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Social Policies

Engaged Team

The TTE team represents the ’s most

valuable asset and the is committed to

creating a conducive and rewarding
environment in which employees can
thrive. The Employment Policies have
been formulated to ensure that all
businesses align to a consistent set of
guidelines which provide a foundation

human resource management across
the .

The suite of HR policies addresses key
people management aspects such as

recruitment, performance management,
training and development and grievance
handling, among others and provides

guidelines for the equitable treatment of
all employees across the .

ESG strategies relating to the
management of our people, targets and
annual key performance indicators are
set out in Table |: People Management
Strategies, Targets and KPIs form an

for effective integral part of this standard.

I.1.1 Industrial Relations Policy

TALAWAKELLE TEA
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INDUSTRIAL RELATIONS
POLICY
|I. Purpose the services or the reinstatement in “Workmen” include a trade union

services of any person. o
consisting of workmen.
This policy provides guidance to all
those who are involved with Industrial
Relations to ensure cordial relations,
social dialogue and a productive work
environment. The intention is that
through joint problem solving mutually
beneficial results could be achieved for
the greater benefit of all stakeholders.

2. Scope

Given the large number of employees in
the in the various categories,
employees are the most valuable asset in
the that needs to be managed in a
mutually beneficial manner.

Definitions Many of the employees are members of
unions and collective bargaining and
problem solving is an integral part of the
smooth functioning of work places.

Industrial Dispute — “Any dispute or
difference between an employer and
a workman or between employers
and workmen or between workmen
and workmen connected with the
employment or non-employment or
the terms of employment or with the
conditions of labour or the termination of ii. Conciliation

3. Methods for settlement

i. Discussion and Consensus



iii. Arbitration — Compulsory
or Voluntary

iv. Industrial Courts

3.1 Discussion and Consensus

Collective agreements and check off
agreements set out the procedure that

needs to be followed in the event an
industrial dispute arises.

In the event of a dispute arising parties
should endeavour to resolve such
dispute in the following manner:

i. Firstly, efforts should be made at the
location level. The employee and/or
the Branch union and the
Management should attempt to
settle such issue/ dispute at the
location level.

ii. In the event of non-resolution of
the dispute at stage (i) above
attempts should be made with the
involvement of the Human
Resources Division to resolve the
dispute.

In the event of non-resolution of the
dispute at Stage (ii) above, parties
agree to meet at the Employers
Federation of Ceylon (EFC) in order
to resolve such dispute.
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3.2 Conciliation

iv. In the event of non-resolution of the
dispute at Stage (iii) above, parties
should endeavour to resolve the
relevant dispute in accordance with
the conciliation proceedings in terms
of the provisions of the Industrial
Disputes Act

3.3 Arbitration
Arbitration may take two forms:

Voluntary arbitration — where the parties’
consent to a reference of an industrial
dispute by the Commissioner General
of Labour to an Arbitrator chosen by the
parties or chosen by the Commissioner
General, if the parties cannot agree on a
common nominee.

Compulsory arbitration — where

the Minister of Labour refers such
dispute for settlement to an Arbitrator
appointed by him or to a Labour Tribunal
notwithstanding that the parties do not
consent to such a reference.

3.4 Industrial Court

The members of an Industrial Court are
selected from a panel appointed by the
President of the Democratic Socialist
Republic of Sri Lanka from time to time.
A matter comes before an Industrial
Court only where the Minister of Labour
refers an industrial dispute to it.

4. Trade Unions

No employer shall require an employee
to join or refrain from joining, any trade
union, or to withdraw from, or to refrain

from withdrawing from, his membership

of a trade union which s/he is a member.

An employer will bargain with a trade
union which has in its membership
not less forty per centum (40%) of the
workmen in the particular category of
workers on whose behalf such trade
union seeks to bargain.

Where one employer had two or more
work places and the general demand

in respect of one may be applicable to
the other work places, the necessary
representation required will be not less
than forty per centum (40%) of the total
workforce in that category of employees
in all work places.

4.1 Check Off

The deduction of Union subscriptions
from the salaries of employees and a

remittance of same by the employer to
the Union “check-off’ is granted at the
discretion of the employer.

It is recommended that prior to granting
“check off” a check off agreement
containing a dispute resolution
procedure be entered into with the trade
Union. Collective Agreements too could
contain provisions with regard to the
granting off check off facilities and the
conditions relating to same.

5. Meetings with Branch Unions/
Employee Councils

It is recommended that meetings are
held at regular intervals with branch
unions/employee councils. It is further
recommended that a predetermined
agenda is used for such meetings and
that minutes are maintained and shared.

6. Correspondence with Unions

In the event any correspondence

is received from a Parent Union/
Branch Union it is recommended that
the Management respond to same

as expeditiously as possible. Where
required the matter should be brought
to the attention of HR and advice
sought with regard to same.

If a response is provided in writing, the
said response should be provided in
a clear and unambiguous language.

A Sinhala/Tamil version of the written
correspondence should be provided
where appropriate/practicable.

Responsibility

The heads of each business sectors,
along with the heads of each
business units and heads of HR will
be responsible to ensure this policy is
valued and adhered.
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DISCIPLINARY POLICY

|I. Purpose

This policy provides guidance to all
employees who may be concerned or
involved, either directly or indirectly
in whatever capacity with disciplinary
issues within the TTE . It

is intended to ensure fair and just
implementation of the disciplinary
procedure and to ensure that full and
speedy consideration is given to all
relevant facts.

Definitions

I.1 Misconduct — “An act which is
inconsistent with the fulfilment of
express or implied conditions of service
or if it has a material bearing on the
smooth and efficient working of the
concern”

1.2 An “Act” where relevant would
include an “omission”

1.3 HR (GHR) - Human Resources
Division of TALAWAKELLE TEA
ESTATES PLC

Types of acts or omissions which would
amount to misconduct are set out in
Annexure . This list is not exhaustive or
exclusive

Holding a disciplinary inquiry improperly is
almost as objectionable as an inquiry

not being held.
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2. Scope

The disciplinary procedure set out herein
is to apply to all categories of employees’
subject to the condition that some
employees could be governed by
Collective Agreements which stipulate
certain procedures that need to be
adhered to and restrictions that need

to be complied with. The nature of the
particular business or the position held or
occupied by the employee concerned maybe
relevant to consider in deciding whether
an act or omission amounts to
misconduct. The types of punishments
that could be imposed are set out in
Annexure Il (the list of punishments is
not exhaustive or exclusive).

3. Preliminary Investigation

Where an act of misconduct is
committed by an employee that warrants
disciplinary action:

3.1 Obtain written statements

3.1.1 Witnesses to furnish their own
statements (preferred) or

3.1.2 A person in authority recording
their statements and having them
signed by the witness in question

3.1.3 The “accused” to be asked to
furnish his statement (preferred) or



6 > ESG Framework 2022 |

3.1.4 A person in authority recording
the statement and having it signed by
the “accused”

3.2 If the charges relate to

goods or articles they should be
carefully

preserved, marked and sealed (where
possible).

3.3 Sketches and photographs to
be made or taken where
relevant.

3.4 CCTV & other relevant
recordings relating to the incident to
be provided.

4. Suspension Pending Inquiry

4.1 Instances when suspensions
should be considered

4.1.1 Where the charges if proved
would normally result in the
termination of employment and/or

4.1.2 Where the presence of the accused
would cause a breach of the peace or
damage to property or disturbance to
the business and/or

4.1.3 Where his/her presence for some
other reason is deemed undesirable

4.2 If the employee being suspended
is governed by the terms of a
collective agreement the time
frames and provisions set out
therein should be adhered.
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4.3 Where there is no collective
agreement, when an employee is being
suspended, at the time of suspension
or within a reasonable time thereof the
employee should be informed in writing
the reason for such suspension. The
suspension letter should be signed by
the head of the location or by someone
authorised to do so on their behalf.
(A sample suspension letter pending
inquiry is given in Annexure Ill)

5. Show Cause Letter

5.1 The show cause letter would be
issued in English and where relevant a
Sinhala/Tamil version would be provided.

5.2 The show cause letter should specify
the charge or charges against the
employee.

5.3 In certain circumstances a show cause
letter may take the form of recounting of
all the incidents relating to the charge/s,
followed by the formulation of specific
charges based on those incidents.

5.4 Wherever possible it is advisable to
avoid the use of criminal law terms e.g.
Theft, Misappropriation etc. (as these
offences have specific connotations in
criminal law and there is no need for
the employer to assume the burden of
proving the ingredients of those criminal
law offences).

5.5 The show cause letter should also
contain

5.5.1 The date, time, and place of
commission of the act/s of misconducts
where relevant

5.5.2 The time limit within which
an explanation in writing should
be tendered (if there is a collective

agreement the period set out in same or
at least three (3) full working days where no
collective agreement is applicable

— (If a reasonable extension of time is
requested it should be allowed unless
there are compelling reasons to refuse
the request)

5.5.3 An intimation to the employee
that should s/he fail to submit his/her
explanation in writing by the specified
date it would be presumed that s/he
has no cause to show and action will be
taken on that basis.

5.6 Where an employee is suspended the

show cause letter should specify that s/
he is suspended from work without pay
(if such is the case) until further notice.

5.7 Where possible the show cause
letter should be handed over to the
accused employee in person and his/her
signature obtained on the duplicate as
evidence of receipt.

5.8 Where 5.7 is not possible the show
cause letter should be transmitted

by registered post/courier to his/her
address. However, to expedite delivery
the show cause letter could be scanned
and sent via email / WhatsApp where
sending by registered post/courier is
not practically possible. GHR to be kept
informed if this mode of communication
is used and outcome of same.

5.9 Where a letter sent by post / courier
is returned undelivered GHR should be
consulted immediately.

6. Letter of Explanation

6.1 On receipt of the letter of explanation
the employer must decide whether
the explanation is acceptable or not.

If acceptable and the employee is
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suspended s/he should be reinstated
in service with full pay for the period of
suspension.

6.2 If the explanation is not acceptable —
where an employee denies the charges,
s/he should be informed in writing that
his/her explanation is unsatisfactory
and unacceptable and that an inquiry
will be held on a specified date and
time and that s/he should be present

at the inquiry with his/her evidence and
witnesses, if any.

6.3 Where an employee admits to the
charges unconditionally there is no
necessity to hold a domestic inquiry.
However, if the admission is made in
qualified terms it is advisable to hold a
domestic inquiry. It is also advisable to
hold a domestic inquiry where it appears
that there could be extenuating or
mitigating circumstances.

6.4 Where the accused employee fails
to tender his/her explanation within
the stipulated time action can be taken
on the basis that s/he has no cause to
show. However, it is prudent to afford a
reasonable time to him/her to submit
his/her explanation before taking such
action.

6.5 If an accused employee requests

to examine the documents prior to
furnishing his/her explanation, which
could arise where an employee cannot
be reasonably expected to answer the
charges without reference to documents
in the employer’s possession, a date and
time may be fixed for the employee to
examine the documents in the presence
of an Executive. Copies of documents
should not be given, and the employee
should not be permitted to peruse the
statements of witnesses.
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7. Domestic Inquiry

7.1 When to hold a domestic inquiry

7.1.1 When the explanation given is
unsatisfactory

7.1.2 Even where the employee does not
furnish an explanation it could be useful
to hold an inquiry to have the advantage
of recorded statements of witnesses for
use at a later stage before labour fora
and also bona fides of the employer are
strengthened.

7.2 Who should hold the domestic
inquiry

7.2.1 Official of the Company not below
the rank of Executive

7.2.2 Inquiring Officer should hold a
position above the rank of the accused
employee

7.2.3 Should not be a witness to the
charges

7.2.4 In exceptional circumstances it
may be prudent to get the services of an
external inquiring officer.

7.3 Representation at domestic inquiries

7.3.1 Under no circumstances should

the accused employee be represented
by any person from within or outside the
company.

7.3.2 The accused employee is entitled
to have present at the inquiry an
observer (who must be an employee of
the company in a similar grade/rank)
The observer cannot make statements
or cross examine witnesses but can take
down notes of the proceedings.

7.4 Holding of the Inquiry

7.4.1 The inquiry should be conducted in
a language that the accused employee
is conversant in. A translator’s services
may be used where such services are
necessary to proceed with the inquiry.

7.4.2 The inquiry will commence with the
accused employee being asked whether
s/he is guilty or not of the charges
preferred against him/her.

7.4.3 If s/he pleads guilty s/he should
be afforded an opportunity to make a
statement in that connection as s/he
could show extenuating or mitigating
circumstances.

7.4.4 If the accused employee pleads not
guilty the recording of the evidence on
behalf of the employer should be done.

7.4.5 If an accused employee has been
informed of the date and time of the
inquiry but is absent but has made

a request for a postponement such

request should usually be complied with.

