: Fires involve flammable gases, such as propane, butane and methane. 

 

Class D: Fires involve flammable metals such as sodium, potassium and magnesium. 

 

Class E: Electrical equipment fires involve electrical equipment such as switchgear or 
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computers. (These are sometimes referred to as Class E fires, although the category 

does not officially exist in the UK*). 

 

Class F: Fires are specific to cooking oils and fats 

 

Fixed Fire Suppression Systems 

• Sprinkler systems  

• Foam suppression systems (chemical & solvent areas) 

• CO₂ systems (electrical rooms) 

Why Fixed Systems Are Important 

• Control fire automatically. 

• Reduce dependence on human response. 

• Reduce loss of life and property. 

 

 
 

  

Different Fire Suppression Systems 
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Self-Check 3.3 

Short Questions: 

 

 
1. Question: What are workplace hazards? 

Answer:  

 

2. Question: What are chemical hazards? 

Answer:  

 

3. Question: What is machine-related hazards? 

Answer:  

 

4. Question: What are ergonomic hazards? 

Answer:  

 

5. Question: What are fire and explosion risks? 

Answer:  

 

6. Question: How can chemical hazards be controlled? 

Answer:  

 

8. Question: What should be done to prevent machine-related hazards? 

Answer:  

 

9. Question: How can ergonomic hazards be reduced? 

Answer:  
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Answer Key- 3.3 

Short Questions with Answers: 

  

 

1. Question: What are workplace hazards? 

Answer: Workplace hazards are potential sources of harm or injury that can occur in 

the work environment, such as physical, chemical, or ergonomic risks. 

 

2. Question: What are chemical hazards? 

Answer: Chemical hazards refer to harmful substances that can cause injury or illness 

through exposure, such as toxic chemicals, fumes, or gases. 

 

3. Question: What is machine-related hazards? 

Answer: Machine-related hazards occur when employees interact with machinery, 

which can lead to injuries such as cuts, burns, or crushing accidents. 

 

4. Question: What are ergonomic hazards? 

Answer: Ergonomic hazards arise from poor workplace design or repetitive tasks that 

can cause musculoskeletal injuries, fatigue, and discomfort. 

 

5. Question: What are fire and explosion risks? 

Answer: Fire and explosion risks involve the presence of flammable materials, faulty 

electrical systems, or poor ventilation, which can lead to fires or explosions. 

 

6. Question: How can chemical hazards be controlled? 

Answer: Chemical hazards can be controlled by using proper ventilation, protective 

equipment, and safe storage and handling procedures for chemicals. 

 

10. Question: What should be done to prevent machine-related hazards? 

Answer: Preventing machine-related hazards involves using safety guards, training 

employees on machine operation, and performing regular maintenance. 

 

11. Question: How can ergonomic hazards be reduced? 

Answer: Ergonomic hazards can be reduced by improving workstation design, offering 

adjustable furniture, and promoting proper posture and lifting techniques. 
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Job Sheet -3.3 

 

Job Name: Identify and Manage Workplace Hazards.  

 

Working Procedure/Steps: 

Tools and Materials: 

1. Identify Workplace Hazards 

o Conduct a thorough assessment of the workplace to identify general hazards, 

such as physical, chemical, biological, or environmental risks. 

o Document all identified hazards and assess their potential impact on employee 

health and safety. 

2. Assess Chemical Hazards 

o Review the Material Safety Data Sheets (MSDS) for chemicals used in the 

workplace to understand their properties, handling requirements, and potential 

health risks. 

o Ensure proper storage, labeling, and handling of chemicals to prevent accidents 

or exposure. 

3. Identify Machine-Related Hazards 

o Conduct machine safety audits to identify risks related to equipment operation, 

such as moving parts, mechanical failures, or inadequate safeguards. 

o Implement machine safety procedures, including regular maintenance and proper 

operator training. 

4. Evaluate Ergonomic Hazards 

o Assess workstations and tasks for ergonomic risks that could lead to 

musculoskeletal disorders (MSDs), such as poor posture, repetitive motions, or 

uncomfortable workspaces. 

o Redesign workstations and provide ergonomic tools or equipment to reduce 

physical strain. 

5. Evaluate Fire and Explosion Risks 

o Identify fire and explosion hazards, such as flammable materials, electrical 

equipment, and gas leaks. 

o Implement fire prevention measures, including proper storage of combustible 

materials, regular inspections, and installation of fire suppression systems. 

6. Implement Control Measures 

o Develop and apply controls to mitigate identified hazards, including engineering 

controls, administrative controls, and personal protective equipment (PPE). 

o Regularly monitor the effectiveness of these controls to ensure they remain 

functional and effective. 

Tools and Materials: 

• Hazard assessment checklists 
• Safety Data Sheets (SDS) for chemicals 
• Ergonomic assessment tools 
• PPE and safety equipment 
• Fire safety equipment and training materials 
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Information Sheet - 3.4 

Learning Outcome -4: Conduct risk assessment and develop mitigation strategies. 

Learning Objective: After completion of this information sheet, the learners will be able to explain, 

define and interpret the following contents. 

Contents: 

4.1 Risk levels. 

4.2 Preventive measures. 

4.3 Mitigation strategies. 

4.4 Corrective actions. 

4.5 Documentation. 

 

4.1 Risk levels. 

 

Risk levels refer to the likelihood and severity of potential hazards in the workplace. 

Understanding risk levels helps prioritize safety measures to prevent accidents. 

 

• High Risk: Hazards that are likely to cause severe injury or harm and can occur frequently. 

For example, unguarded machinery or exposure to toxic chemicals. 

 

• Medium Risk: Hazards that could lead to moderate injury or illness, but are less frequent. 

For example, lifting heavy materials without proper technique. 

 

• Low Risk: Hazards that have a low likelihood of causing harm and result in minor injuries. 

For example, slips on a dry floor or low-level exposure to noise. 

 

4.2 Preventive measures. 

 

Preventive measures are actions taken to reduce the likelihood of accidents, injuries, and 

hazards in the workplace. Implementing these measures helps create a safer environment 

and minimizes risks. 

 

Machine Safety 

 

• Install Guards: Ensure machines have proper safety guards to prevent contact with 

moving parts. 

• Regular Maintenance: Maintain machines regularly to prevent malfunctions and ensure 

safe operation. 

• Lockout/Tagout (LOTO): Implement lockout/tagout procedures when performing 

maintenance to prevent accidental machine startup. 
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Personal Protective Equipment (PPE) 

 

• Appropriate PPE: Ensure workers wear the necessary PPE, such as gloves, goggles, 

masks, and safety shoes, based on the tasks being performed. 

• Routine Inspections: Regularly check PPE for damage and replace it as needed. 

 

4.3 Mitigation strategies. 

 

Mitigation strategies are actions taken to reduce or control risks after they have been 

identified. These strategies help prevent hazards from causing harm and minimize their 

impact if they do occur. 

 

Engineering Controls 

 

• Machine Guards: Install safety barriers, shields, and automatic shutoff mechanisms to 

prevent contact with moving parts. 

• Ventilation Systems: Use local exhaust systems to control airborne contaminants and 

ensure proper air circulation in areas where chemicals or fumes are used. 

• Noise Control: Implement soundproofing or use quieter machines to reduce noise 

exposure, and provide ear protection if necessary. 

 

Administrative Controls 

 

• Job Rotation: Rotate workers between tasks to reduce the risk of repetitive strain injuries 

and ensure balanced workload distribution. 

• Safety Procedures: Develop and enforce standard operating procedures (SOPs) for safe 

machine operation, chemical handling, and emergency response. 

• Work Schedule Adjustments: Adjust shifts and break times to prevent fatigue, which 

can lead to accidents. 

 

4.4 Corrective actions. 

 

Corrective actions are steps taken to fix problems or non-conformities identified during risk 

assessments, inspections, or after an incident has occurred. These actions help prevent the 

recurrence of the issue and improve overall safety in the workplace. 

 

Fixing Hazards 

 

• Repair or Replace Equipment: Fix faulty machines or replace them to ensure safety. 

• Install Safety Features: Add missing safety guards or emergency stops. 

 

Improving Procedures 

 

• Update Safety Procedures: Revise operating procedures if gaps or issues are found. 

• Provide Clear Instructions: Make task instructions safer and easier to follow. 
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Self-Check 3.4 

Short Questions: 

 

 

1. Question: What are risk levels? 

Answer:  

 

2. Question: What are preventive measures in risk management? 

Answer:  

 

3. Question: What are mitigation strategies? 

Answer:  

 

4. Question: What are corrective actions in risk management? 

Answer:  

 

5. Question: Why is documentation important in risk management? 

Answer:  

 

6. Question: How are risk levels determined? 

Answer:  

 

7. Question: What is the purpose of preventive measures? 

Answer:  

 

8. Question: How do mitigation strategies help reduce risk? 

Answer:  
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Answer Key- 3.4 

Short Questions with Answers: 

  

 

1. Question: What are risk levels? 

Answer: Risk levels indicate the severity and likelihood of potential hazards, helping 

prioritize safety measures and resource allocation. 

 

2. Question: What are preventive measures in risk management? 

Answer: Preventive measures are actions taken to avoid or reduce the likelihood of risks 

occurring, such as safety training, equipment maintenance, and hazard control. 

 

3. Question: What are mitigation strategies? 

Answer: Mitigation strategies are plans and actions designed to reduce the impact of 

risks if they occur, such as implementing backup systems or using protective equipment. 

 

4. Question: What are corrective actions in risk management? 

Answer: Corrective actions are steps taken to fix identified issues or risks after they have 

occurred, ensuring that the problem does not recur. 

 

5. Question: Why is documentation important in risk management? 

Answer: Documentation ensures a record of identified risks, preventive measures, 

corrective actions, and mitigation strategies, helping track progress and compliance. 

 

6. Question: How are risk levels determined? 

Answer: Risk levels are determined by assessing the probability of an event occurring 

and the potential severity of its consequences. 

 

7. Question: What is the purpose of preventive measures? 

Answer: The purpose is to reduce or eliminate the risk before it occurs, preventing harm,  

loss, or damage. 

 

8. Question: How do mitigation strategies help reduce risk? 

Answer: Mitigation strategies reduce the consequences of risks by preparing the 

organization to respond effectively if an incident occurs. 
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Job Sheet -3.4 

Job Name: Assess and Manage Risk Levels with Preventive and Corrective Measures.  

 

Working Procedure/Steps: 

 

Tools and Materials: 

 

1. Assess Risk Levels 

o Identify potential risks in the workplace by conducting risk assessments for all 

operations, activities, and environments. 

o Categorize risks based on their likelihood and severity (e.g., low, medium, high) to 

prioritize action. 

2. Implement Preventive Measures 

o Develop and enforce preventive measures to reduce the likelihood of identified 

risks. These may include training, safe work practices, engineering controls, and 

proper equipment use. 

o Ensure all employees are trained on preventive protocols and understand their 

roles in minimizing risk. 

3. Apply Mitigation Strategies 

o Design and implement mitigation strategies to reduce the severity of risks that 

cannot be fully prevented. This may include introducing safety features, backup 

systems, or alternative work procedures. 

o Monitor and evaluate the effectiveness of these strategies in reducing the impact 

of risks. 

4. Take Corrective Actions 

o After an incident or near miss, investigate the cause and implement corrective 

actions to prevent recurrence. This could involve modifying procedures, improving 

safety measures, or retraining employees. 

o Ensure corrective actions are timely and effectively address the root cause of the 

incident. 

5. Document Risk Management Efforts 

o Record all risk assessments, preventive measures, mitigation strategies, 

corrective actions, and safety incidents in a formal risk management system or 

log. 

o Maintain detailed documentation for audits, compliance, and continuous 

improvement purposes. 