7.4.6 Where the accused employee is
absent without explanation or request,
one further opportunity should be given
to attend the inquiry but, in the letter
informing him/her of the new date it
must be stated that if s/he persists in
his/her absence without explanation the
inquiry will be held ex parte.

7.4.7 If a witness is unable to give
evidence in the language in which the
inquiry is being conducted and if the
accused employee is not conversant
with the language in which the witness
is able to give evidence the evidence
should be translated and explained to
the accused employee.

7.4.8 Evidence should be recorded
in direct speech or as questions and
answers.

7.4.9 The accused employee should be
given the opportunity to question any
witness and if s/he declines or once
s/he finishes questioning it should

be recorded that s/he has no further
questions for the witness.

7.4.10 The accused employee can call
witnesses on his/her behalf only after s/
he himself/herself has given evidence.

7.4.1 1 Witnesses can be recalled, where
it is deemed necessary.

7.4.12 Documents and productions
should be kept in the possession of the
inquiring officer during an inquiry.

7.5 Findings

7.5.1 A written report should be
submitted by the inquiring officer to the
General Manager — HR/Head - HR

7.5.2 The conclusion in respect of each
of the charges as to whether the inquiring
officer finds the accused employee guilty
or not guilty should be stated.

7.5.3 Inquiring officer can find an accused
employee guilty of a lesser charge

7.5.4 Inquiring officer can draw attention
to extenuating and aggravating
circumstances where such exist.

7.5.5 The General Manager — HR
/Head of HR will share his/her views
on the report so submitted with the HR
Head of the employee’s company and
the GMC member where applicable to
decide on a punishment (if any).
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7.5.6 Within a reasonable time or within
the time stipulated by the collective
agreement the accused employee
should be informed of whether s/he has
been found guilty or not guilty of the
charges preferred against him/her and
the punishment if s/he has been found

guilty.

8. Punishment

8.1 Punishment for acts of misconduct
would vary on the gravity of the
misconduct committed, length of service
of the employee, his/her past record and
the position occupied by the employee.

8.2 The possible attitude of the labour
courts should also be considered in
deciding the punishment.

8.3 When the punishment is short of
dismissal the accused employee’s
signature should be obtained on the
duplicate of the letter communicating
the punishment.

9. Post Inquiry

9.1 If an employee’s services are
terminated a signed copy of the
termination letter, inquiry report, inquiry
proceedings, preliminary investigation
documents and documents produced
and marked at the inquiry, show cause
letter, reply and other correspondence
relating to the inquiry should be placed
in the personal file and the personal file
together with other objects produced at
the inquiry (if any) should be kept in the
custody of GHR to be used if needed at
labour fora.

9.2 If the punishment is less than
dismissal the acknowledgement
copies of the letter of punishment,
inquiry report, inquiry proceedings,

preliminary investigation documents
and documents produced and marked
at the inquiry, show cause letter, reply
and other correspondence relating to the
inquiry should be placed in the personal
file. If there are other objects they should
be returned to the company or to the
relevant party.

9.3 Even where an employee is found not
guilty the letter informing him/her that s/
he is not guilty, and the other documents
connected with the inquiry should be
placed in the personal file.

0. Responsibility

The Heads of all business sectors, along
with the Heads of HR will be responsible in
ensuring that this policy is valued and
adhered to.

ANNEXURE I: Types of Misconduct

* Dishonest conduct
* Failure to account for company funds

* Violating the company’s rules and
regulations

*  Neglect of duty

* Failure to carry out lawful instructions
of the superior officer

* Insubordination
* Misuse of company property

* False or incorrect information in
applications for employment

+ Sleeping whilst on duty

* Being rude and abusive to a superior
officer

* Being rude and abusive to a colleague
or subordinate

+ Keeping away from work without
authority

* Keeping away from work in excess of
leave entitlement
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* Late Attendance

* Acting in 2 manner unbecoming of an
employee of the company

* Intoxication during working hours
* Malingering

* False or misleading statements

* Smoking in a prohibited area

* Chewing betel in a prohibited area

* Taking mobile phones into a
prohibited area without authority

* Assaulting a superior/colleague or
subordinate

ANNEXURE II: Types of Punishments

*  Verbal Warning

*  Written Warning

* Deferment of an increment

* Stoppage of an increment

* Reduction of bonus

+ Stoppage of bonus

» Suspending from work without pay

¢ Dismissal

ANNEXURE IlI: Suspension Letter
Pending Inquiry

It is reported thaton ................ At e
a.m./p.m. you have (acted in the
following manner........ooeeeeeeeeeeeceecnece )

You are hereby suspended without pay
pending inquiry. A show cause letter will
be sent to you in due course. You are
prohibited from entering the premises
of this company or any of its subsidiary
or associate companies or the premises
of TALAWAKELLE TEA ESTATES PLC
or any of its subsidiary or associate
companies without the written
permission of the undersigned or the
GM — Human Resources Management
or the Head of HR.



10 > ESG Framework 2022 |

1.1.3 Grievance handling Policy
TALAWAKELLE TEA
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GRIEVANCE HANDLING

ESTATES PLC

POLICY

|I. Purpose

The purpose of this policy and
associated procedure is to provide

a structured grievance handling
framework for the complainants as well
as complaint recipients, and to provide
guidelines on how to lodge a grievance
and how that grievance will be resolved
to ensure fair and equitable treatment to
all our employees.

2. Definition

A grievance may be defined as a state of
mind and dissatisfaction arising out of
a course of action or decision made by
a supervisor. Hence from the employee
point of view such actions or decisions
would be unfair, unjust or inequitable.
Therefore, the employee naturally seeks
relief and solutions.

3. Scope

This policy and procedure sets out the
essential elements for the management
of grievances of all employees across
the from inception to final outcome.

4. Responsibility

JOB TITLE

I | Sector GMC member

2  Immediate Superior

3  Sector HR Manager

5. Policy Administration
Procedure

5.1 Informal Procedure

Wherever possible, employees (or a
representative from the respective
union) are encouraged to discuss

with the immediate Supervisor or Line
Manager. However, if the grievance
cannot be resolved through an informal
discussion the following formal
procedure would apply.

5.2 Formal Procedure

5.2.1 If the grievance is not satisfactorily
resolved with the immediate supervisor,
the employee may submit a formal
grievance in writing to the next higher-
level supervisor/ department head.

5.2.2 The next higher-level supervisor/
department head will analyse the facts
and arrive at a satisfactory solution in
respect to the grievance.

HR POLICY/
MANUAL

5.2.3 In the event of the grievance not
being resolved at the level of the next
higher-level supervisor/ department
head, the grievance will then be
discussed with the relevant GMC
member, company head and /or a
representative from HR.

5.2.4 The grievance review request form
with the comments of the line manager
should be referred to the GMC member.
Such discussion will be arranged within
3- 5 days of request made by the
employee to the GMC member.

5.2.5 Further discussions will be
conducted with the initiative of the GMC
member and the respective supervisors
and line managers will be called upon
with the concerned employee with
adequate notice.

5.2.6 The GMC member at his/her
discretion refer any unresolved employee
grievances to the Head- HR

In the event the grievance arises from a
direct subordinate of the Head of HR
then the matter will be referred to the
Chairman and Chief Executive of
TALAWAKELLE TEA ESTATES PLC or
a senior Non-Executive Director of
TALAWAKELLE TEA ESTATES PLC.
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6. Employee Grievance Process

Employee verbally discusses the grievance with
supervisor

Not resolved

Employee submits formal grievance in writing to
the next higher level supervisor

Written acknowledgement from the next higher
level supervisor

Not resolved

0o

Employee verbally discusses the grievance with
the next higher level supervisor

Not resolved

Not resolved

/R
—

Employee to discuss grievance with the relevant
GMC member / Head of the Division

Final appeal to the -Head HR where a discussion
would be arranged to resolve the matter

In the event the
grievance arises from
a direct subordinate of

Group HR Director

Matter to be referred to
the Chairman & Chief
Executive

7. Responsibility
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The Heads of all business sectors, along with the Heads of HR will be responsible in ensuring that this policy is valued and adhered to.
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1.1.4 Recruitment Policy

TALAWAKELLE TEA
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RECRUITMENT POLICY

|. Introduction

.1 Philosophy

At TTE, we believe that people make
the difference between a good
organisation and an excellent one.
The aspirations, competencies and
commitment of our people are at the
heart of all our achievements.

Our Work environment facilitates;

* Recognition and rewards for
performance

* Learning, development and
empowerment

* Sharing of managerial experience,
exposure and expertise

¢ Personal, Professional and Career
growth

* Creativity and Innovation

* Equality and Fair play

* Social responsibility in all that we do
What we offer our employees is the
opportunity to enhance their potential,

perform and achieve their career
ambition.

1.2 Objective

This Recruitment policy is developed
with a view,

ESTATES PLC

1.2.1 to provide a clear understanding
of the recruitment process at TTE .

1.2.2 to hire the right persons at the
right time for vacant positions.

1.2.3 to ensure that they possess the
required competencies at the required
level to perform their jobs in an effective
and an efficient manner.

1.3 Scope

1.3.1 This process applies throughout
the TTE for which candidates shall be
sourced internally and externally.

1.3.2 Employment Categories

Employees are categorised in the
following grades of the Company.
* Managing Director

+ CEO

* General Manager

* Senior Manager

* Manager

* Assistant Manager

+ Senior Executive

* Executive

* Junior Executive

» Officer

* Clerical

* Manual Staff

HR POLICY/
MANUAL

2. Position Request

2.l Vacancies

Sector HR Heads are required to provide
details of current head count as well
proposed head count at the time of
manpower planning for the budgeting
process in respect of each financial year.

A Position Request may occur due to the
following:

a. Creation of a new position

b. Replacement of an existing position.

Suspension or No-pay leave of an
employee does not create a vacancy.
In case of such ‘Temporary Vacancy,’
another employee may be assigned to
cover the work of the position or based
on business needs an incumbent could
be hired on a temporary contract basis.

2.2 The Position

A vacancy in the approved cadre is
always for a specific position and has
a specific evaluated Job Description
(D). A JD will include the Job Title as
indicated in the Organisation chart,
the job purpose, responsibilities,
qualifications and experience required.
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2.3 Employment Vacancy Request

All vacancies at TTE shall be filled
through internal recruitment; if no
suitable person is found within the
company, external recruitment will take
place.

2.3.1 The Position Request Form

2.3.1.1 The PRF shall contain the
following details:

*  Company Department
* Job Title Category
*  Number of Vacancies to be filled

* Reason for vacancy (e.g. replacement
for person x)

* Cadre - Budgeted/Unbudgeted
* Advertising Method

* Approval for recruitment

2.3.1.2 The specific evaluated Job
Description needs to be attached at
the time of forwarding the PRF to the
recruitment section in TTE HR (GHR).

2.3.2 Role of Sector/Sector Human
Resources

2.3.2.1 Sector/SBU HR Managers should
raise a PRF for all vacancies in their
Companies:

All Replacements should be approved by
the Head of the respective Company

All New positions (budgeted and
unbudgeted) should be approved by the
GMC member for that sector

2.3.2.2 The Line Manager will also be
required to justify the need for the new
positions (budgeted and unbudgeted)
to the SBU/Sector Head at the time of
raising the PRF

3. Sourcing

3.1 Internal Recruitment

Will be done by way of Internal Vacancy
Notice (IVN) or identified employees
from the succession pool.

3.2 External Recruitment

If external hiring is approved, candidates
for such positions would be sourced
through press advertisements, TTE
Careers website, CV Data Bank, Online
Advertising, Head hunting, Recruitment
Agencies, employee referrals,
participation at job fairs etc.

3.2.1 Advertising

The closing date for all press
advertisements will be 07 days from
the date of publication.

TTE Careers email:
hr@ttel.hayleys.com

* No late applications shall be
entertained
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3.2.3 Internships

An Intern would be a student/
undergraduate, participating in a
program of temporary, supervised
work in a particular field where the
Company grants an opportunity for
the potential intern to gain practical
experience. Internship opportunities
are granted solely for the benefit of the
students/undergraduate in order to
provide exposure to a professional work
environment and sharpen the desired
skills and competencies needed for the
corporate world.

The placement of such students to any
Company/SBU should have approval
from the respective Head of the
Company.

3.2.4 Local and Expatriate
Recruitment (for Senior Management
of the )

The Management reserves the right to
use its discretion to identify and appoint
candidates to identified positions in the
Company.

3.3 Initial Evaluation and Short
Listing of Applications

All applications received shall go
through an initial evaluation and short-
listing as per the requirements of the
advertisement and as detailed in the
qualification matrix by the Company
HR Division. The applications shall

be forwarded to the Line Managers
thereafter for further evaluation.
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4. Interview Process

Interviewing is considered to be
one of the most important stages
in the selection process and shall
be conducted in a fair and impartial
manner.

4.1 Preliminary Interviews

The Company/SBU will facilitate the
preliminary interview process within
05 working days of finalising the initial
shortlist of candidates.

4.1.1 Panelists

Panelists for the preliminary Interview
will consist of:

* SBU Head
* Immediate Supervisor

* Location HR Executive/Manager /
TTE HR (if required)

4.2 Second/Final Interviews

4.2.1 Panelists

Panelists for the second/final Interview
will consist of:

* Assistant Manager and Executive -
Immediate Supervisor +Company HR
Head + SBU Head

* Manager and DGM - SBU Head +
Company HR Head + GMC Member

* GM and above - SBU Head +
Company HR Head + GMC Member +
Head TTE HR

5. Testing Candidates

5.1 Aptitude Tests

Aptitude test will be administered as and
when required considering the role.

5.1.1 Aptitude tests will be as
follows:

* General Aptitude Test

* Management Trainee Aptitude Test

5.2 Psychometric Tests

A psychometric test is a series of
written or practical tasks which assess
a clearly defined area of human
behaviour. It measures less tangible or
hidden qualities that cannot be directly
experienced through our senses.

Psychometric testing would be
administered as and when required
considering the role.

6. Pre-Recruitment Formalities

6.1 Approval to Hire (ATH) Form

The ATH form is the source document to
generate the letter of appointment. The
ATH form will have to be approved by the
respective Company/SBU Head of the
respective sector.

The signed ATF form along with the CV,
Personal Information sheet, Interview
summary will be handed over to HR
services by the Recruitment team to
proceed with onboarding formalities.

X-1 GRADE

A candidate (who at present is in a grade
lower than the evaluated grade of the job
for which the interview is held) identified
as not meeting the expected level (grade)
to perform the job for which he/she was
interviewed, a job offer may be made as

a X-| or X-2 situation. This means that
the job offer is for a grade lower than the
evaluated grade of the job and a fixed
period of time up to 2 years shall be allowed
for improvement. The decision to confirm
in the evaluated grade is then based on
performance where an appraisal is done

in order to confirm staff in the evaluated
position. The decision to offer an X-I or 2
positions must be communicated to the
candidate and agreed at the final interview.

X+1 GRADE

In instances where sourcing of candidates
has been difficult, and the required
competencies are identified in a person
who has applied for a higher position, the
Chief Executive Officer has the discretion
to offer a higher grade than the evaluated
grade of the job. In such instances a
person is given the job on a “Personal to
Holder” basis where the person is placed
at a grade higher than the job and the job
continues to be in the lower grade.

6.2 Reference and Credential
Verification

A minimum of 2 reference checks
inclusive of two former employers

(if employed previously) should be
completed. Reference checks will be
done on the telephone and would be
documented. References are confidential
and must be maintained in the personal
file of the employee.
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6.3 Communicating Salary and other
Benefits

Once the candidate has been selected
for the position the salary and other
benefits will be communicated to the
hired employee by the respective HR
Head.

6.4 Medical Fitness Test

The appointment is subject to being
classified as fit for service by the Group
Medical Officer. It is also a condition

of the employment that the Company
shall be entitled to have the employee
medically examined at any stage by the
Medical Officer or a Doctor or Doctors
of the Company’s choice.

7. Engagement Formalities
7.1 Permanent Staff

7.1.1 Probation

The period of probation for all employees
will be 6 months.

If an employee’s performance is below
the expected standards in relation to the
JD or those who do not observe the staff
regulations or other company policies
must be terminated within the period of
probation. However, in such instances
it is necessary to keep a record of such
incidents.

A probation period can be extended for a
further period of 6 months. If this is done,
it must be brought to the notice of the
relevant staff member in writing, before
the expiry of the initial probation period.

7.2 Contract & Other Staff

7.2.1 Contract staff

Employees will be hired on Fixed Term
Contracts only for job roles that have

a specific time duration defined for the
completion of the job scope such as job
roles involved in Projects and/or specific
assighments.

7.2.2 Interns

Interns to be provided, a monthly
allowance which will be paid to them
during their internship. At the end of the
internship a letter indicating the areas
and training they received would be
given to them. Duration of internship
should not reach or exceed 12 months.

7.2.3. Hiring through Service
providers

Hiring from service providers to the
organisation will only be with the
consent of the relevant service provider
and with CEO/MD approval.

7.3 Rejoining of Resigned Employees

Employees who have had their
employment terminated by reason
of a disciplinary process shall not be
considered for recruitment.

Employees who have left the company
through a Voluntary Retirement Scheme
(VRS) shall also not be eligible to rejoin
any Company of the TTE .

Such employees can be considered

for rehire only upon the completion

of a reasonable time frame since the
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acceptance of the VRS as decided by
the relevant TTE GMC member of the
Sector and with the approval of the
Chairman/Chief Executive of the .

In the event of recruiting a previous
employee to any Company within the
TTE , the previous service period of that
employee shall not be counted for any
purposes.

8. Post Recruitment Documents

Once alocal candidate is identified and
selected a series of post recruitment
formalities are carried out by the
recruitment section.

Following are the documents that would
be required in order to complete the
above-mentioned formalities.

I. Birth certificate of the Employee
Birth certificate of Children (If any)
Marriage certificate (If any)
National Identity Card
Educational Certificates
Professional Certificates
Passport Size Photograph

Bank Account Details

v © N o U A W DN

Grama Sevaka Certificate
(Non-Executive Grades only)

10. Police Report
(Non-Executive Grades only)
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9. On-boarding

9.1 Personnel Administration
matters including letters of
appointment

It is encouraged for Sectors of the to
obtain the shared services of the
Human Resources Department for the
administration of both executive and
non-executive personnel files

and related administration matters so
that the Sector’s Human Resources
department could devote its time on
strategic human resource interventions
for its Sector. However in the event
that the Sector Human Resources
Department were to manage the above
mentioned personnel administration
matters, such has to be in accordance
with this policy and other applicable
standard operating procedures that
the sectors abide or which have been
advised by the Human Resources
Department.

9.2 Acceptance of Offer

On candidate request a Letter of

Offer can be issued specifying details

of remuneration and position. The
candidate will be required to confirm
the acceptance of the offer by returning
the signed duplicate of the copy.
Subsequent to other onboarding
formalities the comprehensive Letter of
Appointment will be issued. The selected
candidate shall be required to confirm
acceptance of appointment by signing
and returning the duplicate copy of the
letter of appointment together with
terms and conditions of employment as
applicable to the relevant position.

9.3 Non-Acceptance of Offer

On non- acceptance of offer or silence of
the candidate, The Company shall treat
the offer of employment as rejected.

9.4 Unfilled Positions

All unfilled positions as a result of
inability to find suitable candidates
shall be reconsidered by the Company.
Itis policy that any such unfilled
positions shall be kept open until a
suitable individual with the required job
specification is found.

Responsibility

The heads of each business sectors,
along with the heads of each business
units will be responsible to ensure this
policy is valued and adhered to.
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1.1.5 Learning and Development Policy

TALAWAKELLE TEA

&

talawakel(e

Tea Estates®

ESTATES PLC

LEARNING &

DEVELOPMENT POLICY

Purpose:

The policy is established with the
objective of setting a framework of
guidelines on Learning & Development
of our employees pertaining to the
following:

* To provide enhanced direction related
to learning and development at TTE .

* As Learning and growth is an integral
part of life at the World of TTE, our
values are manifested through the
philosophy of learning and growth of
its people.

*  Committed to ensure development
and execution of learning initiatives
that are aligned with continuous
Learning and development of our
people as a organisational strategy.

* Entrust individual responsibility to
employees on their personal and
professional growth.

* Leaders at all levels in the
organisation are accountable for
the growth and development of
their people. Thereby, to provide
opportunities for continuous learning
and adapting capabilities

Scope:

Invest on a continuous basis in
developing competencies of employees,
whilst focusing on:

* Priority given for technical,
professional, functional skills and
leadership aspects.

* All learning & development aspects of
Management and senior leadership
of TTE

* Personal development of all
employees at TTE
Core Content:

Learning & Development policy
comprehensively covers guidelines
pertaining to:

* Training needs identification

* Designing and delivery of required
training programs

*  Nominations & program participation

* Post training evaluation -Throughout
the above stages of the learning
& development cycle, vigorous
involvement of senior management
together with the HR- Learning

Hayleys Lifecode < 17

HR POLICY/
MANUAL

& Development is mandatory

for successful implementation

of the complete learning

process. References to the term
“Management” in this policy shall
always include the departments
concerned unless expressly excluded
for a specific reason, which shall be
stated.

Learning & Development
Procedure:

I. Training needs ldentification

* Training needs identification of
employees will be carried out on
annual basis by respective sector HR
teams.

* Main mechanism of identification of
training needs will be through annual
performance appraisal discussions.

*  Through discussions with respective
GMC members, CEOs and Directors
of the respective Sector / company.

* Development needs will also
be identified based on specific
requirements of any special projects/
assignments.

* Talent and succession pool
development is the responsibility
of the Sector GMC member, in
collaboration with sector HR team
and HR.
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2. Prioritising training and
development needs

Respective cluster HR Head is
responsible:

* To define and identify critical training
needs of respective sector employees

* For compiling and validating critical
training needs for their sectors.

* For identifying and compiling
programme objectives and expected
performance standards.

*  For communicating collated &
prioritised trainings needs of its
employees in a structured format to
the HR division on an annual basis.

3. Designing and delivery of Training
Programmes

HR division will:

* Review, design and facilitate relevant
training programmes to cater to
identified specific training needs that
are common for all clusters.

* Designing of training programs
will be predominantly based on the
identified specific development needs
of employee including:

i) Expertise and recognition of
selected trainers/ training institutes,

ii) A database of pre-approved
Trainers/ Training partner
institutions will be maintained by
HR division.

iii) Discussions with identified parties
will be held prior to making
the decision to customise the
programme, in order to meet
expected training objectives of
nominated participants.

iv) HR Cluster members may also
forward to HR the details of
suitable training partners’ details
that are recommended.

v) Respective sector HR teams will
be responsible to handle any other
sector specific training programs.

4. Cost Allocation and Training
Investments

* HR Cluster members are responsible in
preparation of the budget and defining
of other constraints for identifying
potential development opportunities
for their respective sectors.

* Respective sector HR teams are
required to keep the GHR team
informed at the beginning of the
financial year, on their specific budget
allocations for overall learning &
development upon completion of
budgeting cycle.

5. Post Training Evaluations

* Feedback from participants will be
gathered, reviewed and evaluated by
the HR for necessary action.

* In the event of any non-conformity, the
respective trainer/ training institute
will be called for a discussion, to
ensure quality and standards of the
programs are maintained.

* Knowledge sharing should be
done amongst peers within own
dept. /company within a month
of completing the training by the
respective employee.

6. -wide training is categorised as
follows:

» Specific programs which are
sponsored by HR

* Repetitive wide programs where
the cost is borne by respective Sectors
(Based on nominations)

* All requests have to be in line with the
published training catalogues. If any
other programme which is outside
the catalogue is required, Talent
Development Team to be consulted
directly.

* Sector-specific Training

Responsibility

The heads of each Business Sectors,
along with the heads of each business
units will be responsible to ensure this
policy is valued and adhered to.
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6.1.6 Talent Management and Succession Planning Policy

&

talawakel(e

TALAWAKELLE TEA
ESTATES PLC
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HR POLICY/

Tea Estates®

TALENT MANAGEMENT
AND SUCCESSION

PLANNING POLICY

Overview

The TTE Talent Management and
Succession planning will be an ongoing
wide process which identifies the
competencies, assesses said
competencies in order to develop and
retain a talent pool of employees.

The process is conducted in order

to ensure the continuity of business,
immaterial of the changes in leadership,
across all critical positions.

Succession Planning Process

Critical Role Identification
Pre Talent Review Meeting

Talent Review Meeting and Successor ldentification & Mapping

Assessment Centre

heh e

Objective

The TTE Talent Management and
Succession planning is designed to be
a focused and proactive process, which
will enable TTE to determine the
competent talent pool in order to ensure
the continuity of business, immaterial
of the changes in leadership across all
critical positions, across the .

* A process to preserve the information
and knowledge within the
organisation; in case of retirement,
promotion or attrition.

Personal Development Plan (PDP)

Begin PDP

MANUAL

* A tool for high performing individuals,
at various designation levels will be
able to take up the responsibility
whenever necessary.

* To support the growth of Employee
Engagement

* To reduce the recruitment cost

Eligibility Criteria

* Identified talent must have completed
at least two Appraisal cycles.
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Critical Role ldentification

=

The accountability lies between the BU
Head and Relevant GMC member

The immediate Supervisor and BU
Head will conduct the initial stage of
identifying critical role(s). Sector HR
Head is required to overlook the process.

[ Availability of Talent within the team/ out of

the company

Following which the Sector HR Head
will need to overlook the process and
research the availability of Talent for
each identified Critical Role.