Tools and Materials: 

• Risk assessment checklists and templates 

• Incident reporting forms 

• Corrective action plan templates 

• Documentation and tracking tools (e.g., software, spreadsheets) 

• Safety and risk management training materials 
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Module-4 

 

 

 

 

 

 

 

Module: Managing Environmental 

Practices In Chemical and Waste Management 

 

Unit Code: SICIP-LET-CSL-04-O 

 

  

 

  

 

 

 

 

 

 

 

 

 

Skills for Industry Competitiveness and Innovation Program (SICIP) 

Finance Division, Ministry of Finance 
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Module–4 

 

Module Title: Manage environmental practices in chemical and waste management.  

 

Unit Code: SICIP-LET-CSL-4-O                                                               Nominal Hours: 50 Hrs. 

 

Module Description: This module covers the skills, knowledge and attitudes required to manage 

environmental practices in chemical and waste management.  It specifically includes the task of 

assessing environmental management issues in industry, implementing chemical management 

practices, managing waste disposal and recycling systems and monitoring and reporting on 

environmental management performance. 

 

Learning Outcomes: After completing of this module, the trainee will be able to; 

1. Assess environmental management issues in industry. 

2. Implement chemical management practices. 

3. Manage waste disposal and recycling systems. 

4. Monitor and report on environmental management performance. 

 

Assessment Criteria: 

1. Environmental management issues are identified.  

2. Resource consumption is assessed in the manufacturing process. 

3. Environmental risks are identified ensuring appropriate ventilation and filtration systems are 

in place. 

4. Sustainability initiatives are considered to reduce environmental impact. 

5. Safety data sheets (SDS) are made available for all chemicals. 

6. Chemicals are labeled and stored to safety standards. 

7. Chemical inventory is maintained according to international standards.  

8. Chemical waste is managed, with regulations followed for proper disposal. 

9. Training on chemical handling is conducted for all relevant staff. 

10. Regulatory compliance and environmental standards are maintained. 

11. Types of wastes are identified according to their properties and disposal requirements. 

12. Waste segregation is implemented in leather and footwear industry. 

13. Waste disposal systems are managed according to regulations. 

14. Recycling systems are implemented and processed appropriately as per Global Recycled 

Standard (GRS).  

15. Waste handling procedures are followed to when managing both hazardous and non-

hazardous waste. 

16. Waste management records are maintained and kept for regulatory compliance and auditing 

purposes. 

17. Environmental data is analyzed in accordance with established procedures. 

18. Environmental corrective action plans (ECAP) are prepared and documented based on data 

analysis. 

19. Environmental reports are prepared that summarize key data findings and corrective actions. 
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20. Environmental performance is monitored regularly to ensure compliance with relevant 

regulations. 

21. Corrective actions are reported and communicated to relevant stakeholders in a timely 

manner. 
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Information Sheet – 4.1 

Learning Outcome -1: Assess environmental management issues in industry.  

Learning Objectives: After completion of this information sheet, the learners will be able to 
explain, define and interpret the following contents. 

Contents:  

1.1 Environmental management issues.  

1.2 Resource consumption. 

1.3 Environmental risks. 

1.4 Sustainability initiatives. 

 
1.1 Environmental management issues.  

 

Environmental management in the leather goods and footwear manufacturing industry 

focuses on identifying, controlling, and continuously reducing negative impacts on air, water, 

soil, and human health. In Bangladesh, this sector is classified as environmentally sensitive, 

and therefore factories must operate under strict regulatory control while also meeting buyer 

sustainability expectations and international compliance standards. 

Environmental management is not only a legal requirement but also a business necessity 

to ensure long-term sustainability, export acceptance, and risk reduction. 

1.2 Resource consumption. 
 

Resource consumption refers to the use of natural resources and raw materials required for 

production processes within the Footwear and Leather Goods sector. It encompasses the 

consumption of materials such as leather, rubber, chemicals, water, and energy needed to 

manufacture goods. Assessing resource consumption is vital for identifying inefficiencies, 

reducing waste, and minimizing the environmental impact of the industry. Key areas to 

evaluate include: 
 

• Energy Usage: Assessing the consumption of electricity, gas, or other energy sources 

used for manufacturing processes and identifying opportunities for energy conservation. 

• Water Usage: Evaluating the amount of water used in leather processing, dyeing, and 

washing, with a focus on reducing water waste and improving water management. 

• Material Utilization: Analyzing the use of raw materials such as leather, chemicals, and 

synthetic fabrics, and identifying ways to reduce material waste through efficient 

production techniques or recycling. 

• Waste Management: Assessing how waste materials (such as scrap leather, chemical 

by-products, and packaging) are managed, focusing on reducing, reusing, and recycling 

to lower overall consumption. 

• Packaging Materials: Reviewing the consumption of packaging materials and exploring 

alternatives to reduce waste, such as using biodegradable or recyclable packaging. 

 

By assessing and managing resource consumption effectively, the Footwear and Leather 

Goods sector can reduce environmental impact, lower costs, and improve sustainability, 

contributing to long-term business success and compliance with environmental standards. 
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1.3 Environmental risks. 

 

Environmental risks in the Footwear and Leather Goods sector refer to potential negative 

impacts on the environment that result from industrial activities. These risks can harm 

ecosystems, human health, and the community, and need to be assessed and managed 

effectively. Key environmental risks in this sector include: 

 

Pollution: 

o Air Pollution: Emissions from manufacturing processes, such as dyes, solvents, 

and other chemicals, can release harmful pollutants into the air, impacting air 

quality. 

o Water Pollution: Wastewater from dyeing, tanning, and washing processes may 

contain toxic chemicals, heavy metals, and other contaminants, leading to water 

pollution. 

 

Waste Generation: 

o The production of footwear and leather goods can result in substantial solid waste, 

such as leather scraps, synthetic materials, packaging waste, and chemical by-

products. Improper disposal of this waste can contribute to landfills and 

environmental degradation. 

 

Chemical Use and Hazardous Waste: 

o The use of harmful chemicals in leather processing, such as chromium in tanning, 

poses risks to both the environment and workers. Improper handling, storage, or 

disposal of these chemicals can lead to contamination of soil and water. 

 

Resource Depletion: 

o Overuse of natural resources, such as water and raw materials, can lead to 

resource depletion. Excessive water usage in the tanning and dyeing processes, 

along with high demand for leather, can strain local resources and ecosystems. 

 

Biodiversity Loss: 

o Leather production often involves the use of animal skins, contributing to 

biodiversity concerns. In addition, the expansion of production facilities can lead to 

habitat destruction, affecting local wildlife. 

 

Climate Change: 

o The Footwear and Leather Goods sector contribute to greenhouse gas emissions 

through energy consumption, transportation, and industrial activities. This increases 

the sector’s carbon footprint, contributing to climate change. 

 

By assessing these environmental risks, companies in the Footwear and Leather Goods 

sector can develop effective strategies to reduce their environmental impact, comply with 

regulations, and contribute to sustainable practices. 
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1.4 Sustainability initiatives. 

 

Sustainability initiatives in the Footwear and Leather Goods sector focus on reducing the 

environmental impact of manufacturing processes while promoting the efficient use of 

resources. These initiatives aim to create long-term benefits for the environment, society, 

and the business. Key sustainability initiatives include: 

 

Waste Reduction and Recycling 

o Implementing waste management programs that focus on reducing waste 

generated during production and encouraging the recycling of materials like leather 

scraps, plastics, and metals. 

 

Water Conservation 

o Introducing water-efficient processes in dyeing, tanning, and washing stages to 

minimize water consumption. This could include recycling water or using eco-

friendly chemical alternatives to reduce water contamination. 

 

Energy Efficiency 

o Reducing energy consumption by upgrading to energy-efficient machinery, using 

renewable energy sources, and implementing energy-saving practices across the 

production process. 

 

Sustainable Materials Sourcing 

o Sourcing raw materials, such as leather, rubber, and synthetic fabrics, from 

sustainable and ethical suppliers. This may include using alternative materials like 

recycled or plant-based fabrics to reduce the environmental footprint. 

 

Green Packaging 

o Reducing packaging waste by switching to recyclable or biodegradable materials, 

and minimizing excess packaging to reduce the carbon footprint and waste 

generation. 

 

Eco-Friendly Chemicals 

o Replacing harmful chemicals used in tanning, dyeing, and finishing with eco-friendly 

alternatives that have less impact on the environment and worker health. 

 

Sustainable Labor Practices 

o Ensuring fair labor practices, safe working conditions, and respect for workers' 

rights, contributing to the social aspect of sustainability in the industry. 

 

By adopting these sustainability initiatives, the Footwear and Leather Goods sector can 

reduce its environmental impact, enhance its corporate reputation, and contribute to the 

global shift towards more sustainable industries. 
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Self-Check - 4.1 

Short Questions: 

 

1. Question: What are environmental management issues? 

Answer:  

 

2. Question: What is resource consumption? 

Answer:  

 

3. Question: What are environmental risks? 

Answer:  

 

4. Question: What are sustainability initiatives? 

Answer:  

 

5. Question: Why are environmental management issues important? 

Answer:  

 

6. Question: How can resource consumption be reduced? 

Answer: 

 

7. Question: What role do environmental risks play in business decisions? 

Answer: 

 

8. Question: How do sustainability initiatives benefit companies? 

Answer: 
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Answer Key - 4.1 

Short Questions Answers: 

 

1. Question: What are environmental management issues? 

Answer: Environmental management issues involve challenges related to waste 

management, pollution control, resource conservation, and compliance with 

environmental regulations. 

2. Question: What is resource consumption? 

Answer: Resource consumption refers to the use of natural resources like water, energy, 

and raw materials in the production process. 

3. Question: What are environmental risks? 

Answer: Environmental risks are potential threats to the environment, such as pollution, 

habitat destruction, and climate change caused by industrial activities. 

4. Question: What are sustainability initiatives? 

Answer: Sustainability initiatives are actions taken to reduce environmental impact, such 

as using renewable energy, recycling, and promoting eco-friendly practices. 

5. Question: Why are environmental management issues important? 

Answer: They are important to ensure compliance with regulations, reduce 

environmental harm, and promote long-term environmental health. 

6. Question: How can resource consumption be reduced? 

Answer: Resource consumption can be reduced through energy efficiency, recycling, 

reducing waste, and using renewable resources. 

7. Question: What role do environmental risks play in business decisions? 

Answer: Environmental risks influence business decisions by encouraging companies to 

adopt practices that minimize harm to the environment and avoid legal or reputational 

consequences. 

8. Question: How do sustainability initiatives benefit companies? 

Answer: Sustainability initiatives benefit companies by improving brand reputation, 

reducing costs, meeting regulations, and contributing to environmental protection. 
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Job Sheet – 4.1 

Job Name: Identify and Address Environmental Management Issues and Sustainability Initiatives.  

Working Procedure/Steps: 

1. Identify Environmental Management Issues 

o Conduct an assessment of the workplace or organization to identify environmental 

management issues, such as waste generation, energy consumption, and 

pollution. 

o Evaluate the organization’s current environmental impact and compare it with 

regulatory requirements and sustainability goals. 

2. Assess Resource Consumption 

o Review the usage of resources such as water, energy, raw materials, and 

chemicals within the organization. 

o Identify areas of excessive resource consumption and opportunities for reducing 

waste and improving efficiency. 

3. Evaluate Environmental Risks 

o Identify environmental risks associated with operations, such as air and water 

pollution, hazardous waste, and ecological impact. 

o Assess the potential consequences of these risks on the environment, human 

health, and legal compliance. 

4. Document and Report Environmental Performance 

o Keep accurate records of environmental management activities, sustainability 

initiatives, and progress toward reducing environmental risks. 

o Prepare reports for management and regulatory bodies to demonstrate 

compliance with environmental regulations and sustainability objectives. 

 

Tools and Materials: 

 

• Environmental management policies and guidelines 

• Resource consumption tracking tools (e.g., energy meters, water usage reports) 

• Sustainability and waste-reduction programs 

• Environmental risk assessment tools 

• Reporting and documentation templates 
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Information Sheet –4.2 

Learning Outcome-2: Implement chemical management practices.  