5

(Cost of replacement

}o h

Business critical tacit knowledge - skills &
[ competencies

|

The Job

The person

[Criticality to business

W

Pre Talent Review Meeting

=

Once the Talent Review meeting
request has been sent by HR, the
supervisor will receive a notification
to complete a potential questionnaire
for those who fall within the criteria of

3 & above for the Performance rating,
by the Human Resources department.
This questionnaire is required to be
completed prior to the Review meeting,
as it collates information for the 9-box
grid for those within the identified
criteria. It is rated using a | - 5 Likert
scale.

The questions in the system are as
below:
I) The person is a strategic thinker

2) The person has the ability to lead
others through influence, not just
authority

j‘(Ease of Replacement
.V'
Networks and contacts established

(.

3) The person is a creative problem
solver

4) This person thrives on new
challenges and delivers results

5) This person is a good fit within our
culture

6) This person has an effective network;
both internally and externally

7) This person is self-aware, and strives
for both personal and professional
development

8) This person recognises and leverages

the potential in others

Based on the scoring the potential rating
will be decided as shown below;

8to 20 — Low
21 to 34 — Medium
35 to 40 — High

In addition to the Potential, Risk of Loss
(likelihood of employee leaving — flight
risk) and Impact of loss (impact to
organisation if the employee leaves)
ratings will also have to be provided
on a High, Medium and Low rating
scale. These will be direct inputs by the
supervisor and further ratified at the
Talent review committee.

Parallel to this, a ‘best fit analysis’ will
need to be completed for those identified
critical roles. This task is to be carried
out by the BU Head, following the initial
discussion of Critical Roles and Jobs at
Risk identified with GMC member.
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For each Critical Role identified, an
expected benchmark will need to be

filled in for the below seven criteria

— model profiling. This is also the
commencement point of the Succession
Management module.

I) Competencies
2) Languages

3) Licenses and Certifications

=N

Talent Review Meetings must include
BU Head/ COM member (as applicable),
Immediate Supervisor, Sector HR Head
and any other invitees.

The employees are also slotted into
the 9-box grid with Performance and
Potential as the two axis where the top
talent (mainly those who fall into the
three quadrants of High Potential, High
Performance; Medium Potential, High
Performance; High Potential, Medium
Performance) is identified.

4) Honours and Awards
5) Memberships

6) Degrees

7) Work Requirements

This will generate the ‘best fit analysis’

for each identified critical role. The ‘fitting

profiles’ can be filtered to a percentage
number the sector decides on.

Talent Review Meeting and Successor ldentification & Mapping

Employees who fall into other categories
such as low performance, high potential;
Medium Performance, Medium Potential
also need to be considered.

It is recommended that an average
performance rating be utilised over the
last 2 or 3 years for the performance axis.
However, this is subject to the discretion
of the respective Management team

of the division/sector where a decision
could be also taken to only consider the
performance of the last year.
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The identified talent considered will be
from two levels below the Identified
critical role.

i.e. If the Critical role identified is
of a General Manager level, those
from Manager level upwards can be
considered.

At this stage, successor identification
and mapping occur.

In the case of other identified talents,
which will not fall into Succession
Planning, the Talent Profile need to be
re-visited, reviewed and plans discussed
to ensure these profiles are continuously
developed and engaged.

@ Finalisation of Successors with Hayleys GMC Member/and HRHead

The accountability of the process lies
with the Sector HR, and the coordination
of the Succession Planning Team is
required.

* Generally finalising of the successors
will be with the involvement of the
respective sector GMC member,
HR Head / Head HR/ Head — GTD.
However, depending on the
seniority of the potential successor
this can vary. For senior positions,
the Hayleys Chairman and Chief
Executive will also participate.

All potential successors at senior level
in order to be confirmed will need to be
forwarded to Hayleys Chairman and

Chief Executive and approval obtained.

The Sector HR Head is required to be
present at this meeting, along with the
below:

1) The jobs at risk

2) A snapshot of the dashboard of each
identified talent

This discussion will be the decisive step
taken prior to moving to the Assessment
Centre. This step will also ensure that
the process is conducted consistently
across the group while facilitating cross-
sector transfers.
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SECTOR HR MUST DISCUSS THIS WITH THE IDENTIFIED TALENT PRIOR TO
NOMINATING THEM FOR THE ASSESSMENT CENTRES. HOWEVER, IT IS IMPERATIVE
TO NOT SHARE THE DETAILS OF A SUCCESSOR - ONLY THAT THEY HAVE BEEN
IDENTIFIED FOR THE “LEADERSHIP PIPELINE” PROGRAMME.

The readiness level or the number of years required to reach the desired role needs to be indicated for each identified successor.

The development plan (s) formulated have to be aligned to the readiness level timeframe.

@ Assessment Centre

Conducting Assessment centers
while optional is recommended as it
helps sharpen the development of the
identified successor.

The type of Assessments conducted
will differ from those identified for

Managerial Levels, and General Manager

and above levels.

Following the Assessment process
results, the GMC member of each
respective sector will need to be updated
on the outcome and the progression of
the final Talent pool.

@ Personal Development Plan

A customised PDP will be developed
based on the assessment center
feedback and discussions, as well as
input from the supervisor and the GMC
member for the selected candidates.
This PDP should be reviewed at least
once a quarter.

The development of the PDP for sectors
should lie in the responsibility of the
Sector HR Head, a training coordinator
and the immediate supervisor.

The development of the PDP for
TALAWAKELLE TEA ESTATES PLC
would be the responsibility of
HR

The PDP must include soft skills
development programmes, and subject
related programmes (as per the
Business needs).

Sectors may seek the assistance of
HR when developing the PDP.

A report of each PDP must be shared
with:

I. The ldentified Talent

2. GMC member

3. Head — GHR/ The Succession
Planning team

These Development Goals can be added
to the Talent Management profile of the
individual.
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@ Begin PDP

An individual will be evaluated on a
quarterly basis.

Those whom the PDP is assigned to
will be responsible for the execution of
the PDP, however the Sector HR and
Succession Planning coordinator is
required to follow — up and assist in the
process (facilitating and identifying/
nominating for relevant Trainings).

Once the IDP is completed, and if
immediate promotion is not available, a
strong retention plan must be placed.

i.e.: Involvement in a strategic project/
Retention Bonus

Responsibility

The Head- GHR, The Sector HR/ SBU
Heads and the Succession planning
team, will need to review the outcome of

an evaluation at the end of each quarter.

The evaluation will be conducted
amongst the HR Head, SBU Head and
Immediate Supervisor.

At the end of the 2nd Quarter, each
evaluation will be required to be
discussed with the Head- HR and

The sector HR Head/ BU Head is
accountable for this and must be
discussed with relevant GMC member.

Not only those identified for Succession
Plans, but those identified as Top Talent
could also be subject to Assessment
Centers and Personal Development
Plans formulated.

Sector GMC member. Underperforming
individuals will be highlighted during
the 2nd Quarter Evaluation period and
warned. The continuation of such
individuals in the Successions Planning
process will be determined by their
performance, growth and efficiency by
the end of the 3rd Quarter.

*Promotions may occur during the PDP;
however, the PDP plan must be followed
through until the end.

Continuous engagement, involvement
in strategic projects and discussions to
take place with all employees identified
as top talent and successors to ensure
s/he is motivated and focused.

Succession plans for each critical
position needs to be reviewed every six
months and necessary adjustments
where relevant should be made.

The heads of each business sectors, along with the heads of each business units and heads of HR will be responsible to ensure

this policy is valued and adhered.
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6.1.7 Performance Management Policy

TALAWAKELLE TEA
2/ ESTATES PLC

talawakel(e
Tea Estates®
PERFORMANCE
MANAGEMENT POLICY
I. PURPOSE 2. SCOPE
To facilitate and promote the The policy applies to all Executive
achievement of organisational business & Managerial staff members of the
objectives through the effective TTE .

management of employee performance.

3. RESPONSIBILITY

HR POLICY/
MANUAL

JOB TITLE RESPONSIBILITY

| Employee Adhering to the policy, process and procedures. Ensure one’s goals are set within the

stipulated time period

2  Immediate Supervisor Adhering to the policy, process and procedures. Ensure subordinates goals are set and

evaluations carried out within the stipulated time period

3 | Sector HR Division Administration process and provision of management information

4 Management Committee Member| Long term commitment and continuous support to drive the policy in respective
/ Managing Director / Head of | sectors while recognising and reinforcing strong performance of employees

the company

company.

4. POLICY ADMINISTRATION
PROCEDURE

4.1 Compliance with the annual
performance appraisal process is
measured as a corporate performance
indicator.

4.2 The TTE Performance
Management System (PMS) evaluates
the following components to which
weightages are allocated in order to
measure individual contribution to the

* Key Performance Indicators (KPI’s):
80%

* Behavioural Competencies: 20%

* Organisation Values: (-)10%

4.3 KPIl/Goal Setting

4.3.1 Individual KPI setting is based
on the Balance Scorecard method
where by employee performance is
measured according to the following
perspectives in order to ensure a holistic



approach is used to measure
employee

performance. Required perspectives
should include KPIs from following
aspects:

* Learning and Growth Perspective

* Internal Business
Processes Perspective

* Customer Service Perspective

* Financial Perspective

4.3.2 In certain instances it may not
be possible for KPI's to be set based

on the financial perspective of the
balance

Hayleys Lifecode < 25
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scorecard. In such cases, the KPI’s will
be distributed among the other three
perspectives.

4.3.3 The immediate supervisor and all
employees of the TTE must ensure
that the cascading and planning of
specific KPI's for the following financial
year must be completed annually by
March

4.3.4 Goals of employees should include
KPI’s/ Goals set according to the
SMART principal (Specific, Measurable,
Achievable, Realistic, Time-bound),
measures and evaluation criteria

as agreed upon by the immediate
supervisor and the employee.
Weightages need to be decided for
each goal with the summation of such
equalling to 100% for the entire goal plan
(i.e. all performance goals)

4.3.5 Each goal needs to possess a
measurement criterion on how the
goal is to be achieved also detailing the
level of performance i.e. the target that
would constitute an expected level of
performance, the quantum of increase(s)
that defines beyond expectations etc.

4.3.6 KPI's of several individuals can
be similar in nature but should be
tailored to each individual based on job
requirements.

4.3.7 KPI's are permitted only if KPI's
are set that require two or more
people to accomplish the KPIs.

4.3.8 Assessing of KPI's will be carried
out through a 5-point scale (I being the
lowest and 5 being the highest)

4.3.9 Competencies will be in line

with the TTE Behavioural

Competency Framework which specifies
the level of proficiency required for the
relevant Behavioural competencies by
job level.

4.3.10 Assessing of Competencies will
be carried out through a 5-point scale
(1 being the lowest and 5 being the
highest).

4.3.11 Organisation Values are evaluated
by the immediate supervisor in a close
ended manner where the supervisor
states whether or not the respective
employees possess the TTE values or
not. This evaluation carries a (-) 10%
weightage where possessing the values
would be ‘0%’ and not possessing would
amount to (-10%)

4.4 Performance Monitoring

It is recommended that continuous
feedback and monitoring takes place to
ensure that performance observation
is an ongoing activity. The immediate
supervisors are encouraged to record
all major performance related incidents
on a continuous basis so that real time
feedback can be given to employees.

4.5 Mid-Year Review

4.5.1 The immediate supervisor is
responsible for scheduling a midyear
review with the subordinate to discuss
the progress made on the achievement
of KPIs and any corrective action
required.

4.5.2 Performance ratings are not
communicated and only feedback on
individual goals and overall performance
is discussed. Validity of Goals could be

revisited and necessary adjustments
could be discussed with the employee
and finalised.

4.5.3 The midyear review takes place 6
months after the start of the period of
assessment.

4.6 Annual Assessment

4.6.1 Self-Appraisal:

At the annual assessment, the employee
conducts a self-evaluation on one’s
performance in terms of the Goals

set at the commencement of the year
of assessment and the Behavioural
Competencies aligned to the specific
job level. It is very important that the
employee provides justification with
facts and figures for each of the ratings
provided

In addition, the employee should also
indicate any training requirements he/
she feels is required to execute the given
job role.

Finally, overall comments also need
to be provided summarising the
contribution for the assessing year.

Supervisor Appraisal:

The Immediate Supervisor thereafter
conducts the Supervisory appraisal for
the employee on the Performance goals,
competencies and values.

Taking note of the ratings and
justification provided by the employee,
the supervisor will make his/her
assessment providing justifications for
goals and competencies. Recommended
training programmes will also be
suggested for the employee in line with



the job role. The assessment on whether
the employee possesses the TTE values
will be made and finally the overall
comments on the assessment year will
be provided.

The supervisor enters all above and
saves his/her entry on the system

without submission until the next step is

complete — the calibration review.

Once the Calibration is complete, the
supervisor will adjust any ratings as
applicable post Calibration review
committee and submit the final review.

4.6.2 The annual assessment takes
place in the period March-April for all
companies other than in specific
circumstances related to specific
industries / countries.

4.6.3 All ratings should have sufficient
documentation to substantiate the
ratings.

4.7 Review of overall Performance
Ratings / Rating Calibration reviews

4.7.1 A review committee consisting
of Chairperson (Head of Company/
Department), Appraisers and
representative from HR (to be decided
depending on levels being discussed)
in order to evaluate the performance
ratings of all employees to ensure that
the appraisal is carried out in a fair,
impartial and accurate manner.

Final approval for all Executive and
above Performance ratings has to be
obtained from the relevant TTE
GMC member of the division/ sector.

4.7.2 The review committee meets after
the immediate supervisor has completed

the performance assessment of the
employee and before the appraiser
discusses the assessment ratings with
the employee.

4.7.3 The performance rating is finalised
only after the review committee
members approve the ratings.

4.8 Feedback Session

4.8.1 Once GMC approval is obtained,

a one-to-one feedback session

takes place between the immediate
supervisor (IS) and the employee.
During this feedback, the IS will give
his comments including the comments
from the calibration review committee
on the employee’s performance over
the course of the year of assessment.
The conversation will also entail areas
of development and behaviours that
should continue; commendation for
achievements and highlights; the

employee’s aspiration and career path in

the short to medium term and formulate
any development action plans where
relevant.

It will be required to place on record the
details of this conversation and the date
it took place.

4.9 Modification/ Amendments to
KPI's

Circumstances may arise which
require changes to the set KPI's due to
unforeseen factors.
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Guidance from the Human Resources
Department could be obtained;
however, listed below are procedures
for the most common extenuating
circumstances.

Modification/ removal of KPI’'s may
be considered under the following
conditions. The new KPI’s would need
the next higher-level supervisor’s
approval before being adopted.

4.9.1 Change in business plans leading
to a change in the organisational/
individual KPI’s, to be decided / agreed
upon at GMC Members/ CEO / Senior
leadership level

* Itis the responsibility of the
immediate supervisor to explain
to the employee regarding the
modification/ removal of the KPI.

* If considerable effort has been
made by the employee to achieve
the KPI, the employee should be
rewarded for the progress made on
the achievement of the KPI up to the
point of modification of the KPI.

* If the KPI is to be removed and
considerable effort has not been
made by the employee to achieve
the KPI, then the weight attached
to the KPI could be proportionately
redistributed amongst the other KPI’s.

4.9.2 Transfer to a new role under the
same/ new supervisor

* If 4 months of continuous supervision
has been performed in the previous
role
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The former supervisor will complete a
performance appraisal on the employee
using the setout procedure in this policy.

In the case of a change of supervisor, it
is the responsibility of the department
head to ensure that all appraisals are
completed and submitted to the HR
department before a supervisor is

no longer in the employee’s chain of
command.

The new supervisor will begin the
appraisal process once the previous
supervisor has submitted the
employee’s performance appraisal
documents. In the event that the new
supervisor has supervised for a period
less than 4 months, higher weightage
should be given to the previous
supervisor’s appraisal.

* If 4 months of continuous supervision
has not been performed in the
previous role

The previous supervisor will supply the
new supervisor with all documentation
on the employee and provide the new
supervisor with a “mock” evaluation
of performance and KPI attainment (if
applicable) to date.

4.9.3 Change of Supervisor

* If 4 months of continuous supervision
has been performed

The former supervisor will complete a
performance appraisal on the employee
using the above procedure if there is at
least 4 months of continuous supervision.

It is the responsibility of the department
head to ensure that all appraisals are
complete and submitted to the HR
department before a supervisor is
no longer in the employee’s chain of
command.

The new supervisor will begin the
appraisal process once the previous
supervisor has submitted the

employee’s performance appraisal
documents. In the event that the new
supervisor has supervised for a period
less than 4 months, higher weightage
should be given to the previous
supervisor’s appraisal.

* If 4 months of continuous supervision
has not been performed

The previous supervisor will supply the
new supervisor with all documentation
on the employee and provide the new
supervisor with a “mock” evaluation
of performance and KPI attainment (if
applicable) to date.

Responsibility

The heads of each business sectors,
along with the heads of each
business units and heads of HR will
be responsible to ensure this policy is
valued and adhered.



6.1.8 Anti-Sexual Harassment Policy
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ESTATES PLC

ANTI-SEXUAL

HARASSMENT POLICY

|I. Purpose

The TTE is committed to creating a
healthy working, inclusive environment
that enables employees to work without
fear of sexual harassment. Any form of
sexual harassment can adversely impact
both individual and organisational
performance.

TALAWAKELLE TEA ESTATES PLC
will not tolerate any form of sexual
harassment of its employees in keeping
with its Values and considers any act of
sexual harassment as misconduct,
entitling the company to take
appropriate disciplinary action,
including termination of employment.
Sexual harassment is a criminal offence
under the Penal Code of Sri Lanka.

Sexual harassment in the workplace
can take many forms. It can be obvious,
direct or subtle and can include
unwelcome physical, verbal or non-
verbal behaviour. It can also affect either
sex.

Definition of Sexual Harassment

Conduct which is unwelcome,
unsolicited, unacceptable, unreasonable
and offensive to the recipient of an
overtly or covertly sexual nature,
affecting the dignity of women and
men at work, including the conduct of

superiors, colleagues and subordinates.
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(Vide Code of Conduct and Procedures
to Address Sexual Harassment in the
Workplace, a Guideline developed by
the ILO and the Employers Federation of
Ceylon)

It is important to note that behaviour,
considered acceptable in one context, may
be construed as harassment in another.
Depending on whether the behaviour
is welcome or not, any of the following
could amount to sexual harassment:

a) Unwelcome sexual advances, requests
or demand for sexual favours, either
explicitly or implicitly, in return for
employment, promotion or other
benefits

b

~

Material that is sexist, sexually explicit,
etc. displayed publicly, circulated or
distributed on a computer, fax machine,
mobile phone or any other device

c) Verbal abuse or comments that put
down or stereotype people generally,
or an individual particularly, because of
their gender.

d) Sexually suggestive or explicit verbal
abuse, gestures or comments that
would create an uncomfortable
atmosphere for the individual.

e) Unwanted physical contact (ranging
from unnecessary touching to
serious physical assault)
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2. Scope

To firstly create a climate where
employees feel confident that sexual
harassment will not be tolerated, and
where they feel comfortable speaking
out about harassing situations.
Secondly all members of the
organisation must know what the
consequences of sexual harassment
are, and what to do if they become
aware of sexual harassment.

Thirdly continual training and education
are essential to maintaining an
atmosphere of mutual respect.

3. Procedure to be adopted in
the event of sexual harassment

3.1 If any employee of the company
feels that he/she is being sexually
harassed, the employee could:

3.1.1 Inform the person harassing
to stop. This will convey to that
person that the employee is
embarrassed, humiliated,
demeaned, or otherwise bothered
by what they are doing or saying.
Often, a person may not be
aware that her or his behaviour is
bothersome, and will change the
behaviour once they realise this

3.1.2 This could be done directly or in
writing. If it is in writing the letter
should be dated and copy to be
preserved. If it is conveyed to them
directly a trusted friend should be
informed of what was done and why.
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3.1.3 The employee should keep notes
of what the bothersome behaviour was,
the date it happened, how they felt and
what they did about it, and who else was
present, if there were witnesses.

3.1.4 If the harassment stops, no further
action may be necessary.

3.2 If the harassment continues, the
employee could:

3.2.1 Take formal action by making

a complaint verbally or in writing ( by
letter or email) to any member of the
appointed Committee within ten (10)
days following the incident unless there
are compelling reasons for delay

3.2.2 Directly contact verbally or in
writing to any member of the External
Committee (Ombudsman) appointed
by TTE for accepting complaints to
maintain confidentiality

3.3 Once a verbal or written complaint is
received:

3.3.1 The Committee or Ombudsman
will maintain a register to endorse the
complaint received by them with copy
to Chairman and Chief Executive and
keep the contents confidential, if it is
so desired, except to use the same for
discreet investigation

3.3.2 The Committee or Ombudsman
will hold a meeting with the Complainant
within five days of the receipt of the
complaint, but no later than a week in
any case

3.3.3 At the first meeting, the Committee
members or Ombudsman shall hear

the Complainant and record her/his
allegations. The Complainant can also

submit any corroborative material with
a documentary proof, oral or written
material, etc., to substantiate his / her
complaint

3.3.4 Thereafter, the person against
whom the complaint is made may

be called for a deposition before the
Committee or Ombudsman and an
opportunity will be given to him/ her

to give an explanation, after which, an
“inquiry” shall be conducted by the
Committee appointed and concluded.

3.3.5 The parties are entitled to be
represented through a colleague at work
if required

4. The Inquiry Process

4.1 The Committee shall immediately
proceed with the Inquiry and
communicate the same to the
Complainant and person against whom
complaint is made.

4.2 The Committee shall prepare and
hand over the Statement of Allegation
to the person against whom the
complaint is made and give him / her
an opportunity to submit a written
explanation if she / he so desires within
7 days of receipt of the same.

4.3 The Complainant shall be provided
with a copy of the written explanation
submitted by the person against whom
complaint is made.

4.4 If the Complainant or the person
against whom complaint is made
desires any witness/es to be called,
they shall communicate in writing to the
Committee the names of witness/es
whom they propose to call.
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4.5 If the Complainant desires to
tender any documents by way of
evidence before the Committee, she /
he shall supply original copies of such
documents. Similarly, if the person
against whom complaint is made
desires to tender any documents in
evidence before the Committee he /
she shall supply original copies of such
documents. Both shall affix his /her
signature on the respective documents
to certify these to be original copies.

4.5.1 The Committee shall call upon
all witnesses mentioned by both the
parties.

4.6 The Committee shall provide

every reasonable opportunity to the
Complainant and to the person against
whom complaint is made, for putting
forward and defending their respective
case.

4.7 The Committee shall complete
the “Inquiry” within reasonable period
but not beyond three months and
communicate its findings and its
recommendations for action to the
HRD.

4.7.1 The decision of the Committee will
be conveyed to the parties in writing

4.8 Where it is determined that

there has been cause for complaint,

the Committee shall recommend
disciplinary measures, including and not
limited to dismissal; and or counselling
and take steps to create an environment
conducive to work

4.9 The HRD will direct appropriate
action in accordance with the
recommendation proposed by the
Committee.
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4.10 Management would take all
possible measures to ensure that the
complainant would not be penalised for
making the complaint. Further if such an
event occurs to make the complainants’
life difficult, the management would take
disciplinary action against those parties
making the complainants life difficult.

5. Unsubstantiated complaints

If an employee, in good faith, files a
harassment complaint that is not
supported by evidence gathered during
an investigation, that complaint will be
dismissed, and no record of it will be put
in the accused harasser’s file. As long as
the complaint was made in good faith,
there will be no penalty to the person
who complained, and no record in his/
her file.

6. Complaints made in bad faith

In the event that a complaint was
made in bad faith--in other words, the
person making it had absolutely no
basis and deliberately and maliciously
filed the complaint — that person will be
disciplined and a record of the incident
will be put in her or his file.

7. Action against harassers and
those making complaints in bad
faith

An employee found guilty of sexual
harassment will be subject to one or
more of the following forms of discipline,
depending on the severity of the
harassment:

Similarly, an employee making
complaints in bad faith will be subject
to one or more of the following forms of
discipline.

7.1 a written reprimand;
7.2 a suspension, without pay;

7.3 a transfer, if it is not reasonable for
the people involved to continue working
together;

7.4 dismissal (this list is not exclusive or
exhaustive)

The harasser will also be required to
attend an anti-harassment training
session

8. Right of Appeal

8.1 If a party is not satisfied with the
decision of the committee, the party
may appeal to the Chairman and Chief
Executive of TALAWAKELLE TEA
ESTATES PLC in writing within 10 days
of the decision of the Committee who
will respond within 14 days.

8.2 If no appeal is made within 10 days,
the decision of the Committee shall be
final and conclusive.

9. Committee

9.1 A five-member committee will be
at all times constituted to consider
and redress complaints of Sexual
Harassment.

9.2 The Committee shall constitute
of the Head of HR and 2
Management Committee members,
and two more functional leaders of
the TALAWAKELLE TEA ESTATES
PLC team. Fair gender
representation must be retained with
a minimum of two members of either
gender. In the event the required
gender representation is not possible
through the above constitution, the
Head of HR will discuss with

other committee members and identify
suitable person/persons to join the
Committee with the approval of the
Chairman and Chief Executive of
TALAWAKELLE TEA ESTATES PLC. In
this event, the number of committee
members will be increased.