 

Learning Objectives: After completing this information sheet, learners will be able to explain, 

define and interpret the following contents: 

Contents: 

2.1 Safety data sheets (SDS). 

2.2 Chemicals are labeled and stored. 

2.3 Chemical inventory.  

2.4 Chemical waste. 

2.5 Training on chemical handling. 

2.6 Regulatory compliance and environmental standards. 

 

2.1 Safety data sheets (SDS). 

MSDS (Material Safety Data 

Sheet)—now officially called SDS 

(Safety Data Sheet) under the 

GHS (Globally Harmonized 

System)—is a standardized 

technical document that provides 

comprehensive information about 

a chemical, including its hazards, 

safe handling, storage, 

emergency measures, and 

disposal. 

In leather goods, footwear 

manufacturing, and tannery operations, SDS is a mandatory compliance document 

required by buyers (ZDHC, HIGG, BSCI), national laws, and international standards to 

protect workers, environment, and assets. 

Importance of MSDS/SDS in Leather & Footwear Industry 

• Ensures worker health & safety by communicating chemical hazards clearly 

• Supports chemical risk assessment (COSHH / HIRA) 

• Mandatory for ZDHC MRSL, REACH, GHS, HIGG FEM/FSLM compliance 

• Required by Bangladesh Labour Law 2006 and DoE environmental compliance 

• Essential for emergency response, spill control, fire safety, and training 

• Acts as a legal protection document during audits and inspections 
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2.2 Chemicals are labeled and stored. 

 

Every container must carry a GHS-compliant label including: 

 

a. Chemical name 

b. Hazard pictograms 

c. Signal word (Danger/Warning) 

d. Hazard & precautionary statements 

 

No chemical is allowed to remain in unlabeled or hand-written containers. 

Secondary containers must also be labeled clearly. 

 

2.3 Chemical inventory.  

 

Chemical Inventory Management is a core pillar of responsible chemical use in leather 

goods and footwear manufacturing. It ensures that only approved, compliant, and 

necessary chemicals enter the factory, are properly tracked throughout their lifecycle, and 

are used in a way that protects workers, products, consumers, and the environment. 

Effective inventory management directly supports ZDHC MRSL compliance, buyer audits, 

workplace safety, cost control, and environmental performance. 

 

A chemical inventory system provides real-time visibility of all chemicals stored and used 

in the factory. 

 

Key elements include: 

• Centralized chemical register 

The factory must maintain an updated list containing: 

o Chemical name and trade name 

o Supplier and manufacturer 

o Storage location 

o Quantity received, used, and remaining 

o Hazard classification (GHS) 

• Lifecycle tracking 

Chemicals should be tracked from: 

o Entry (receiving) 

o Storage 

o Usage in specific processes 

o Disposal or return 

• Digital or manual systems 

While spreadsheets may be used initially, digital inventory software improves accuracy, 

audit readiness, and trend analysis. 

• Stock optimization 

Inventory control helps: 

o Prevent over-stocking and chemical expiry 
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o Reduce emergency purchasing 

o Lower storage risk and cost 

2.4 Chemical waste. 

 

Waste generated in leather goods, footwear manufacturing, and tannery operations must 

first be identified and classified at the source, as required by the DoE sludge management 

framework. 

 

 

 

 

 

 

 

 

 

 

 

Non-hazardous waste typically includes:  

• Leather trimmings without chemical contamination 

• Packaging materials (paper, plastic, cartons) 

• Domestic waste from offices and canteens 

• Sludge classified as Category A or B, provided it does not exhibit hazardous characteristics 

Hazardous waste includes: 

• Chrome-containing sludge from tanning operations 

• Sludge containing heavy metals, toxic organics, or persistent pollutants 

• Spent chemicals, oily waste, solvent residues, and contaminated absorbents 

• Sludge classified as Category C, which is considered hazardous by origin or characteristics 

According to the guideline, mixing of hazardous and non-hazardous waste is strictly 

prohibited, and segregation must be ensured at every stage of handling. Waste producers 

Figure: Waste Segregation 
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are legally responsible for correct classification and safe management of all generated 

waste.  

 

2.5 Training on chemical handling. 

 

General Handling Principles 

• All chemicals must be handled strictly according to the Safety Data Sheet (SDS) and GHS 

hazard classification provided by the supplier. 

• Only trained and authorized personnel are permitted to handle chemicals in any process 

area. 

• Chemicals must never be handled casually or without understanding their health, fire, 

environmental, and reactivity hazards. 

• Eating, drinking, smoking, or use of personal electronic devices is strictly prohibited in 

chemical handling areas. 

 

Receiving & Initial Handling 

• Chemicals must be received by trained staff who verify: 

o Product name and batch number 

o GHS label presence and legibility 

o SDS availability (latest version, ≤5 years) 

• Damaged containers, leaks, swelling, or missing labels must be isolated immediately and 

reported to EHS. 

• Manual handling must follow ergonomic lifting limits to prevent musculoskeletal injuries. 

Chemical Transfer & Dispensing 

• Chemical transfer (drums to tanks, tanks to process) must be done using: 

o Pumps, dosing systems, or closed transfer lines 

o Funnels with splash guards (if manual transfer is unavoidable) 

• Pouring chemicals from height is prohibited to prevent splashing and vapor release. 

• Containers must remain closed when not in use to reduce evaporation and contamination. 

• Never mix chemicals unless the process SOP clearly allows it and compatibility is 

confirmed. 

Process Use & Application 

• Chemicals must be used only for their approved process purpose (e.g., bonding, dyeing, 

finishing). 

• Process operators must follow approved Standard Operating Procedures (SOPs) for: 

o Dosage 

o Mixing sequence 

o Temperature and reaction time 

• Overdosing chemicals is prohibited as it increases: 

o Worker exposure 

o Wastewater pollution 

o Cost and compliance risk 
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• Local Exhaust Ventilation (LEV) must be operational when handling volatile or solvent-

based chemicals. 

Exposure Control & Industrial Hygiene 

• Work areas must be designed to minimize: 

o Skin contact 

o Inhalation of fumes, mists, or dust 

• Engineering controls such as: 

o Local exhaust ventilation 

o Enclosed mixing systems 

o Automated dosing 

must always be prioritized over PPE. 

• Workers exposed to hazardous chemicals must undergo periodic health monitoring as per 

law and buyer standards. 
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Self-Check – 4.2 

Short Questions: 

 

1. Question: What are safety data sheets (SDS)? 

Answer:  

2. Question: How should chemicals be labeled and stored? 

Answer:  

3. Question: What is a chemical inventory? 

Answer:  

4. Question: What is chemical waste? 

Answer:  

5. Question: Why is training on chemical handling important? 

Answer:  

6. Question: What is regulatory compliance in chemical safety? 

Answer:  

7. Question: Why are safety data sheets (SDS) essential? 

Answer:  

9. Question: How should chemical waste be managed? 

Answer:  
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Answer Key- 4.2 

Short Questions with Answers: 

 

1. Question: What are safety data sheets (SDS)? 

Answer: Safety data sheets (SDS) are documents that provide detailed information on 

handling, storing, and disposing of chemicals safely. 

2. Question: How should chemicals be labeled and stored? 

Answer: Chemicals should be clearly labeled with hazard warnings and stored in 

designated, safe areas according to their specific requirements. 

3. Question: What is a chemical inventory? 

Answer: A chemical inventory is a comprehensive list of all chemicals present in the 

workplace, including their quantities, locations, and safety information. 

4. Question: What is chemical waste? 

Answer: Chemical waste refers to any discarded chemical substances that are no longer 

needed or are hazardous to health or the environment. 

5. Question: Why is training on chemical handling important? 

Answer: Training on chemical handling ensures employees know how to safely manage, 

store, and dispose of chemicals, minimizing the risk of accidents or exposure. 

6. Question: What is regulatory compliance in chemical safety? 

Answer: Regulatory compliance involves adhering to laws and regulations regarding 

chemical handling, labeling, storage, and disposal to ensure workplace safety and 

environmental protection. 

7. Question: Why are safety data sheets (SDS) essential? 

Answer: SDS are essential because they provide crucial information on chemical hazards, 

first-aid measures, handling instructions, and environmental impacts. 

8. Question: How should chemical waste be managed? 

Answer: Chemical waste should be safely collected, labeled, and disposed of according to 

regulatory guidelines to prevent environmental harm and health risks. 
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Job Sheet – 4.2 

Job Name: Manage Chemical Safety and Compliance.  

Working Procedure/Steps: 

1. Review Safety Data Sheets (SDS) 

o Ensure that all chemicals in the workplace are accompanied by up-to-date SDS 

that provide information on hazards, handling instructions, first-aid measures, and 

protective equipment. 

o Regularly review SDS to ensure compliance with new regulations and update the 

chemical inventory as needed. 

2. Label and Store Chemicals Properly 

o Verify that all chemicals are labeled with clear, legible hazard warnings, handling 

instructions, and safety precautions. 

o Ensure chemicals are stored according to their hazard classification, ensuring 

compatibility and preventing reactions (e.g., flammable substances away from 

heat sources). 

3. Maintain a Chemical Inventory 

o Keep an updated inventory of all chemicals, including quantities, locations, and 

SDS references. 

o Perform regular checks to ensure the inventory reflects actual stock and includes 

all required chemicals used in operations. 

4. Dispose of Chemical Waste Safely 

o Implement procedures for the safe disposal of chemical waste, adhering to local 

regulations and environmental standards. 

o Use approved waste disposal containers and ensure chemicals are disposed of 

properly, segregating hazardous waste from non-hazardous waste. 

5. Ensure Regulatory Compliance and Environmental Standards 

o Ensure all chemical handling and storage procedures comply with local, national, 

and international regulations (e.g., OSHA, EPA). 

o Regularly review compliance with environmental standards to minimize chemical 

risks and environmental impact. 

 

Tools and Materials: 

• Safety Data Sheets (SDS) for all chemicals 

• Chemical labeling and storage materials 

• Chemical inventory management system (software or physical records) 

• Waste disposal containers and materials for chemical waste 

• Training materials on chemical handling and safety protocols 
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Information Sheet – 4.3 

Learning Outcome -3: Manage waste disposal and recycling systems.  

Learning Objectives: After completing this information sheet, learners will be able to explain, 

define and interpret the following contents  

Contents: 

3.1 Types of wastes. 

3.2 Waste segregation. 

3.3 Waste disposal systems. 

3.4 Recycling systems.  

3.5 Waste handling procedures. 

3.6 Waste management records. 

 

3.1 Types of wastes. 

In the Footwear and Leather Goods sector, various types of waste are generated during the 

manufacturing and production processes. Proper management of these wastes is essential 

to ensure safety, minimize environmental impact, and maintain a clean workplace. 

 

Solid Waste 

 

• Cutting Scraps: Off-cuts from leather, fabric, and other materials used in footwear 

manufacturing. These materials can accumulate quickly and need proper disposal or 

recycling. 

• Packaging Materials: Waste from packaging, such as plastic, cardboard, and wooden 

pallets, generated during the transportation and storage of materials. 

• Defective Products: Products that fail to meet quality standards and are discarded, 

including poorly finished shoes or leather goods. 

 

Chemical Waste 

 

• Solvents and Dyes: Used in leather processing and shoe finishing, these chemicals can 

be hazardous and require proper disposal methods. 

• Adhesive Residue: Excess glue and adhesive materials left after shoe assembly can pose 

environmental risks if not disposed of properly. 

• Tanning Chemicals: In the leather tanning process, chemicals such as chromium and 

other hazardous materials are used, which need to be safely managed. 

 

Liquid Waste 

 

• Wastewater: Generated from various washing, dyeing, and finishing processes in footwear 

and leather goods manufacturing. This water may contain harmful chemicals that need 

treatment before disposal. 

• Oil and Grease: Waste lubricants from machinery maintenance and operation that need 

to be disposed of carefully to avoid contamination. 
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Airborne Waste 

 

• Dust: Generated from processes like cutting, grinding, and sanding of leather and other 

materials. Dust can pose respiratory hazards and requires appropriate dust collection 

systems. 

• Fumes and Vapors: Emitted from the use of solvents, dyes, and adhesives. These fumes 

can be harmful if inhaled and require proper ventilation systems to ensure worker safety. 

 

Electronic Waste 

 

• Broken or Outdated Equipment: Includes electronic devices used in production, such as 

sewing machines, electrical tools, or quality testing equipment, that need to be properly 

disposed of when no longer functional. 

 

3.2 Waste segregation. 

 

Waste segregation is the process of separating different types of waste based on their 

characteristics to ensure proper disposal and recycling. Proper segregation reduces 

environmental impact, ensures worker safety, and enhances efficiency in managing waste. 

 

Types of Waste Segregation 

 

o Leather and Fabric Scraps: Separate off-cuts from leather, fabric, and other 

materials from general waste. These can be recycled or repurposed in other 

processes. 

o Packaging Waste: Group packaging materials like cardboard, plastics, and 

wooden pallets for recycling or disposal. 

 

o Solvents, Dyes, and Adhesives: Store chemicals in designated containers to 

prevent mixing with other types of waste. This ensures safe disposal and prevents 

environmental contamination. 

o Tanning Chemicals: Separate hazardous materials like chromium and other 

chemicals used in tanning from non-hazardous waste for safe disposal or treatment. 

 

o Wastewater: Segregate wastewater containing chemicals or dyes from clean water 

to ensure proper treatment and compliance with environmental regulations. 

o Oil and Grease: Collect waste lubricants in designated containers for safe disposal 

or recycling. 

 

o Broken Equipment: Separate damaged electronic devices and tools, such as 

motors, machinery parts, or electrical components, for proper disposal or recycling. 
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3.3 Waste disposal systems. 

A proper waste disposal system is essential for managing various types of waste generated 

in the Footwear and Leather Goods sector. These systems ensure that waste is disposed of 

safely, minimizing environmental impact and complying with regulatory requirements. 

Types of Waste Disposal Systems 

o Recycling: Materials like leather and fabric scraps, cardboard, and plastic 

packaging can be recycled. Establish a recycling system for these materials to 

reduce landfill waste and reuse valuable resources. 

o Landfill Disposal: Non-recyclable solid waste should be properly disposed of in 

certified landfill sites. Ensure that waste is compacted and covered to prevent 

contamination. 

o Incineration: Some non-recyclable materials, especially certain types of plastic or 

contaminated items, may be incinerated in controlled facilities to reduce volume. 

o Chemical Treatment: Chemical waste, including solvents, dyes, and adhesives, 

should be treated before disposal. This might involve neutralizing harmful chemicals 

or separating hazardous substances for proper handling. 

o Wastewater Treatment: Wastewater, especially from processes involving dyes and 

chemicals, should be directed to a wastewater treatment plant where it can be 

filtered and treated before being released into the environment. 

o Dust Collection: Dust produced by grinding, sanding, and cutting operations should 

be captured using industrial dust collection systems, such as filters or vacuum 

systems, to prevent inhalation risks and environmental contamination. 

o Recycling: Broken or outdated machinery and electronic devices should be sent to 

certified e-waste recycling facilities that can safely dismantle and recycle 

components like wires, metals, and plastics. 

o Storage for Disposal: Temporary storage of e-waste should be done in secure, 

labeled areas to prevent contamination before proper disposal or recycling. 

3.4 Recycling systems.  

Recycling systems are essential for reducing waste, conserving resources, and minimizing 

the environmental impact of production in the Footwear and Leather Goods sector. These 

systems help reuse materials and promote sustainable practices. 

Types of Waste Disposal Systems 

o Recycling: Materials like leather and fabric scraps, cardboard, and plastic 

packaging can be recycled. Establish a recycling system for these materials to 

reduce landfill waste and reuse valuable resources. 

o Landfill Disposal: Non-recyclable solid waste should be properly disposed of in 

certified landfill sites. Ensure that waste is compacted and covered to prevent 

contamination. 
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o Incineration: Some non-recyclable materials, especially certain types of plastic or 

contaminated items, may be incinerated in controlled facilities to reduce volume. 

o Chemical Treatment: Chemical waste, including solvents, dyes, and adhesives, 

should be treated before disposal. This might involve neutralizing harmful chemicals 

or separating hazardous substances for proper handling. 

o Wastewater Treatment: Wastewater, especially from processes involving dyes and 

chemicals, should be directed to a wastewater treatment plant where it can be 

filtered and treated before being released into the environment. 

o Oil and Grease Collection: Waste oils and greases must be collected in dedicated 

containers and either recycled or disposed of through licensed facilities to prevent 

contamination. 

o Dust Collection: Dust produced by grinding, sanding, and cutting operations should 

be captured using industrial dust collection systems, such as filters or vacuum 

systems, to prevent inhalation risks and environmental contamination. 

3.5 Waste handling procedures. 

Waste handling procedures are essential for managing waste safely and efficiently. Proper 

handling ensures that waste is disposed of correctly, minimizes environmental impact, and 

complies with regulatory requirements. Below are key procedures for handling waste in the 

Footwear and Leather Goods sector. 

• Separate waste into categories (solid, chemical, liquid, recyclable). 

• Use clearly labeled containers for each type of waste. 

• Store waste in designated, secure areas. 

• Keep hazardous waste in sealed, labeled containers away from heat or sunlight. 

• Transport waste safely within the facility using secure containers. 

• Arrange for licensed waste carriers to dispose of hazardous waste. 

• Recycle materials like leather scraps, plastics, and metals. 

• Dispose of hazardous waste through licensed disposal companies. 

• Non-recyclable waste goes to approved landfills. 

• In case of spills, use absorbents and follow the emergency plan. 

• Provide first aid for chemical exposure and follow safety data sheets (SDS). 

• Train employees on proper waste handling procedures. 

• Conduct refresher courses regularly. 

• Track and maintain records of waste disposal methods. 

• Ensure compliance with local environmental regulations. 

 

 

 

 

 

 



150 
Compliance & Sustainability for Footwear & Leather Goods Sector 

 

3.6 Waste management records. 

 

Waste management records track the types, quantities, and disposal methods of waste in 

the Footwear and Leather Goods sector. These records include details of waste categories, 

disposal facilities, and any incidents like spills. Employee training on waste handling should 

also be documented. Regular updates ensure compliance with regulations and support 

effective waste management. 

• Maintain records of all waste generated, including quantities and types of waste 

(solid, chemical, liquid, recyclable). 

• Keep detailed logs of waste disposal methods, including the disposal company or 

recycling facility used. 

• Track waste shipments and receipts, ensuring proper documentation for hazardous 

and non-hazardous waste. 

• Record dates and frequency of waste collection and disposal. 

• Document any incidents or spills and the actions taken to manage them. 

• Keep records of employee training on waste handling and safety procedures. 

• Maintain regulatory compliance documentation, such as permits and licenses for 

waste disposal. 

• Review and update records regularly to ensure accuracy and compliance with local 

and national regulations. 
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Self-Check - 4.3 

Short Questions: 

 
1. Question: What are the types of wastes? 

Answer:  

2. Question: What is waste segregation? 

Answer:  

3. Question: What are waste disposal systems? 

Answer:  

4. Question: What are recycling systems? 

Answer:  

5. Question: What are waste handling procedures? 

Answer:  

6. Question: Why are waste management records important? 

Answer:  

7. Question: How does waste segregation benefit the environment? 

Answer:  

9. Question: What are the key components of a waste disposal system? 

Answer:  
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Answer Key – 4.3 

Short Questions with Answers: 

 

1. Question: What are the types of wastes? 

Answer: Types of wastes include solid waste, liquid waste, hazardous waste, electronic 

waste, and biodegradable waste. 

2. Question: What is waste segregation? 

Answer: Waste segregation is the process of separating different types of waste based on 

their properties, such as recyclables, organic waste, and hazardous materials. 

3. Question: What are waste disposal systems? 

Answer: Waste disposal systems are methods used to manage and dispose of waste, 

including landfills, incineration, and composting. 

4. Question: What are recycling systems? 

Answer: Recycling systems are processes that convert waste materials into reusable 

materials, reducing waste and conserving natural resources. 

5. Question: What are waste handling procedures? 

Answer: Waste handling procedures outline the safe collection, transportation, storage, 

and disposal of waste materials, ensuring worker safety and environmental protection. 

6. Question: Why are waste management records important? 

Answer: Waste management records track waste generation, segregation, disposal, and 

recycling efforts, ensuring compliance with regulations and helping monitor waste reduction 

efforts. 

7. Question: How does waste segregation benefit the environment? 

Answer: Waste segregation helps reduce landfill use, promotes recycling, and ensures 

hazardous waste is disposed of safely, protecting the environment. 

8. Question: What are the key components of a waste disposal system? 

Answer: Key components include waste collection, transportation, processing, and final 

disposal, ensuring safe and efficient management of waste. 
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Job Sheet – 4.3 

Job Name: Implement Waste Management and Recycling Procedures.  

Working Procedure/Steps: 

1. Identify Types of Wastes 

o Classify the different types of waste generated in the workplace, including 

hazardous (e.g., chemicals, batteries), non-hazardous (e.g., paper, plastic), and 

special waste (e.g., electronic waste). 

o Assess each waste type for proper handling and disposal requirements. 

2. Implement Waste Segregation 

o Set up designated waste bins for different types of waste (e.g., recyclables, non-

recyclables, hazardous waste). 

o Label bins clearly and train employees on the importance of separating waste to 

ensure compliance with regulations and ease of recycling. 

3. Establish Waste Disposal Systems 

o Develop and implement procedures for the safe and compliant disposal of 

different waste types, following local and international waste management 

regulations. 

o Ensure that waste disposal systems are in place for hazardous, non-hazardous, 

and recyclable waste, with regular collection schedules. 

4. Set Up Recycling Systems 

o Implement recycling programs for materials such as paper, plastic, metals, and 

electronics. 

o Partner with certified recycling companies to ensure that recyclable materials are 

processed properly. 

5. Maintain Waste Management Records 

o Keep detailed records of waste generation, segregation, recycling, and disposal 

activities. 

o Document waste volumes, disposal methods, recycling statistics, and any 

incidents or non-compliance issues, ensuring they are readily accessible for audits 

or compliance checks. 

 

Tools and Materials: 

 

• Waste segregation bins and labels 

• Waste disposal and recycling service contracts 

• Personal protective equipment (PPE) for handling hazardous waste 

• Waste management documentation tools (logbooks, software) 

• Recycling containers and systems for materials like paper, plastic, and electronics 
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Information Sheet- 4.4 

Learning Outcome-4: Monitor and report on environmental management performance. 

Learning Objective: After completion of this information sheet, the learners will be able to explain, 

define and interpret the following contents. 

Contents: 

4.1 Environmental data. 

4.2 Environmental corrective action plans (ECAP). 

4.3 Environmental reports. 

4.4 Environmental performance. 

4.5 Corrective actions. 

 

4.1 Environmental data. 

 

Environmental data in the Footwear and Leather Goods sector includes information on waste 

generation, energy use, water consumption, emissions, and recycling. It is used to track 

environmental performance, assess the effectiveness of sustainability practices, and ensure 

compliance with environmental regulations. Regular monitoring and reporting of this data 

help improve sustainability efforts and reduce environmental impact. 

 

4.2 Environmental corrective action plans (ECAP). 

 

Environmental Corrective Action Plans (ECAP) are structured strategies designed to address 

and correct environmental issues identified through audits, inspections, or incidents. These 

plans help improve environmental performance by rectifying non-compliance or minimizing 

environmental impact. Here's how ECAP works: 

 

• Identifying the Problem 

• Setting Clear Objectives 

• Action Plan Development 

• Implementation 

• Review and Evaluation 

• Documentation and Reporting 

• Continuous Improvement 

 

4.3 Environmental reports. 

 

Environmental reports are essential documents that communicate a company’s 

environmental performance. These reports collect and analyze data on key environmental 

metrics such as waste management, energy consumption, water usage, and emissions. 