9.3 A quorum of 3 members is required
to be present for the proceedings

to take place ensuring fair gender
representation (at least one member
representing either gender)

9.4 A committee member shall cease to
be a member of the Committee forthwith
on the occurrence of any of the following
events:

* Resignation from the Committee by
written notice to the Company

* Removal by notice in writing by the
Chairman and Chief Executive,
TALAWAKELLE TEA ESTATES PLC

* Ceasing to be an employee of the
company

* On death or any legal incapacity

9.5 Any vacancy can be filled by the
recommendation of the Chairman and
Chief Executive of TALAWAKELLE
TEA ESTATES PLC.

9.6 The Committee at its discretion from
time to time may review and propose
amendments to the policy which will
take effect if approved by the Chairman
and Chief Executive, TALAWAKELLE
TEA ESTATES PLC

9.7 If the accusation is against a
Committee member he/she will
immediately step down from the
Committee and the Chairman and Chief
Executive, TALAWAKELLE TEA ESTATES
PLC will appoint a suitable temporary
replacement Committee member. In
the event the
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member is cleared of all charges, he/she
will be immediately reinstated and the
temporary member will step down.

10. The Ombudsman

10.1 The Chief Executive may
nominate up to 05 persons who are not
employees of the Company to function
as Ombudsman for the purposes of
implementing this Policy

10.2 An Ombudsman shall be nominated
for a term of Ol year at a time and shall
be eligible for re-nomination.

10.3 An Ombudsman shall cease to hold
office on the occurrence of any of the
following events:

a. resignation in writing by the
Ombudsman,

b. removal by the Chief Executive with
written notice.
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Il Other

I'l.1 “Employee” means any person on
the permanent cadre of the Company,
those on contract, internship, temporary,
part time or working as consultants.

The details of the incumbent Committee
are available on the intranet and updated
as required upon changes in the
membership.

6.1.9 Human Rights Policy

TALAWAKELLE TEA

Y
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HUMAN RIGHTS POLICY

Purpose

Human Rights outline and focus on
protection to people from severe
political, legal, and social abuses.

The TTE is a Sri Lankan
conglomerate spanning a diversified
portfolio of businesses with global
operations. Thus it is of relevance that
aspects and areas of Human Rights are

seriously addressed in all our operations.

Policy Governance and Responsibility

JOB TITLE

ESTATES PLC

Scope

TTE is committed to fostering an
organisational culture which supports
internationally recognised human rights
and seeks to prevent abuse of human
rights. We support the principles
contained within the Universal
Declaration of Human Rights and the
United Nations Global Compact (UNGC).

I Overall responsibility for the implementation of this policy

HR POLICY/
MANUAL

We commit to the following two sub-
principles of the UNGC Principles of
Human Rights;

Principle |: Businesses should
support and respect the protection of
internationally proclaimed human rights

Principle 2: Make sure that they are not
complicit in human rights abuses.

RESPONSIBILITY

Hayleys Corporate Communications

2 | Conducting an annual training and assessment of a broad range of human rights

issues utilising an international level benchmark

Hayleys Corporate Communications
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JOB TITLE RESPONSIBILITY

3  AReportand Gap Analysis to manage any areas of improvement Hayleys Corporate Communications

4 Awareness building and communication of policy to employees TTE Corporate Communications and
Sector Lifecode Champions

5 | Recording and reporting the latest indicators of management performance TTE Corporate Communications and
directed by the GRI (Global Reporting Initiative) framework Sector Lifecode Champions

* instances where Human Rights have been violated

* percentage and total number of significant investment agreements and
contracts that include human rights clauses or that have undergone human
rights screening

* percentage of significant suppliers, contractors, and other business partners
that have undergone human rights screening, and actions taken

* operations and significant suppliers identified in which the right to exercise

freedom of association or collective bargaining may be violated or at significant
risk, and actions taken to support these rights

5 |« operations and significant suppliers identified as having significant risk for TTE Corporate Communications and
incidents of child labour, and measures taken to contribute to the effective Sector Lifecode Champions
abolition of child labour

* any measures taken to contribute to the elimination of all forms of forced or
compulsory labour.

* percentage of security personnel trained in the organisation’s policies or
procedures concerning aspects of human rights that are relevant to operations

* Instances of discrimination and corrective actions taken thereafter other business
partners that have undergone human rights screening, and actions taken

* operations and significant suppliers identified in which the right to exercise

freedom of association or collective bargaining may be violated or at significant
risk, and actions taken to support these rights

* operations and significant suppliers identified as having significant risk for
incidents of child labour, and measures taken to contribute to the effective
abolition of child labour

* any measures taken to contribute to the elimination of all forms of forced or
compulsory labour.

* percentage of security personnel trained in the organisation’s policies or
procedures concerning aspects of human rights that are relevant to operations

* instances of discrimination and corrective actions taken thereafter

Related Documents * Anti-Discrimination Policy
* Grievance Handling Procedure or Policy

* Code of Conduct (The TTE Way) + Workplace HIV/AIDS Policy

* Anti-Sexual Harassment Policy



Policy Statement

Commitments to stakeholders

Employees: We treat all of our employees
with respect and dignity and promote
diversity in the workplace. Our aim to
achieve uniform application of relevant
principles underlined in the Universal
Declaration of Human Rights is derived
from our commitment to respect the rights
of our employees, which include labour
and working conditions. We are committed
to train our employees to be aware of,
respect and protect human rights in the
workplace and in the local communities
directly impacted by our operations.

Business Partners: Our commitment
applies to workers directly engaged

by the company and workers engaged
through third parties to perform work
related to core business processes for a
substantial duration (contracted workers
operating within company premises as
well as suppliers, joint venture partners
and clients/customers), through
proactive engagement, monitoring and
contractual provisions.

Local Communities: Where relevant,
we engage with local communities on
any actual or potential human rights
impacts of our operations, which also
include land and property acquisition
and security arrangements. TTE
practices human rights in accordance
with the customs, cultures and values
portrayed by these communities.

Provisions on human rights

Fair Treatment

We provide equality of opportunity
and treatment for the purposes of
eliminating discrimination based on

race, colour, gender, sexual orientation,
gender identity, religion, political

opinion, nationality, social origin and
status, disability, age or other status

of individuals unrelated to their ability
to perform work. Salaries are on par
across all positions at the , sans any
gender bias. Salary distinctions are
based solely upon factors such as
performance and market comparisons
for the relevant skill . TTE aims to pay
competitive wages based on local market
assessments.

Non-harassment

TTE commits to promote a work
environment free of any form of
workplace harassment including
physical, verbal, sexual or psychological
harassment, abuse, and threats, as
defined by the laws of each country

in which we operate. To protect
workers against such acts, TTE has
implemented prevention policies,
facilitates open communication, provides
training, and allows workers to report
incidents of harassment to a complaint
mechanism that fully investigates the
reports and responds accordingly.

Abolishing Child, forced and
compulsory Labour

In Sri Lanka, the law defines children
as below the age of 14 years. TTE
opposes child labour, does not employ
any person under the age of 18, and
works with business partners to ensure
that zero instances of child labour are
recorded in the supply chain as defined
by national laws. We oppose all forms
of forced or compulsory labour and
work hand in hand with subcontractors
and suppliers to ensure illegal forms of
employment are eradicated.
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Hours, wages and leave

TTE works within the standards set

by national law and respects the

standards set by the International Labour
Organisation (ILO). We provide a living
wage that enables workers to meet the
basic needs of themselves and their
dependents, ensures that workers are
provided leave in accordance with national
standards and ensures that all workers
have an official employment status.

Freedom of association/collective
bargaining

TTE believes in employees engaging in
dialogue with the company on any issue
they may wish to voice and seek
redress on.

Promoting health and safety

TTE commits to providing safe and
healthy working facilities and takes
appropriate precautionary measures to
protect employees from work-related
hazards and anticipated dangers in
the workplace. Safety precautions
depend upon and are relevant to the
industry, company concerns and the
needs of vulnerable workers and meet
or exceed the laws of each country in
which we operate. TTE ensures that
workers are provided with the protective
equipment and training necessary

to perform their tasks safely, and are
actively involved in health and safety
efforts.

Effective Date for implementation

This policy shall be effective and
operative from January Ist, 2014.
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Link to UN SDGs & GRI

GOAL. TARGET GRI

auny 4.4 By 2030, substantially increase the number of youth and adults who have relevant skills,

AREIN

including technical and vocational skills, for employment, decent jobs, and entrepreneurship

4.5 By 2030, eliminate gender disparities in education and ensure equal access to all levels
of education and vocational training for the vulnerable, including persons with disabilities,
indigenous peoples, and children in vulnerable situations

8.1 Sustain per capita economic growth in accordance with national circumstances and, in
particular, at least 7 per cent gross domestic product growth per annum in the least developed
countries

8.2 Achieve higher levels of economic productivity through diversification, technological

upgrading, and innovation, including through a focus on high value added and labour intensive 404-1
sectors
404-2
8.5 By 2030, achieve full and productive employment and decent work for all women and men,
including for young people and persons with disabilities, and equal pay for work of equal value 404-3
8.7 Take immediate and effective measures to eradicate forced labour, end modern slavery 401-1
and human trafficking and secure the prohibition and elimination of the worst forms of child
labour, including recruitment and use of child soldiers, and by 2025 end child labour in all its 402-1
forms
406-1
8.8 Protect labour rights and promote safe and secure working environments for all workers,
including migrant workers, in particular women migrants, and those in precarious employment 407-1
o 5.1 End all forms of discrimination against all women and girls everywhere
e 405-1
g 5.5 Ensure women'’s full and effective participation and equal opportunities for leadership at

all levels of decision-making in political, economic, and public life 405-2

5.b Enhance the use of enabling technology, in particular information and communications
technology, to promote the empowerment of women

5.c Adopt and strengthen sound policies and enforceable legislation for the promotion of
gender equality and the empowerment of all women and girls at all levels

10.3 Ensure equal opportunity and reduce inequalities of outcome, including by eliminating
discriminatory laws, policies and practices and promoting appropriate legislation, policies, and
action in this regard




Table |: People Management Strategies, Targets and KPls

POLICY ESG STRATEGY 2030 TARGET BASELINE ANNUAL KPI
PERFORMANCE

Employment
policies

Developing a diverse,
engaged team

5% Attrition rate across
entire by 2030

2% new hire attrition rate
across entire by 2030

10% attrition rate

Baseline to be determined
in 2021/22
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0.5% reduction in annual
employee attrition rate

Initiate the monitoring
of new hire attrition
rates from 2022/23
and set annual targets
accordingly

Provide opportunities for
continuous learning

Each employee to receive
an average of 40 training
hours per annum

5.31 hours of average
training per employee

Sector specific annual
KPls

Create a performance-
driven, conducive work
culture

100% employees to
receive performance
appraisals

98% of employees receive
performance appraisals

1% increase in
performance appraisals
by 2022/23 after
which 100% should be
maintained

Build talent pipelines and
succession plans

Formulate clear
succession plan for
MD and immediate
subordinate for all the
business sectors

Baseline to be defined in
2021/22

Implement succession
plans for MD level of all
sectors by 2023

Implement succession
plans for immediate
subordinate to MD for all
sectors by 2027

Leadership and
supervisory development
plans

10,000-man hours

of leadership and
supervisory development
programs covering all
sectors by 2030

Baseline to be determined
in 2021/22

Initiate leadership and
supervisory development
programs in all the
business sectors by 2024.

Annual 1000 hour
increase in leadership and
supervisory development
programs

Building an inclusive and
equitable organisational
culture

All employees to undergo
training and awareness
on anti-discrimination

Currently conducted at
executive and above
orientation programs

Ensure suitable training
schedule to cover all
employees and continue
annually
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1.2 Health, safety, and well-being
TALAWAKELLE TEA

&

talawake(ie

Tea Estates®

ESTATES PLC

HEALTH AND SAFETY
POLICY

Standard

As an organisation with significant
interests in both manufacturing and
service sectors, TTE is committed to
maintaining the highest standards of
health and safety across its
operations, thereby providing a safe
and injury-free working environment
for all employees. This guideline serves
as the minimum standard on health
and safety management practices that
all companies should adopt;
companies which have a higher level of
vulnerability to health and safety risks
are encouraged to implement more
stringent practices reflecting sector-
specific risks.

ESG strategies relating to
management of health and safety, our
targets and annual key performance
indicators are set out in Table 2: Health
and Safety Strategies, Targets & KPIs
forms an integral part of this standard.

Scope

This policy is applicable for all business
entities and relevant service providers of
TALAWAKELLE TEA ESTATES PLC.

Commitment

We seek to prevent all accidents
and occupational diseases across
our operations, thereby ensuring the
protection of all our employees. In
driving towards this objective, we are
committed to:

* Maintaining hygienic, safe, and
healthy working conditions,
machinery and equipment and
provide the necessary instructions
and training that is required for this
purpose.

* Ensure compliance to all health
and safety laws, rules, regulations,
relevant international standards, and
client requirements. Companies are
also encouraged to obtain the ISO
45001: 2018 Occupational Safety &
Health Management System.

*  companies will seek to
proactively engage in hazard
identification and risk assessment
and define subsequent corrective
actions to effectively control health
and safety risks in the workplace.