They ensure compliance with environmental regulations, track progress on sustainability 

initiatives, and provide recommendations for improvement. Regularly updated environmental 

reports help communicate performance to stakeholders and guide continuous environmental 

improvements within the Footwear and Leather Goods sector. 
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4.4 Environmental performance. 

 

Environmental performance refers to a company’s efforts and results in managing its 

environmental impact. It includes metrics such as waste reduction, energy efficiency, water 

conservation, emissions control, and adherence to environmental regulations. Monitoring 

and reporting on environmental performance help organizations track progress towards 

sustainability goals, identify areas for improvement, and ensure compliance with legal and 

industry standards. In the Footwear and Leather Goods sector, strong environmental 

performance reflects responsible resource use, reduced environmental footprint, and a 

commitment to sustainability. 

 

4.5 Corrective actions. 

 

Corrective actions are steps taken to address environmental issues or non-compliance 

identified in the Footwear and Leather Goods sector. These actions involve identifying the 

root causes of problems, such as excessive waste, high energy consumption, or violations 

of environmental regulations. Once identified, corrective actions can include adjusting 

processes, repairing equipment, improving waste management practices, or training 

employees. The goal is to resolve issues, ensure compliance with environmental standards, 

and prevent future occurrences, thereby improving the overall environmental performance of 

the company. 

 

Identify the Issue 

• Detect environmental issues or non-compliance through audits, inspections, or 

incidents. 

• Document the problem, including its source and impact on the environment. 

 

Conduct Root Cause Analysis 

• Analyze the underlying causes of the issue to ensure that corrective actions address 

the problem at its source. 

 

Develop a Corrective Action Plan 

• Outline the specific actions needed to fix the problem. 

• Assign responsibilities and resources required to implement the plan. 

 

Implement the Corrective Action 

• Execute the corrective actions according to the plan, ensuring all stakeholders are 

informed and involved. 

 

Monitor and Verify Effectiveness 

• Track progress and evaluate the success of the corrective actions. 

• Adjust the plan if necessary to ensure the problem is fully resolved. 

 

Prevent Recurrence 

• Implement preventive measures to avoid the issue from happening again. 

• Review and update environmental management practices as needed. 
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Self-Check – 4.4 

Short Questions: 

 

1. Question: What is environmental data? 

Answer:  

 

2. Question: What are environmental corrective action plans (ECAP)? 

Answer:  

 

3. Question: What are environmental reports? 

Answer:  

 

4. Question: How is environmental performance measured? 

Answer:  

 

5. Question: What are corrective actions in environmental management? 

Answer:  

 

6. Question: Why is environmental data important? 

Answer:  
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Answer Key – 4.4 

Short Questions Answers: 

 

1. Question: What is environmental data? 

Answer: Environmental data refers to information collected about environmental factors 

such as air quality, water usage, waste production, and energy consumption. 

2. Question: What are environmental corrective action plans (ECAP)? 

Answer: ECAPs are plans developed to address and correct environmental issues or 

non-compliance, outlining specific actions, responsibilities, and timelines. 

3. Question: What are environmental reports? 

Answer: Environmental reports provide a summary of a company’s environmental 

impact, compliance with regulations, and actions taken to improve sustainability. 

4. Question: How is environmental performance measured? 

Answer: Environmental performance is measured by assessing a company’s ability to 

reduce its environmental footprint, improve efficiency, and comply with sustainability 

goals and regulations. 

5. Question: What are corrective actions in environmental management? 

Answer: Corrective actions are steps taken to address identified environmental issues, 

ensuring compliance and reducing negative environmental impacts. 

6. Question: Why is environmental data important? 

Answer: Environmental data is important for tracking a company’s impact, making 

informed decisions, and ensuring compliance with environmental regulations. 
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Job Sheet – 4.4 

Job Name: Monitor and Improve Environmental Performance.  

Working Procedure/Steps: 

1. Collect Environmental Data 

o Gather data on key environmental indicators such as energy usage, water 

consumption, waste generation, and emissions. 

o Use monitoring tools and systems to collect accurate data and ensure it is up-to-

date and relevant for assessment. 

2. Develop Environmental Corrective Action Plans (ECAP) 

o Based on environmental audits and assessments, develop corrective action plans 

to address areas where environmental performance does not meet targets or 

regulatory standards. 

o Define clear steps, responsible parties, timelines, and resources required for each 

corrective action. 

3. Prepare Environmental Reports 

o Compile environmental data and findings into comprehensive reports for 

management, regulatory bodies, and other stakeholders. 

o Ensure that reports include performance against environmental goals, identified 

gaps, and progress made on corrective actions. 

4. Implement Corrective Actions 

o Apply the corrective actions defined in the ECAP, ensuring that the necessary 

changes are made in processes, policies, or practices to reduce environmental 

impact. 

o Ensure corrective actions are followed through by allocating resources and 

providing necessary support for implementation. 

5. Report Progress on Environmental Goals 

o Track progress on long-term environmental sustainability goals, updating 

stakeholders on achievements, challenges, and new actions required. 

o Ensure that all corrective actions and environmental performance data are 

documented and shared with key stakeholders. 

 

Tools and Materials: 

 

• Environmental data collection tools and software 

• Corrective Action Plan (ECAP) templates 

• Environmental performance tracking systems 

• Reporting tools (spreadsheets, software, templates) 
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Module -5 

Module Title: Manage Industrial Relations & Employee Welfare.   

 

Unit code: SICIP-LET-CSL-05-0                                                         Nominal hours: 30 Hrs. 

Module Description: This module covers the skills, knowledge and attitudes required to manage 

industrial relations & employee welfare.  It specifically includes the task of facilitate worker 

representation and participation, implementing grievance handling procedures, resolving 

workplace disputes and ensure harmony, implementing employee welfare initiatives and 

understanding employment life cycle.  
 

Learning Outcomes: After completing this module, the trainees will be able to: 

1. Facilitate worker representation and participation. 

2. Implement grievance handling procedures. 

3. Resolve workplace disputes and ensure harmony. 

4. Implement employee welfare initiatives. 

5. Understand employment life cycle.  

Assessment Criteria: 

1. Worker representatives are identified and selected. 

2. Regular meetings are held, providing a platform for workers to discuss issues. 

3. Communication channels are maintained as per Bangladesh labor law. 

4. Participation in decision-making is facilitated. 

5. Feedback mechanisms are implemented and participated in solving workplace problems.. 

6. System functionality is tested and verified after recovery activities. 

7. Grievance mechanism procedures are defined. 

8. Grievances are received and logged ensuring proper documentation and 

acknowledgment of the issue. 

9. Investigations are conducted to assess the nature of the grievance and identify root 

causes. 

10. Corrective actions are proposed and implemented. 

11. Feedback is provided to the employee. 

12. Records of grievances and resolutions are maintained for future reference and auditing. 

13. Workplace disputes are identified and assessed. 

14. Conflict resolution strategies are applied to resolve disputes. 

15. Mediation and negotiation are facilitated. 

16. Resolution outcomes are documented. 

17. The dispute is formally resolved and all parties are satisfied. 

18. Follow-up is conducted and addressed. 

19. Employee welfare policies are identified aligning with the provisions of the Bangladesh 

Labor Law 2006 and Bangladesh Labor Rules 2015. 

20. Welfare benefits are provided as required in the labor laws. 

21. Workplace facilities are ensured in accordance with legal requirements. 

22. Health and safety measures are implemented, ensuring that employees work in a safe 

environment. 

23. Compliance with labor law is monitored, ensuring adherence to legal requirements. 
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24. Employment life cycle stages are understood. 

25. Recruitment and hiring procedures are identified. 

26. Training and development process is understood for new employee.  

27. Employer and employee relationship is interpreted.  

28. Safe work environment and disciplinary action are described.  

29. Exit processes are managed with compliance to labor laws. 
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Information Sheet- 5.1 

Learning Outcome-1: Facilitate worker representation and participation.  

Learning Objective: After completion of this information sheet, the learners will be able to explain, 

define and interpret the following contents. 

 

Contents: 

1.1 Worker representatives. 

1.2 Communication channels. 

1.3 Participation in decision-making. 

1.4 Feedback mechanisms. 

 

1.1 Worker representatives. 

 

Worker representatives are individuals chosen by employees to voice their concerns, 

negotiate for better working conditions, and represent the interests of the workforce. They 

play a key role in ensuring that workers' rights are upheld, and they facilitate communication 

between employees and management. Through platforms like trade unions or participation 

committees, worker representatives help ensure that workers have a say in decisions 

affecting their work environment, wages, and benefits. 

 

Freedom of Association (FoA) 

Freedom of Association ensures that workers have the right to form and join trade unions or 

other representative organizations of their choice. This allows employees to collectively 

negotiate for better working conditions, wages, and benefits, promoting fair treatment in the 

workplace. 

 

Participation Committee (PC) 

A Participation Committee is a group of worker representatives and management members 

who meet regularly to discuss workplace issues, policies, and improvements. This committee 

facilitates direct communication between workers and employers, allowing for better 

decision-making and addressing concerns collaboratively. 

 

Social Dialogue 

Social dialogue involves discussions between employers, workers, and their representatives 

on workplace issues, including working conditions, health and safety, and labor rights. 

Through social dialogue, both parties can reach agreements that promote mutual 

understanding and cooperation, enhancing workplace harmony and improving sustainability 

practices. 
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1.2 Communication channels. 

 

Communication channels refer to the methods and pathways through which information is 

shared between workers, management, and other stakeholders in the workplace. In the 

Footwear and Leather Goods sector, effective communication channels ensure that 

employees' concerns are heard, and management can share important updates, policies, or 

changes. These channels can include formal meetings, suggestion boxes, emails, 

newsletters, or participation committees. Open and transparent communication fosters trust, 

resolves issues promptly, and supports collaboration between all parties, enhancing 

workplace harmony and productivity. 

 

1.3 Participation in decision-making. 

 

Participation in Decision-Making is essential for ensuring that workers have a voice in the 

decisions that affect their work environment, safety, and benefits. In the Footwear and 

Leather Goods sector, involving workers in decision-making leads to better outcomes, 

improved morale, and compliance with labor laws. The steps in facilitating worker 

participation are: 

• Establish Clear Communication Channels: Create open pathways for workers to express 

their concerns, ideas, and suggestions. 

• Form Participation Committees: Set up committees with worker representatives and 

management to discuss key workplace issues. 

• Encourage Active Involvement: Ensure workers are actively involved in discussions about 

policies, safety measures, and other decisions. 

• Regular Feedback and Updates: Provide regular updates on decisions and progress 

based on worker feedback. 

• Implement Agreed Actions: Put the decisions into practice and ensure workers are 

informed about the outcomes. 

 

1.4 Feedback mechanisms. 

 

Feedback mechanisms are systems designed to gather input, opinions, and suggestions 

from workers about various aspects of their work environment. In the Footwear and Leather 

Goods sector, these mechanisms ensure that employees have a platform to voice concerns, 

provide suggestions, and evaluate workplace practices. Effective feedback mechanisms can 

include regular surveys, suggestion boxes, one-on-one meetings, or employee forums. The 

feedback collected is then reviewed by management, leading to improvements in policies, 

safety, working conditions, and overall employee satisfaction. Clear communication of the 

actions taken based on feedback helps build trust and promotes continuous improvement in 

the workplace. 
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Self - Check - 5.1 

Short Questions: 

 
1. Question: Who are worker representatives? 

Answer:  

 

2. Question: What are communication channels in the workplace? 

Answer:  

 

3. Question: Why is participation in decision-making important? 

Answer:  

 

4. Question: What are feedback mechanisms? 

Answer:  

 

5. Question: What role do worker representatives play in the workplace? 

Answer:  

 

6. Question: How do communication channels benefit an organization? 

Answer:  
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Answer Key - 5.1 

Short Questions with Answer: 

 
 

1. Question: Who are worker representatives? 

Answer: Worker representatives are individuals chosen by employees to represent their 

interests, voice concerns, and ensure their rights are upheld. 

2. Question: What are communication channels in the workplace? 

Answer: Communication channels are the methods and platforms used to share 

information and facilitate discussions between management and employees. 

3. Question: Why is participation in decision-making important? 

Answer: Participation in decision-making ensures that employees have a say in company 

policies and processes, improving job satisfaction and fostering a collaborative work 

environment. 

4. Question: What are feedback mechanisms? 

Answer: Feedback mechanisms are systems through which employees can provide input 

on company policies, working conditions, or management practices, allowing for 

continuous improvement. 

5. Question: What role do worker representatives play in the workplace? 

Answer: Worker representatives serve as advocates for employees, ensuring their 

concerns are heard and helping negotiate better working conditions. 

6. Question: How do communication channels benefit an organization? 

Answer: Communication channels improve information flow, enhance transparency, and 

help resolve conflicts quickly, ensuring that employees and management are aligned. 
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Job Sheet- 5.1 

Job Name: Enhance Worker Participation and Communication Channels. 

Working Procedure/Steps: 

1. Establish Worker Representatives 

o Appoint or elect worker representatives to act as liaisons between management 

and employees. 

o Define the roles and responsibilities of worker representatives, ensuring they can 

voice worker concerns and participate in decision-making processes. 

2. Set Up Effective Communication Channels 

o Develop clear communication channels to ensure open dialogue between 

management and workers (e.g., meetings, notice boards, email, intranet). 

o Encourage regular updates on company policies, workplace changes, and safety 

information through these channels. 

3. Encourage Worker Participation in Decision-Making 

o Involve workers in decision-making processes that affect their work environment, 

safety, and welfare. 

o Create committees or forums where workers can provide input on operational 

improvements, safety protocols, and company policies. 

4. Implement Feedback Mechanisms 

o Introduce formal and informal feedback mechanisms (e.g., surveys, suggestion 

boxes, one-on-one meetings) for workers to share opinions, concerns, and 

suggestions. 

o Ensure that feedback is taken seriously and addressed in a timely manner. 

5. Document and Report Worker Communication and Participation Outcomes 

o Keep records of worker representation meetings, decisions made, and any actions 

taken based on worker feedback. 

o Prepare regular reports on the outcomes of worker participation and 

communication efforts for management and stakeholders. 

 

Tools and Materials: 

 

• Worker representation guidelines and roles 

• Communication platforms (email, intranet, meeting schedules) 

• Feedback collection tools (surveys, suggestion boxes) 

• Training materials on communication and feedback processes 

• Reporting templates for communication and participation results 
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Information Sheet- 5.2 

Learning Outcome-2: Implement grievance handling procedures. 

Learning Objective: After completion of this information sheet, the learners will be able to explain, 

define and interpret the following contents. 
 

Contents: 

2.1 Grievance mechanism procedures. 

2.2 Nature of the grievance. 

2.3 Corrective actions. 

2.4 Feedback. 

2.5 Records of grievances. 
 

2.1 Grievance mechanism procedures. 

 

Grievance mechanism procedures are structured steps designed to address employee 

complaints or concerns in a fair and timely manner. In the Footwear and Leather Goods 

sector, an effective grievance mechanism ensures that workers feel heard and their issues 

are resolved appropriately. The steps in the grievance process are: 

 

• Grievance Submission: Employees raise concerns or complaints through formal 

channels such as a grievance form, email, or designated representative. 

• Acknowledgement: The grievance is acknowledged by management, confirming that 

the issue is being addressed. 

• Investigation: A thorough investigation is conducted to understand the issue, involving 

relevant parties and gathering necessary information. 

• Resolution: Based on the findings, a solution or corrective action is proposed to resolve 

the grievance. 

• Feedback: The employee is informed of the resolution, and feedback is provided on 

how the issue was handled. 

• Follow-up: A follow-up is conducted to ensure the issue is fully resolved and to prevent 

future occurrences. 

 

2.2 Nature of the grievance. 

 

Nature of the grievance refers to the type of issue or complaint an employee raises in the 

workplace. In the Footwear and Leather Goods sector, grievances can range from issues 

related to working conditions, safety concerns, unfair treatment, discrimination, wage 

disputes, or violations of company policies. Understanding the nature of the grievance helps 

in addressing it effectively. The steps in handling the grievance based on its nature are: 

 

• Identification: Recognize the nature of the grievance, whether it's related to work 

environment, management behavior, policies, or safety. 

• Categorization: Classify the grievance to determine its urgency and complexity (e.g., 

minor issue, safety concern, or policy violation). 

• Investigation: Examine the facts of the grievance, including gathering evidence and 

hearing from both the employee and relevant management or witnesses. 
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• Resolution: Propose a fair solution based on the nature of the grievance, ensuring it 

aligns with company policies and legal requirements. 

• Communication: Inform the employee of the resolution and any corrective actions, 

maintaining transparency. 

• Follow-Up: Ensure the solution is effective and that no similar grievances arise in the 

future. 

 

2.3 Records of grievances. 

 

Records of grievances are essential for tracking employee complaints, ensuring 

accountability, and monitoring the effectiveness of grievance handling procedures. In the 

Footwear and Leather Goods sector, maintaining clear and accurate records helps identify 

patterns, improve workplace policies, and comply with legal requirements. The key steps in 

managing grievance records include: 

 

• Grievance Logging: Each grievance is logged with details such as the nature of the 

complaint, the employee involved, the date, and any initial actions taken. 

• Investigation Documentation: All investigations related to the grievance, including 

evidence collected and interviews conducted, are documented. 

• Resolution and Action Taken: The outcome of the grievance, along with any corrective 

actions or resolutions, is recorded to ensure transparency and fairness. 

• Confidentiality: Grievance records should be kept confidential to protect employee 

privacy and prevent retaliation. 

• Review and Analysis: Periodic reviews of grievance records help identify recurring 

issues, allowing the company to take proactive steps to improve policies and prevent 

future grievances. 
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Self -Check - 5.2 

Short Questions: 

 

1. Question: What are grievance mechanism procedures? 

Answer:  

 

2. Question: What is the nature of a grievance? 

Answer:  

 

3. Question: What are corrective actions in grievance management? 

Answer:  

 

4. Question: Why is feedback important in grievance procedures? 

Answer:  

 

5. Question: What should be included in records of grievances? 

Answer:  

 

6. Question: How do grievance mechanisms benefit employees? 

Answer:  
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Answer Key – 5.2 

Short Questions with Answer: 

 

1. Question: What are grievance mechanism procedures? 

Answer: Grievance mechanism procedures are formal processes that allow employees 

to raise concerns or complaints about workplace issues and have them addressed fairly. 

 

7. Question: What is the nature of a grievance? 

Answer: The nature of a grievance refers to the type of issue or complaint an employee 

has, such as work conditions, interpersonal conflicts, or unfair treatment. 

 

8. Question: What are corrective actions in grievance management? 

Answer: Corrective actions are steps taken to address the root cause of a grievance and 

resolve the issue, preventing recurrence. 

 

9. Question: Why is feedback important in grievance procedures? 

Answer: Feedback is important as it helps evaluate the effectiveness of the grievance 

process, allowing employees and management to improve future resolution efforts. 

 

10. Question: What should be included in records of grievances? 

Answer: Records of grievances should include details of the complaint, actions taken, the 

outcome, and any follow-up steps, ensuring transparency and accountability. 

 

11. Question: How do grievance mechanisms benefit employees? 

Answer: Grievance mechanisms provide employees with a structured way to voice 

concerns, ensuring that issues are addressed and that their rights are respected. 
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Job Sheet - 5.2 

Job Name: Implement Grievance Mechanism and Corrective Actions. 

Working Procedures/Steps: 
 

1. Establish Grievance Mechanism Procedures 

o Develop a clear, accessible process for workers to report grievances, ensuring 

confidentiality and protection from retaliation. 

o Define steps in the grievance procedure, including submission, investigation, 

resolution, and feedback, with specific timelines for each stage. 

2. Classify the Nature of the Grievance 

o Categorize grievances based on their nature (e.g., workplace conditions, 

harassment, discrimination, pay issues) to ensure proper handling and 

prioritization. 

o Determine the seriousness of each grievance and decide whether it requires 

immediate attention or can be addressed through routine procedures. 

3. Investigate and Implement Corrective Actions 

o Investigate grievances thoroughly by gathering facts, interviewing involved parties, 

and reviewing relevant documentation. 

o Develop and implement corrective actions based on the findings, ensuring that the 

actions are fair, timely, and address the root cause of the grievance. 

4. Maintain Records of Grievances 

o Document all grievances, including the nature of the grievance, investigation 

findings, corrective actions, and any feedback provided to the worker. 

o Keep these records secure and confidential, and ensure they are easily 

accessible for future reference or audits. 

5. Review and Update Grievance Procedures Regularly 

o Evaluate the grievance mechanism’s effectiveness regularly and make 

improvements based on feedback, trends in grievances, or changes in legal 

requirements. 

o Update the procedures and training materials to reflect any improvements or 

changes to the grievance handling process. 

 

Tools and Materials: 

 

• Grievance form templates 

• Grievance tracking and documentation system (manual or software) 

• Corrective action plan templates 

• Feedback and survey tools for assessing grievance resolution effectiveness 

• Training materials for management and workers on grievance procedures and 

communication 
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Information sheet- 5.3 
 

Learning Outcome-3:  Resolve workplace disputes and ensure harmony.  

Learning Objective: After completion of this information sheet, the learners will be able to 

explain, define and interpret the following contents. 

 

Contents: 

3.1 Workplace disputes. 

3.2 Conflict resolution strategies. 

3.3 Mediation and negotiation. 

3.4 Resolution outcomes. 

 

3.1 Workplace disputes. 

 

Workplace disputes occur when there are conflicts between employees, or between 

employees and management, regarding issues such as working conditions, policies, 

communication, or personal conflicts. In the Footwear and Leather Goods sector, resolving 

these disputes effectively is crucial for maintaining a positive work environment and ensuring 

productivity. The steps to resolve workplace disputes are: 

 

• Identify the Issue: Understand the nature of the dispute by gathering information 

from all parties involved. 

• Listen to All Parties: Provide each party with an opportunity to express their 

concerns in a fair and open manner. 

• Analyze the Cause: Investigate the root cause of the dispute, whether it's related to 

policies, personal issues, or misunderstandings. 

• Find a Solution: Work with both parties to find a fair, balanced solution that 

addresses the underlying concerns. 

• Implement the Solution: Agree on actions to resolve the issue, ensuring that both 

sides understand the resolution and are committed to it. 

• Follow-Up: Monitor the situation to ensure that the solution is effective and prevent 

the dispute from recurring. 

 

3.2 Conflict resolution strategies. 

 

Conflict resolution strategies are approaches used to resolve disputes and disagreements in 

the workplace. In the Footwear and Leather Goods sector, effective conflict resolution helps 

maintain a positive and productive environment. Here are common strategies: 

 

• Direct discussions between conflicting parties to reach a mutually acceptable 

agreement, where both sides share their perspectives and negotiate a solution that 

benefits both. 

• A neutral third party facilitates communication between the conflicting parties, 

guiding them toward understanding and finding a resolution. 
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• Both parties work together to find a solution that satisfies everyone's needs, 

focusing on problem-solving and cooperation rather than competition. 

• Each party makes concessions to reach a middle ground, allowing for a practical 

resolution, even though it may not fully satisfy both sides. 

• Delaying or avoiding the conflict until emotions cool down or the issue becomes 

more manageable, though this may not resolve the problem long-term. 

• One party gives in to the other’s demands to maintain harmony, typically used for 

minor issues or when the relationship is more important than the argument. 

• A neutral third party makes a binding decision after hearing both sides, often used 

when other methods have failed or when a quick resolution is needed. 

 

3.3 Mediation and negotiation. 

 

Mediation and negotiation are key methods used to resolve conflicts in the workplace, 

ensuring both parties reach a mutually beneficial solution. In mediation, a neutral third party 

helps facilitate communication and guide the conflicting parties toward understanding and 

resolving their issues. In negotiation, the parties directly discuss their concerns and work 

together to find a compromise. The step-by-step procedures are: 

 

• Prepare: Both parties gather information and define the issues clearly. 