* Companies are encouraged to
educate and provide relevant health
and safety training to employees,
which in turn will nurture a culture
of safety in the organisation and
empower employees to avoid unsafe

HR POLICY/
MANUAL

situations. All employees should also
take reasonable care of their own
health and safety whilst at work and
fully co-operate with the respective
Company in all health and safety
related initiatives.

*  companies will ensure that
contractors, service providers and
other third parties entering the ’s
sites and facilities are made
sufficiently aware of the applicable
health and safety practices in place
and are equipped to carry out their
tasks safely.

* Drive continuous improvements
in occupational safety and health
management through ongoing
communication, training and driving
towards performance targets.

* Ensuring the 100% complete and
accurate reporting of relevant
health and safety data to TTE
Sustainability on a timely basis
following the set reporting
requirements of the GRI Standards
and TTE’ Cube reporting.

Aligning with the TTE Sustainability
strategy this policy will be reviewed
periodically and communicated to
relevant and interested parties,
facilitating collaboration and raising
awareness on sustainable practices.
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Responsibility

The Heads of all business sectors, along with the Heads of Business Units will be responsible in ensuring that this policy is valued
and adhered to.

Link to UN SDGs & GRI

GOAL. TARGET GRI

e b 3.9 By 2030, substantially reduce the number of deaths and illnesses from hazardous 403-1 403-8

AN WL GO

hemicals and air, wat d soil polluti d contaminati
chemicals and air, water and soll poliution and contamination 403_2 403_9

403-3 403-10

8.8 Protect labour rights and promote safe and secure working environments for all workers, 403-4
including migrant workers, in particular women migrants, and those in precarious employment

403-5

403-6
403-7

Table 2: Health and Safety Strategies, Targets & KPls

POLICY ESG STRATEGY 2030 TARGET BASELINE ANNUAL KPI
PERFORMANCE

Ensure the health, Safest workplace with 1,603 work related Standardise and ensure

safety, and well-being of | zero workplace injuries/ injuries resulting in complete reporting of accident-
all employees occupational diseases 14,432 lost hours related data covering 100% of
Health and operations by 2030
No fatalities

Safety Poli
4 < Annual increase of 10% in

the coverage of sectors
complying with ISO 45001: 2018
Occupational Safety & Health
Management System to achieve
100% implementation of Health
& Safety Management system
across entire .
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Social Policies

1.3 Supplier and customer relationships

1.3.1 Procurement Policy

TALAWAKELLE TEA

&

talawake(ie

Tea Estates®

ESTATES PLC

PROCUREMENT POLICY

Standard

As a highly diversified organisation the
TTE has developed deep
relationships across extensive supply
chains, both locally and internationally.
The is committed to ensuring that
procurement activities deliver a
competitive advantage while generating
sustainable value across the ’s supply
chains. This guideline serves as the
minimum standard on procurement
practices that all companies should
adopt; in addition to this, companies
are encouraged to align procurement
practices with strategic aspirations and
industry best practices.

ESG strategies relating to
management of supply chain activities,
our targets and annual key performance
indicators are set out in Table 3:
Procurement Strategies, Targets & KPIs
form an integral part of this standard.

Scope

This policy is applicable for all business
entities and relevant service providers of
TTE .

Commitment

We seek to propagate sustainable
practices and drive the creation of

responsible value across our supply
chains. We are therefore committed to,

SUSTAINABILITY
POLICY / MANUAL

. Supplier selection should follow a

formal and structured process that is
based on objective and transparent
criteria, free from any form of bias,
discrimination and/or personal
interests. The Sourcing division has
developed a standard Supplier
Verification Process and

a Supplier On-Boarding Template for
the TTE (Refer to Attachment I)

. The evaluation criteria will contain the

following at a minimum

* Product specifications

* Price and payment flexibility
* Financial stability

+ Safety and quality

* Technical and innovation
capabilities

* Social and environmental
compliance

. Over the long-term, Sectors should

strive to screen all key suppliers for
social and environmental practices to
ensure responsible sourcing. Sectors
should initially initiate screening for
large-scale suppliers and annually
increase coverage. Please refer to
Attachment 2 for sample criteria.
Sectors are also encouraged to carry
out supplier audits on a regular basis,



ensuring continued compliance to

quality standards as well as social
and environmental practices.

. Effective and appropriate

segregation of duties within all
procurement functions to prevent
possible frauds

. Proactively engage with suppliers

and implement long-term supplier
development programs to enhance
capabilities and capacity to ensure
alignment to the ’s long-term
needs. Development programs will
be designed and implemented
based on specific supplier
strategies and should encompass
the following as a minimum:

¢ The Program should be
structured based on clearly
identified ESG benefits for the
supplier and the company

¢ Resource allocations should
be determined on an annual
basis, including financial,
human and other resources

* Sectors should formalise
program through suitable
MoUs, project plans and
supplier agreements among
others

Proactively pursuing alternative
local counterparts to foreign suppliers,
with the aim of increasing the
percentage spend on local
procurement, thereby increasing
local value addition.

Hayleys Lifecode < 41
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g. Ensuring the 100% complete and set reporting requirements of the Aligning with the TTE Sustainability
accurate reporting of relevant GRI Standards and TTE’ Cube strategy this policy will be reviewed
procurement and supply chain related reporting. periodically and communicated to
data to TTE Sustainability on a relevant and interested parties,
timely basis following the facilitating collaboration and raising

awareness on sustainable practices.

Responsibility

The Heads of all business sectors, along with the Heads of Business Units will be responsible in ensuring that this policy is valued
and adhered to.

Link to UN SDGs & GRI

GOAL. TARGET GRI

8.3 Promote development-oriented policies that support productive activities, decent job
creation, entrepreneurship, creativity and innovation, and encourage the formalisation and
growth of micro-, small- and medium-sized enterprises, including through access to financial 204-1
services.

414-1

16.1 Significantly reduce all forms of violence and related death rates everywhere 4142

Table 3: Procurement Strategies, Targets & KPIs

POLICY ESG STRATEGY 2030 TARGET BASELINE ANNUAL KPI
PERFORMANCE

Propagate good social Achieve 40% social Baseline to be Complete 1% of supplier

and environmental and environmental determined by end-FY evaluation by end- 2021/22
Procurement practices across our screening of total 2021/22 focusing initially on large scale
Policy supply chain suppliers suppliers.

Supplier base screened to be
increased by 5% annually to
achieve a target of 40% by 2030.
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POLICY 2030 TARGET BASELINE
PERFORMANCE
Implementation of All Sectors to establish 3 Sectors operate 12 different strategic supplier
strategic supplier at least one long term supplier development development programs by
development supplier development programs TTE by 2030 (At least Ol long
Procurement . ) ) )
) programmes across key | program (First Light / Haritha term program by each business
Policy .
supply chains Angaara / Jeewadhara) | sector)

*Refer to Attachment 3 for information on supplier classification

Attachment |: Supplier Onboarding Template

Supplier On-boarding Template

Section A: Supplier Information

| Registered Company Name and Address:

2 | Company Registration Number:

3 | Company Ownership: (Public / Private / Other ( if other, pls provide details)
4 | Year of Establishment:

5 | Does the company have audited financial accounts? Yes / No (If Yes, pls provide)

6 | Web Address:

7 | Details of your organisation’s scope of activity / products / services:

8 Authorised Point of Contact Phone Number:
and Contact Details of
Registered Company
Address

Fax Number:
Email Address:
Website:

9 | Does the company have several plants? Yes/No

10 | If Yes, please provide details:
Company Name Location Field of Activity
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I'l | Location of Plant supplying the product of concern (IF different from Registered Company Address)

12 | Authorised Point of Contact Phone Number:
and Contact Details of
Particular Plant Address

Fax Number:

Email Address:

Website:

13 | Overall number of staff:

14 | Staff Composition Executive : Non - Executive :

15 | Does the company belong to any of Companies! Yes/No

16 | If Yes, please state the name of the company/organisation:

17 | If your company is a Public Limited Company, do you control subsidiaries? Yes / No

18 | If Yes, please provide details:

Company Name Location Field of Activity

19 | Provide us with the contact details of key clients as reference

Company Name Product / Service Contact Details

SECTION B: Financial Information

| VAT Registration No:

2 | Preferred Mode of Payment: Cheque / TT / Other (Pls Specify)

3 | Currency Type:

4 | Credit Limit:
(In applicable currency)

5 | Credit Period (Days):
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6 Bank Detail: Name :

Account Number :

Branch :
Address :
Other:

7 | Factoring Facility: Name

Account Number :

Branch :
Address :
Other:

Section C: Governance

| Do you have a procedure on Contract review processes! Yes / No

2 | Has your company been involved in any legal suits, liens, judgments and bankruptcies? Yes /No

3 | Does your company have Import / Export Licenses? (Pls Specify)

4 | How are customers Intellectual Property (IP) being safeguarded — both internally and with subcontractors you may
engage! Do you have NDA (Non-Disclosure Agreement) with your suppliers?

Section D: Quality Management and Sustainability

| Do you have an accredited Quality Management Certification? (If yes, provide details below Yes/ No
eg. ISO 9001)
2 | Do you operate a complete Quality Management (TQM) system throughout its entire Yes/ No
business operations? (If Yes, provide details below eg. 5S, Six Sigma, Lean Six Sigma, TPM,
TQM etc.)
3 | Do you have document procedure for Customer complaint handling? Yes / No
4 | Do you have in-house Laboratory facility? Yes/ No
5 | Do you have independent QC personnel for final release of products? Yes/ No
6 | Do you have an Annual Calibration Plan? Yes / No
7 | Do you have an Annual Preventive Maintenance Plan? Yes / No
8 | Do you have an Annual Training Plan? Yes/ No




46 > ESG Framework 2022 |

9 | Purchasing Process: * Do you have a controlled list of approved suppliers? Yes/ No
* Areyour suppliers assessed and monitored? Yes / No

* Are order quality requirements clearly defined? Yes/ No

* Areyour suppliers in contract with you? Yes/ No

10 | For Suppliers of Electronic * Counterfeit Avoidance Yes/ No
Components only * Do you have an internal procedure for Counterfeit Yes / No

avoidance?
* Do you have a counterfeit inspection procedure and Yes/ No
checklist?
I'l | Is your company SLS Certified? Yes/ No
12 | Is your company GMP Certified? Yes / No
13 | Do you maintain import manufacturing certifications? Yes / No
14 | Do you maintain ISO certifications (Aside from ISO 9001) : If Yes Pls specify Yes/ No
15 | Is a periodic Risk Assessment carried out and documented? Yes / No
16 | Is a Business Continuity Plan (BCP) available? Yes / No
17 | Do you maintain ESG policies: (If Yes pls provide any) Yes / No
| Do you have an accredited Health and Safety Programme? (If yes, provide details below eg. Yes / No
OSHA, ISO 18001 etc)

2 | Ifan accredited Health and Do you have a Health and Safety Policy? Yes / No
3 ::;T;yb:?gramme s NOT Do you have a Site Specific Health and Safety Officer? Yes/ No
4 Are all employees Site Safe Trained? Yes/ No
5 Are Subcontractors required to be Site Safe? Yes / No
6 How often do they visit the site? Yes / No
7 Do you have procedures for: Emergency Readiness Yes/ No
8 Do you have procedures for: Employee Participation Yes/ No
9 Do you have procedures for: Accident Investigation Yes / No
10 Do you have procedures for: Rehabilitation / Return to work Yes / No
Il Do you have Certified First Aiders on site? Yes/ No
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12 Are your production systems, manual or automated? If Yes/ No
manual, is the workforce trained periodically?

13 H&S KPIs No of accidents per year
14 No of Serious Harm incidents
per year

.. End of the Template ..

Attachment 2: Supplier Verification Process

i i i 4. Supplier
l. Suppl!er 2. Suppl{er 3. Suppller. : .PP ! 5. Gnpihsy Eheds
Scouting Profiling Authentication Discussions & RFQs

Alternative Supplier product Includes an Discussions with Sample exchanges
suppliers with and performance is analysis of the suppliers are held to conducted to
suitable strategic evaluated reliability and identify the best fit test quality with
and financial ) . . credibility of a version of the product predetermined KPIs

* Financial capacity . .
advantages supplier . provided by BU
explored * Production * Supplier

capacity * SWOT analysis introduction to BU * Lab trials

* International . 0 [Ridk sl o [redusd ;

. ysis roduction trial

e Export history RFQ Template

* Local suppliers Supplier profile

template

6. Techno-Commercial 7. Supplier On-boarding 8. Supplier Code

Evaluation Checklist Creation 9. Purchase Order

The best supplier Dive deeper into A supplier code must Only after the supplier
is identified on the supplier’s internal be generated to track all on-boarding checklist
basis of technical and practices, including purchase has been filled
commercial viability of supplier visits, to manage satisfactory, a purchase

the quality checks and
pricing options.