• Open Discussion: Each party presents their concerns and perspectives. 

• Explore Solutions: Discuss possible solutions and options. 

• Reach Agreement: Agree on a solution that satisfies both parties, either through 

compromise or collaboration. 

• Document the Agreement: Formalize the resolution to ensure clarity and 

commitment. 

• Follow-Up: Monitor the situation to ensure the resolution is effectively implemented 

and sustained. 
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Self-check -5.3 

Short Questions: 

 

1. Question: What are workplace disputes? 

Answer:  

 

2. Question: What are conflict resolution strategies? 

Answer:  

 

3. Question: What is mediation in conflict resolution? 

Answer:  

 

4. Question: What is negotiation in conflict resolution? 

Answer:  

 

5. Question: Why are conflict resolution strategies important? 

Answer:  

 

6. Question: How does mediation help resolve disputes? 

Answer:  

 

7. Question: What are the possible outcomes of conflict resolution? 

Answer:  
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Answer Key – 5.3 

Short Questions with Answer: 

1. Question: What are workplace disputes? 

Answer: Workplace disputes are conflicts or disagreements between employees, or 

between employees and management, regarding work-related issues such as policies, 

roles, or working conditions. 

2. Question: What are conflict resolution strategies? 

Answer: Conflict resolution strategies are approaches used to address and resolve 

disagreements, including communication, compromise, and collaboration. 

3. Question: What is mediation in conflict resolution? 

Answer: Mediation is a process where a neutral third party helps the conflicting parties 

communicate and work toward a mutually acceptable solution. 

4. Question: What is negotiation in conflict resolution? 

Answer: Negotiation is a method where parties with opposing views discuss and reach a 

mutually beneficial agreement through compromise and communication. 

5. Question: Why are conflict resolution strategies important? 

Answer: They are important to maintain a positive work environment, prevent escalation 

of issues, and ensure effective collaboration and productivity. 

6. Question: How does mediation help resolve disputes? 

Answer: Mediation helps by providing a structured environment for open dialogue, where 

both parties can express their concerns and work towards a compromise. 

7. Question: What are the possible outcomes of conflict resolution? 

Answer: Outcomes can include a compromise, a formal agreement, improved 

relationships, or a change in workplace policies or practices to prevent future issues. 
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Job sheet- 5.3 

Job Name: Manage Workplace Disputes and Implement Conflict Resolution Strategies. 

Working Procedure / Steps: 

1. Identify Workplace Disputes 

o Recognize and assess the nature of workplace disputes, including interpersonal 

conflicts, disagreements over job roles, communication issues, or conflicts 

between management and staff. 

o Gather information from all parties involved to fully understand the cause of the 

dispute. 

2. Apply Conflict Resolution Strategies 

o Use appropriate conflict resolution strategies such as direct communication, 

compromise, and collaborative problem-solving to address the issues. 

o Identify common ground between parties and encourage mutual respect and 

understanding. 

3. Facilitate Mediation and Negotiation 

o In cases where direct resolution isn't possible, arrange for mediation between the 

conflicting parties, involving a neutral third party (e.g., HR or an external mediator) 

to facilitate discussions. 

o Use negotiation techniques to reach a fair agreement that satisfies both parties, 

ensuring all viewpoints are heard and considered. 

4. Document the Conflict Resolution Process 

o Record all details of the dispute, the conflict resolution process, and the steps 

taken during mediation or negotiation. 

o Ensure that the agreed-upon outcomes, including any actions or changes to be 

made, are documented for clarity and accountability. 

5. Review and Evaluate Conflict Resolution Effectiveness 

o Evaluate the effectiveness of the conflict resolution process by gathering feedback 

from the parties involved and assessing the long-term impact on the work 

environment. 

o Identify any improvements or adjustments needed in the conflict resolution 

strategies to better handle future disputes. 

 

Tools and Materials: 

 

• Conflict resolution training materials 

• Mediation and negotiation guides 

• Dispute documentation forms and templates 

• Feedback and evaluation tools for resolution outcomes 
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Information sheet- 5.4 
 

Learning Outcome-4:  Implement employee welfare initiatives.  

Learning Objective: After completion of this information sheet, the learners will be able to explain, 

define and interpret the following contents. 

 

Contents: 

4.1 Employee welfare policies. 

4.2 Welfare benefits. 

4.3 Workplace facilities. 

4.4 Health and safety measures. 

4.5 Compliance with labor law. 

 
4.1 Employee welfare policies. 

 

Employee welfare policies are essential in ensuring that workers' well-being, rights, and 

needs are met within the workplace. These policies aim to create a supportive and safe 

working environment, improve employee satisfaction, and promote overall health, safety, and 

productivity. In the context of Bangladesh's Footwear and Leather Goods sector, key 

employee welfare policies include: 

 

• The Bangladesh Labor Act, 2006 

• Workplace Health and Safety Policy 

• Employee Provident Fund (EPF) Policy 

• Gratuity Payment Policy 

• Equal Employment Opportunity Policy 

• Occupational Health and Safety Policy 

• Paid Leave and Holidays Policy 

• Maternity and Paternity Leave Policy 

• Employee Training and Development Policy 

• Employee Dispute Resolution Policy 

• Employee Compensation and Benefits Policy 

• Workplace Harassment and Anti-Discrimination Policy 

• Employee Welfare Fund Policy 

• Social Security and Retirement Benefits Policy 

• Health Insurance Policy for Employees 

 

These policies are designed to ensure fair treatment, provide support during difficult times, 

and foster a positive working culture in line with national labor standards. 
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4.2 Welfare benefits. 

 

Welfare benefits are essential components of employee well-being in the workplace, 

particularly in the Footwear and Leather Goods sector. These benefits ensure that workers 

are supported in times of need, contribute to their financial security, and promote their overall 

health and safety. Key welfare benefits include: 

Health and Safety 

o Providing a safe working environment with proper equipment, training, and safety 

protocols to minimize workplace hazards and ensure employees’ health. 

Provident Fund 

o A savings scheme where both the employer and employee contribute a 

percentage of the salary to provide financial security after retirement or in case of 

certain emergencies. 

Gratuity 

o A lump sum payment made to employees upon leaving the company after a set 

number of years, as a gesture of appreciation for their service. 

Maternity Benefits 

o Paid leave for female employees during and after childbirth to support their 

recovery and the care of their newborns, in compliance with labor laws. 

Injury Compensation 

o Financial support or compensation provided to employees who suffer work-related 

injuries, covering medical expenses and lost wages during recovery. 

Group Insurance 

o A collective insurance scheme that covers employees against health issues, 

accidents, or death, providing financial support and peace of mind for workers and 

their families. 

These welfare benefits help ensure employees' security, enhance job satisfaction, and 

improve overall workplace morale. 

4.3 Workplace facilities. 

 

Workplace facilities are essential for maintaining a comfortable, healthy, and productive work 

environment. In the Footwear and Leather Goods sector, providing adequate facilities 

ensures that employees are well-supported and can perform their tasks efficiently. Key 

workplace facilities include: 
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Pure Drinking Water 

o Ensuring access to clean, safe drinking water throughout the workplace to 

promote hydration and prevent health issues. 

Sanitation 

o Providing clean and well-maintained toilets and washrooms, with separate 

facilities for men and women, to maintain hygiene and comfort. 

Medical and Child Care Facilities 

o Offering on-site medical services or first-aid facilities for emergencies, and 

providing child care services for employees with young children, enabling them to 

balance work and family responsibilities. 

Canteen and Dining 

o Providing a clean, affordable canteen or dining area where employees can access 

nutritious meals during work breaks, promoting well-being and productivity. 

4.4 Health and safety measures. 
 

Health and safety measures are crucial to ensuring a safe and healthy work environment, 

especially in industries like Footwear and Leather Goods, where workers may be exposed 

to physical, chemical, and ergonomic risks. Implementing effective health and safety 

measures helps prevent accidents, promotes well-being, and ensures legal compliance. 

4.5 Compliance with labor law. 

 

Compliance with labor law is essential for ensuring that workers' rights are protected and the 

workplace operates within the legal framework set by the government. In the Footwear and 

Leather Goods sector, adhering to labor laws helps maintain a fair and just work 

environment, reducing legal risks and improving employee satisfaction. Key aspects of 

compliance with labor law include: 

• Fair Wages and Benefits 

• Working Hours and Overtime 

• Health and Safety Standards 

• Maternity and Paternity Leave 

• Non-Discrimination and Equal Opportunity 

• Employment Contracts and Termination 

• Social Security and Retirement Benefits 

 

By adhering to these labor laws, companies in the Footwear and Leather Goods sector can 

avoid legal issues, improve employee relations, and contribute to a more ethical and 

sustainable business environment. 
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Self-check - 5.4 

Short Questions: 

1. Question: What are employee welfare policies? 

Answer:  

2. Question: What are welfare benefits? 

Answer:  

3. Question: What are workplace facilities? 

Answer:  

4. Question: What are health and safety measures in the workplace? 

Answer:  

5. Question: Why is compliance with labor law important? 

Answer:  

6. Question: How do employee welfare policies benefit businesses? 

Answer:  

7. Question: What types of welfare benefits are commonly provided to employees? 

Answer:  

8. Question: Why are workplace facilities important for employees? 

Answer:  
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Answer Key – 5.4 

Short Questions with Answer: 

 

1. Question: What are employee welfare policies? 

Answer: Employee welfare policies are guidelines that ensure the well-being of 

employees, including benefits, working conditions, and support services. 

2. Question: What are welfare benefits? 

Answer: Welfare benefits are additional perks provided to employees, such as health 

insurance, paid leave, retirement plans, and other financial support. 

3. Question: What are workplace facilities? 

Answer: Workplace facilities include the physical amenities provided for employees, such 

as restrooms, break rooms, cafeterias, and ergonomic workstations. 

4. Question: What are health and safety measures in the workplace? 

Answer: Health and safety measures include practices and policies to prevent accidents, 

ensure a safe working environment, and protect employees’ health. 

5. Question: Why is compliance with labor law important? 

Answer: Compliance with labor law ensures that the company adheres to legal standards 

regarding wages, working hours, health, safety, and workers' rights, preventing legal issues 

and promoting fairness. 

6. Question: How do employee welfare policies benefit businesses? 

Answer: They improve employee morale, productivity, and retention, while also helping 

businesses comply with regulations and create a positive work environment. 

7. Question: What types of welfare benefits are commonly provided to employees? 

Answer: Common welfare benefits include health insurance, paid leave, 

maternity/paternity benefits, retirement plans, and wellness programs. 

8. Question: Why are workplace facilities important for employees? 

Answer: Good workplace facilities contribute to employee comfort, health, and productivity, 

ensuring a safe and pleasant environment. 
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Job sheet- 5.4 

 

Job Name: Implement Employee Welfare Policies and Ensure Compliance with Labor 

Laws. 

Working Procedure / Steps: 

1. Review Employee Welfare Policies 

o Review and familiarize yourself with the organization’s employee welfare policies, 

including provisions for employee rights, benefits, and well-being. 

o Ensure that policies address the needs of employees, such as paid leave, health 

benefits, retirement plans, and work-life balance initiatives. 

2. Implement Welfare Benefits 

o Administer welfare benefits such as healthcare, insurance, provident fund, and 

other employee perks in line with the organization’s welfare policies. 

o Ensure that all employees are aware of their entitled benefits and have access to 

them. 

3. Ensure Adequate Workplace Facilities 

o Regularly assess workplace facilities, including sanitation, clean drinking water, 

medical facilities, and other amenities that support employee well-being. 

o Ensure that facilities meet health and safety standards and contribute to a 

comfortable and productive working environment. 

4. Apply Health and Safety Measures 

o Implement workplace safety policies and provide the necessary equipment and 

training to prevent accidents and injuries. 

o Ensure compliance with health and safety regulations, including fire safety, first-

aid availability, and safe machinery operation. 