X order can be placed
* Information

* Contacts

*  Quality Management
» Sustainability & Risk
* Health / Safety

On-boarding template
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Supplier assessment criteria on social and environmental practices

Supplier Details

TALAWAKELLE TEA ESTATES PLC
Name of the Subsidiary -

Supplier Evaluation Form

Scoring Criteria

Company Name:

Fully comply : 5

Address: ‘

Partially comply : 0.5 to 4.5

Contact point person’s name:

Not comply : 0

Designation: ‘

Contact details (mobile / email):

Supplier Grading

Period of the supplier evaluation (FY):

Note: If any of the criteria below not applicable with a selected supplier, kindly update the “total allocation” column as “0” for
those criteria, thereby automatically adjusting the total score. Kindly describe the reason for eliminating such criteria in the
“comments/feedback” section.

Section Description Comments / Feedbacks Marks Total
Allocation

Does the organisation have a valid 5
business registration?
Does the organisation have a 5
designated person for handling
sustainability?

Governance
Does the organisation engage in 5
sustainability reporting (GRI / NGRS /
IR / internally defined reporting etc)
Availability of sustainability risk 5
assessment
Labour Practices
Does the organisation engage workers

5

below the age of 16?
Are employee wages in compliance

Social with the labour laws of Sri Lanka and/ 5
or minimum wages set by sector-
specific wage boards?
Are working conditions and hours of
work in compliance with Sri Lanka’s 5
labour laws?
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Do worker’s have the right to
freedom of association and collective 5
bargaining?

Occupational Health and Safety

Does the organisation have an OSH

5
Management policy in place?
Fire and emergency preparedness 5
plans are in place
Are employees provided with required 5
personal protective equipment (PPE)?
Do employees receive regular safety 5
training?
Does the organisation conduct regular 5

OSH risk assessments?

Has the organisation obtained the valid
Environmental Protection License from 5
the Central Environmental Authority

Does the organisation have a long term
plan for minimising environmental
footprints (3-5 year plan including
defined resource allocations over the
program with the top management

approval)

Energy and emissions 5

Material and waste 5

Water and effluents 5

Biodiversity conservation 5

Chemical Management 5

Does the organisation have a

systematic mechanism in place to

ensure responsible disposable of

waste 5
Governance - 20% 0% 0 20
Social - 40% 0% 0 45
Environment - 40% 0% 0 35
Overall Performances 0% 0 100
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ESG based supplier evaluation has been conducted and communicated to relevant parties by;

Name of the employees:

Designation:

Signature:

Date:

This supplier evaluation has been properly communicated and accepted by the supplier organisation;

Details of the responsible employee from supplier organisation

Name of the employees:

Designation:

Signature:

Date:

Grading Index

Overall Marks Rating Grade

Scored over 71% Excellent I
Overall score 31% —70% Good 2
Overall score 30% & below Needs improvement

Attachment 3: Classification of Suppliers

Supplier classification has been defined based on the details collected from “National Policy Framework for small and medium
enterprise development” (http://www.industry.gov.lk/web/images/pdf/nateng.pdf). Organisation classified based on their turnover
and the employment. In terms of definition, both criteria are considered in classification. In the event of an enterprise falling under
more than one category then the number of employments should be the deciding factor.

_ CRITERIA LARGE MEDIUM SMALL

Manufacturing Annual turnover >Rs. Mn 750 Rs. Mn 251 - 750 <Rs. Mn 250
No. of employees >300 51-200 <50

Service Annual turnover >Rs. Mn 750 Rs. Mn 251 - 750 <Rs. Mn 250
No. of employees >200 51-200 <50



http://www.industry.gov.lk/web/images/pdf/nateng.pdf)

Social Policies

1.3.2 Customer Management Policy

TALAWAKELLE TEA

&

talawake(ie

Tea Estates®

ESTATES PLC

CUSTOMER
MANAGEMENT POLICY

Standard

The TTE caters to a global network
of retail and B2B customers. We aspire
to be the most preferred and trusted
choice of our customers across all our
sectors and are committed to
achieving this goal through a unique
value proposition which exceeds the
expectations of our customers. This
guideline serves as the minimum
standard on customer relationship
management that all companies
should adopt and a formal promise
to our customers representing our
commitment to fulfilling their needs;
in addition to this, companies are
encouraged to adopt industry-specific
best practices to build and sustained
competitive edge.

ESG strategies relating to customer
management, our targets and annual

key performance indicators are set out

in Table 4: Customer Management
Strategies, Targets & KPIs forms an
integral part of this standard.

Scope

This policy is applicable for all business

entities and relevant service providers of
TTE .

Commitment

We aspire to delight our customers
through superior product quality and
excellent service which meets or
exceeds their needs and expectations. In
achieving this goal, we are committed to,

* Nurturing customer relationships
that are based on trust and mutual
respect through developing long-
term partnerships. Sectors should
seek to build customer relationships
centering on value propositions
underpinned by innovation,
responsible production/marketing,
customer service and satisfaction.

* Maintaining 100% compliance to
relevant laws and regulations relating
to customers, including health and
safety aspects of products/services,
marketing and product labelling
among others.

Ensuring that customers receive

all relevant information about

our products/services and fully
understand the terms and conditions
relating to each product/service they
obtained from the .

* Sectors are encouraged to obtain
recognised health and safety
certifications, thereby providing
assurance to customers on the
safety of using our products. This is
particularly applicable to companies
which engage in the manufacture and

Hayleys Lifecode < 51

SUSTAINABILITY
POLICY / MANUAL

distribution of consumable goods.
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* Sectors should also comply
with all relevant ESG
requirements set out by
customers and implement a
mechanism to ensure continued
compliance with the same.

* Sectors are encouraged to carry
out customer satisfaction
surveys at least on an annual
basis, thereby
obtaining feedback on critical
aspects including product quality,
service, ease of transactions and
reliability among others.

* Sectors should implement a quick
and effective mechanism for
customers to present their
grievances and disputes. A
systematic and clear process
should be implemented to address
and resolve such complaints within
a reasonable period of time.

In addition to sector-level grievance
mechanisms, customers can also
direct their complaints, suggestions
and other feedback to the following:

Corporate Affairs Unit,
info@cau. TTE.com
+94112627000

* Ensuring the 100% complete
and accurate reporting of
relevant customer related data
to TTE Sustainability on a
timely basis following the set
reporting requirements of the
GRI Standards and TTE’ Cube
reporting.


mailto:info@cau.hayleys.com
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Responsibility

The Heads of all business sectors, along with the Heads of Business Units will be responsible in ensuring that this policy is valued
and adhered to.

Link to UN SDGs & GRI

GOAL. TARGET GRI

16.3 Promote the rule of law at the national and international levels and ensure equal access 417-1
to justice for all 4172
417-3
12 12.8 By 2030, ensure that people everywhere have the relevant information and awareness for
s sustainable development and lifestyles in harmony with nature Indicators 417-1

Table 4: Customer Management Strategies, Targets & KPIs

POLICY ESG STRATEGY 2030 TARGET BASELINE ANNUAL KPI
PERFORMANCE

Exceed customer All sectors to conduct Currently 10 sectors Formalised satisfaction survey
Je) O O expectations through customer satisfaction conduct systematic processes will be established by
L] identifying and surveys with a satisfaction surveys all the business and gradually
Customer responding to customer | customer coverage of increased customer coverage
Management | needs at least 25%

Policy
(refer attachment |

for a sample customer
satisfaction survey

template)

All sectors should Currently 12 sectors Implement clearly defined
implement a systematic | have established customer grievance procedure
customer grievance grievance handling covering 100% of operations.
handling procedure, procedures for

which is clearly customers All customer grievances/
communicated to all complaints to be acknowledged,
customers responded to and resolved

within | month of being
presented.




54 > ESG Framework 2022 |

Social Policies

POLICY ESG STRATEGY 2030 TARGET BASELINE ANNUAL KPI
PERFORMANCE

Adopt responsible 40% of all products Baseline to be defined in | (40% of products and services
le) 0 O marketing practices and services to include 2021722 categories should have access
L] relevant product to information helps customers
Customer information, which to make informed purchasing
Management enables customers choices by 2030)
Policy to make informed

purchasing decisions.

(refer Attachment 2
on sample marketing/
labelling requirements)

Attachment 4: Customer Satisfaction Survey

The following represents the minimum standard to be followed when designing customer satisfaction surveys. Sectors should
enhance the scope of the survey based on industry-specific and organisational dynamics.

CUSTOMER SATISFACTION SURVEY ‘

Company: Date:
Product/service obtained:
Customer name (optional):

Contact details (optional):

I 2 3 4 5
Very poor Poor Neutral Good Very good

Product/Service Delivery

* How satisfied are you with the overall quality of the service/
product received ?

* How satisfied are you with the speed of delivery ?

* Do you believe our product/service is value for money?

Quality of staff

*  How receptive were our employees to your needs and
preferences?

*  How satisfied are you with the product knowledge of our
employees?

* How satisfied are you with the ease of contacting our staff?
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* How satisfied are you with the helpfulness and
courteousness of our staff?

Ease of transaction

* How easy was to find information about our products/
services?

* How satisfied are you with the quality of information
received?

* How satisfied are you with the payment terms offered?

Overall experience

* How satisfied are you with the overall experience?

* How likely are you to recommend us?

Other comments/suggestions

Attachment 5: Requirements for product and service information and labelling

Please refer to the following sample requirements for product and service information and labelling to be implemented. This
is based on the GRI 417: Product and service information and labelling; companies are encouraged to adopt sector-specific
requirements as relevant.

The sourcing of components of the product or service;
Content, particularly with regard to substances that might produce an environmental or social impact;
Safe use of the product or service;

Disposal of the product and environmental or social impacts;
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1.4 Community Relationships

TALAWAKELLE
Y TEA ESTATES SUSTAINABILITY

talawakel(e

Tea Estates® P L c

POLICY / MANUAL

COMMUNITY
RELATIONSHIPS

Standard

TTE recognises that its ‘social license to
operate’ is an important prerequisite in
ensuring the continuity

of its businesses and managing
environmental and social risks. It
ensures legitimacy of the business from
a community perspective, provides
assurance to shareholders that social
risks are identified and managed and
preserves the company’s reputation in
times of crisis. For TTE , the deep-
rooted relationships it has nurtured with
communities through its extensive
reach, also allows it to drive meaningful
change in these communities,
supporting socio-economic progress
and sustainable development.

ESG strategies relating to
community engagement and
development, our targets and annual
key performance indicators are set out
in Table 5: Community Partnerships
Strategies, Targets & KPIs forms an
integral part of this standard.

Scope

This policy is applicable for all business
entities and relevant service providers of
TTE .

. should be formulated and driven
Commitment o
primarily at Sector level based
We seek to nurture ethical, transparent,
and mutually beneficial relationships
with the communities in which we
operate. This is to be achieved through

the following:

* companies should develop and
execute a community relations
strategy which reflects its’ social
goals and the expectations of its’
communities.

* Implement credible and effective
community grievance mechanisms
which enable complaints and
concerns to be identified and
addressed in a timely manner.
Community stakeholders should
be made aware of the grievance
process through suitable signposting,
the corporate website, and other
channels of community dialogue.

* Show sensitivity to the culture,
traditions, customs and social norms
of each country and region in which
we operate.

* All sectors should actively engage in
strategic community development
initiatives broadly focusing on the
key areas of education, health and
well-being, livelihood development,
religion, and culture. Initiatives



on identified community needs.
Adequate financial, and human
resources should be allocated for
project execution. Certain significant
projects may also be driven by the
TTE Sustainability Unit.

* The progress of all projects
should be monitored periodically,
through impact assessments,
audits, feedback from beneficiaries
and independent third parties
(where necessary) to ensure that
program objectives are met.

* Encourage and reward
employee volunteerism, thereby
recognising employee
involvement.

*  companies are encouraged to
build partnerships with regional
community s, NGOs, and local
governments.

* Ensuring the 100% complete and
accurate reporting of community
project related information to TTE
Sustainability on a timely basis
following the set reporting
requirements of the GRI Standards
and TTE’ Cube reporting.

Responsibility

The Heads of all business sectors, along
with the Heads of Business Units will be
responsible in ensuring that this policy is
valued and adhered to.
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Link to UN SDGs & GRI

10.2 By 2030, empower and promote the social, economic, and political inclusion of all,
413-1

||
- irrespective of age, sex, disability, race, ethnicity, origin, religion or economic or other status

=)

v

Table 5: Community Partnerships Strategies, Targets & KPls

POLICY ESG STRATEGY 2030 TARGET BASELINE ANNUAL KPI
PERFORMANCE

Increase CSR 400,000 beneficiaries Annual increase of 5% (of

7™ Uplifting livelihoods

g and empowering beneficiaries by 50% baseline performance) of
NS communities by 2030 -wide beneficiaries of CSR
@A initiatives

Relationships
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