5. Monitor Compliance with Labor Laws 

o Ensure that the organization complies with all relevant labor laws, including those 

related to minimum wage, working hours, discrimination, employee rights, and 

occupational health and safety. 

o Keep updated on any changes in labor laws and adjust policies and practices 

accordingly. 

 

Tools and Materials: 

 

• Employee welfare policy documentation 

• Benefits management tools 

• Health and safety checklists and compliance guides 

• Labor law reference materials 

• Employee feedback forms and communication channels 
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Information sheet- 5.5 
 

Learning Outcome-5:  Understand employment life cycle.  

Learning Objective: After completion of this information sheet, the learners will be able to explain, 

define and interpret the following contents. 

 

Contents: 

5.1 Employment life cycle stages. 

5.2 Recruitment and hiring procedures. 

5.3 Training and development process.  

5.4 Employer and employee relationship.  

5.5 Safe work environment and disciplinary action.  

5.6 Exit processes. 

 

5.1 Employment life cycle stages. 
 

Employment life cycle stages refer to the different phases an employee goes through from 

the time they are hired until they leave the organization. These stages help shape the overall 

employee experience and contribute to the success of the business. In the Footwear and 

Leather Goods sector, key stages of the employment life cycle include: 
 

Recruitment 
 

o The process of attracting, screening, and selecting qualified candidates for a job. 

This stage involves advertising job openings, reviewing resumes, conducting 

interviews, and hiring employees who are a good fit for the role and company 

culture. 
 

Training and Development 
 

o Providing employees with the skills and knowledge they need to perform their jobs 

effectively. This includes orientation programs, on-the-job training, skills 

development, and leadership training to enhance employee growth and improve 

performance. 
 

Reward and Punishment 
 

o Recognizing and motivating employees through rewards such as bonuses, 

promotions, and recognition for good performance. Conversely, addressing 

performance issues or misconduct through appropriate disciplinary measures to 

ensure company policies and standards are upheld. 
 

Performance Appraisal 
 

o A systematic process of evaluating an employee’s job performance, providing 

feedback, and setting goals for future improvement. Regular performance 

appraisals help assess strengths, identify areas for development, and align 

employee goals with company objectives. 

 

By effectively managing these stages, businesses can optimize employee engagement, 

productivity, and retention, contributing to the overall success of the organization. 
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5.2 Recruitment and hiring procedures. 

 

Recruitment and hiring procedures are crucial to ensuring that the right talent is attracted, 

selected, and onboarded for roles within the Footwear and Leather Goods sector. A 

structured process helps to align employee skills with company needs, promotes diversity, 

and ensures legal compliance. The steps in the recruitment and hiring procedures are: 

 

Job Analysis and Description 

• Assess the need for a new position or replacement. Create a detailed job description 

outlining roles, responsibilities, required qualifications, and skills. 

 

Job Advertisement 

• Advertise the job through various channels such as online job boards, company 

website, social media, and recruitment agencies to attract a diverse pool of candidates. 

 

Application Screening 

• Review resumes and applications to shortlist candidates based on their qualifications, 

experience, and alignment with the job description. 

 

Interviewing 

• Conduct interviews (in-person or online) to assess the candidates' skills, experience, 

and cultural fit for the company. Multiple rounds of interviews may be conducted to 

evaluate both technical and interpersonal skills. 

 

Background and Reference Checks 

• Perform background checks to verify the candidate's qualifications, work history, and 

any criminal records. Contact references to gain further insight into their previous 

performance and behavior. 

 

Job Offer and Negotiation 

• Extend a formal job offer to the selected candidate, outlining the terms and conditions 

of employment, including salary, benefits, and working hours. Negotiate if necessary. 

 

Onboarding and Orientation 

• Once the candidate accepts the offer, guide them through the onboarding process, 

including company orientation, introduction to teams, and training to ensure they are 

fully prepared for their role. 

 

By following this recruitment and hiring procedures, organizations in the Footwear and 

Leather Goods sector can ensure they attract the right candidates, comply with labor laws, 

and foster a positive work culture. 
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5.3 Training and development process.  

 

Training and development process is essential in ensuring that employees have the 

necessary skills, knowledge, and capabilities to perform their roles effectively and contribute 

to the overall success of the organization. In the Footwear and Leather Goods sector, a 

structured training and development process helps enhance productivity, improve safety, 

and promote career growth. The steps in the process are: 

 

Needs Assessment 

• Identify the skills gaps and training needs of employees through performance 

appraisals, surveys, and discussions with managers. This helps to understand what 

areas require improvement or further development. 

 

Setting Objectives 

• Define clear and measurable training goals based on the identified needs. These 

objectives should align with both employee growth and organizational goals, such as 

improving production efficiency or enhancing safety standards. 

 

Designing Training Programs 

• Develop or source training programs that address the identified needs. This could 

include on-the-job training, workshops, e-learning modules, or external training 

programs, depending on the skills required. 

 

Delivering Training 

• Implement the training program, ensuring that employees have access to the 

resources, tools, and support needed to learn effectively. This may involve in-house 

trainers or external experts delivering the sessions. 

 

Evaluating Effectiveness 

• After the training, assess the effectiveness of the program through feedback surveys, 

quizzes, or performance reviews. This helps to determine whether the training met its 

objectives and if any further development is needed. 

 

Continuous Improvement 

• Use the evaluation results to improve future training programs. Identify what worked 

well and what needs adjustment to enhance learning outcomes and employee 

performance. 

 

By following this process, the Footwear and Leather Goods sector can ensure its workforce 

remains skilled, engaged, and adaptable to changing industry demands. 
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5.4 Employer and employee relationship.  

 

Employer and employee relationships are fundamental to creating a positive, productive, and 

compliant workplace in the Footwear and Leather Goods sector. A strong relationship is 

based on mutual respect, trust, clear communication, and fair treatment. The key aspects of 

fostering a good employer-employee relationship include: 

 

Clear Communication 

• Open and honest communication is essential. Employers should communicate 

expectations, policies, and goals, while employees should feel comfortable voicing 

concerns and feedback. 

 

Fair Treatment 

• Employers must treat all employees fairly, providing equal opportunities for growth, 

training, and rewards. This includes ensuring non-discriminatory practices in hiring, 

promotions, and daily interactions. 

 

Recognition and Reward 

• Acknowledging employees' hard work and achievements through rewards, bonuses, 

or public recognition helps build morale and strengthens the relationship. 

 

Conflict Resolution 

• Addressing conflicts quickly and fairly is essential. Both employers and employees 

should have access to grievance mechanisms to resolve issues respectfully. 

 

Employee Engagement 

• Actively involving employees in decision-making, through feedback channels or 

participation committees, makes them feel valued and respected. 

 

Workplace Support 

• Employers should provide support in terms of career development, training, and 

maintaining a healthy work-life balance, contributing to overall employee well-being. 

 

Legal Compliance 

• Adhering to labor laws, health and safety regulations, and employee welfare policies 

is vital for fostering trust and ensuring the rights of both parties are upheld. 

 

A positive employer-employee relationship promotes job satisfaction, productivity, and 

retention, creating a harmonious and efficient work environment. 
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5.5 Safe work environment and disciplinary action.  

 

A safe work environment is essential to ensuring the health, well-being, and productivity of 

employees in the Footwear and Leather Goods sector. It involves implementing measures 

to minimize hazards, ensuring proper training, providing necessary safety equipment, and 

maintaining a clean and organized workplace. A safe environment not only protects 

employees from accidents and health issues but also helps to comply with legal safety 

standards. 

 

5.6 Exit processes. 

 

Exit processes are the steps taken when an employee leaves an organization, either 

voluntarily or involuntarily. These processes ensure a smooth transition for both the 

employee and the company, while also providing an opportunity to gather feedback and 

ensure compliance with legal and organizational requirements. In the Footwear and Leather 

Goods sector, the exit process typically includes the following steps: 

 

• Notice Period and Documentation 

• Exit Interview 

• Handover of Duties 

• Return of Company Property 

• Final Pay and Benefits 

• Deactivation of Accounts 

• Exit Documentation 
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Self-check - 5.5 

 

Short Questions: 
 

1. Question: What are the stages of the employment life cycle? 

Answer:  

2. Question: What is recruitment and hiring procedures? 

Answer:  

3. Question: What is the training and development process? 

Answer:  

4. Question: How do employer and employee relationships impact the workplace? 

Answer:  

5. Question: What is a safe work environment? 

Answer:  

6. Question: How are disciplinary actions handled in the workplace? 

Answer:  

7. Question: Why are exit processes important? 

Answer:  

8. Question: What are the key steps in the recruitment and hiring process? 

Answer:  

9. Question: Why is training and development important for employees? 

Answer:  

10. Question: How does a safe work environment relate to employee performance? 

Answer:  
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Answer Key – 5.5 

Short Questions with Answer: 

1. Question: What are the stages of the employment life cycle? 

Answer: The employment life cycle includes recruitment, hiring, training, performance 

management, development, and exit processes. 

2. Question: What is recruitment and hiring procedures? 

Answer: Recruitment and hiring procedures involve identifying job vacancies, advertising 

roles, screening candidates, conducting interviews, and selecting employees. 

3. Question: What is the training and development process? 

Answer: The training and development process involves onboarding, skill-building 

programs, and ongoing education to help employees grow in their roles. 

4. Question: How do employer and employee relationships impact the workplace? 

Answer: Positive relationships foster collaboration, communication, and mutual respect, 

leading to higher employee engagement and productivity. 

5. Question: What is a safe work environment? 

Answer: A safe work environment ensures that employees are protected from physical, 

chemical, and psychological risks, promoting well-being and preventing accidents. 

6. Question: How are disciplinary actions handled in the workplace? 

Answer: Disciplinary actions are handled by following clear company policies to address 

misconduct, ensure fairness, and improve behavior. 

7. Question: Why are exit processes important? 

Answer: Exit processes help ensure a smooth transition for departing employees, 

including conducting exit interviews, returning company property, and completing 

necessary paperwork. 

8. Question: What are the key steps in the recruitment and hiring process? 

Answer: Key steps include job posting, resume review, interviews, reference checks, and 

making a job offer. 

9. Question: Why is training and development important for employees? 

Answer: It helps employees improve their skills, enhances job satisfaction, and 

contributes to career growth and company success. 

10. Question: How does a safe work environment relate to employee performance? 

Answer: A safe work environment minimizes health risks, reduces accidents, and 

increases employee focus and productivity by ensuring physical and mental well-being. 
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Job sheet - 5.5 

Job Name: Manage the Employment Life Cycle and Ensure a Safe Work Environment. 

 

Working Procedure / Steps: 

1. Understand Employment Life Cycle Stages 

 

o Review and familiarize yourself with the stages of the employment life cycle, 

including recruitment, onboarding, performance management, development, and 

exit. 

o Ensure each stage aligns with organizational goals and legal requirements. 

 

2. Implement Recruitment and Hiring Procedures 

 

o Follow established recruitment processes to attract and hire suitable candidates, 

ensuring job descriptions, interviews, and selection criteria are in compliance with 

company policies and labor laws. 

o Ensure diversity and equal opportunity in hiring practices, maintaining 

transparency and fairness. 

 

3. Foster Positive Employer-Employee Relationships 

 

o Promote open communication, trust, and mutual respect between the employer 

and employees to build a positive work environment. 

o Address employee concerns or grievances promptly and fairly, ensuring they feel 

valued and heard. 

 

4. Ensure a Safe Work Environment and Disciplinary Action 

 

o Maintain a safe and healthy work environment by adhering to health and safety 

regulations and providing necessary protective equipment. 

o Implement clear disciplinary procedures for addressing violations of company 

policies or unsafe behavior, ensuring consistency and fairness. 

 

Tools and Materials: 

 

• Recruitment and hiring guidelines 

• Employee training and development programs 

• Health and safety policies and guidelines 

• Disciplinary action procedures 

• Exit interview forms and feedback tools 

• Employee performance management systems 

 


