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PART A - Smoking, Drug & 
Alcohol Use Policy

I. Introduction & Purpose

The ARISE Group (“ARISE”) is committed to conduct its 
business activities in a way which will achieve a working 
environment that adheres to the highest possible 
standards in health, safety, comfort and productivity for 
all its staff, visitors and members of the public. 

The Group recognises the impact that smoking, drugs 
and alcohol may have upon an individual’s ability to 
work safely and correctly and, as such, the Group aims 
to ensure a working environment free from smoke (aside 
from designated smoking areas) and the inappropriate 
use of substances such as drugs and alcohol.

The purpose of this policy is:

i. To alert employees to the risks associated with 
smoking, drinking excessive alcohol and us-
ing non-medicinal drugs and to promote good 
practice and a progressive change of behaviour 
and attitude concerning the use of alcohol and 
drugs.

ii. To set out the standards expected to protect, 
improve and sustain the health and well-being 
of its employees, visitors and the public; in re-
lation to the use of tobacco and in relation to 
the prohibition of the use of drugs and alcohol.

iii. To raise awareness amongst its personnel by 
identifying problems in relation to the use of 
drugs and alcohol at the earliest stages, deal 
with such problems effectively and consistently 
and offer support to those who have a problem 
so that personnel are protected and those af-
fected are encouraged to seek help.

iv. Where, during invoking or considering discipli-
nary procedures, it is suspected or known that 
the misdemeanour is alcohol or drug abuse, to 
consider referring an employee to an external 
occupational health specialist as an alternative 
to (and without prejudice to) ARISE’s right to 
take disciplinary action.

II. Applicability

This policy applies to everyone who carries out work 
for ARISE across its various entities and jurisdictions, 
including:

v. The Boards of Directors of all ARISE entities 
across the Group

vi. All ARISE employees
vii. Contractors, sub-contractors and agency staff

viii. Consultants
ix. Secondees to ARISE from other entities
x. Work experience or other trainees
xi. Visitors to any of the Group’s premises

III. Definitions

1. Drugs are: 

i. Illicit drugs in any form (solid, liquid or gas);
ii. Prescribed and over-the-counter drugs;
iii. Solvents;
iv. Mood enhancing or effecting substances of an-

other kind.

2. Drug and Alcohol problems are defined as those 
which incorporate a variety of behaviours which 
may be problematic to the individual and/or ARISE 
as an organisation.  These behaviours may be 
erratic, irrational or abnormal arising from use of 
drugs/ alcohol and may result in causing danger to 
themselves or others.

IV. Policy

1. Standards on Drugs & Alcohol
The following guidelines on drugs and alcohol must be 
followed by all ARISE personnel to whom this policy is 
applicable.

xii. The use, possession, distribution, sale or of-
fering to buy illicit drugs within the premises 
of ARISE or customers and suppliers, during 
working hours, are absolutely prohibited.

xiii. The use, possession, transportation, distribu-
tion, sale or offering to buy illicit drugs whilst 
using vehicles belonging to ARISE or vehicles 
hired by ARISE from a third party is absolutely 
prohibited.

xiv. Consuming, possessing, distributing, selling or 
offering to buy alcoholic beverages within the 
premises of ARISE and its customers and sup-
pliers during working hours is absolutely pro-
hibited.

xv. Consuming, possessing, transporting, distrib-
uting, selling or offering to buy alcoholic bever-
ages whilst using vehicles belonging to ARISE 
or vehicles hired by ARISE from a third party is 
absolutely prohibited.

xvi. It is prohibited for ARISE personnel to report to 
work under the influence of alcohol or drugs.

xvii. ARISE reserves the right to conduct alcohol 
and/or drug testing or hire a third-party admin-
istrator to conduct alcohol and/or drug tests 
in situations when an employee, hired directly 
or via a third party, is involved in an accident 
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and/or exhibits suspicious or questionable be-
haviour.  If, having undergone such tests, it is 
confirmed that the person has been positively 
tested for alcohol and/or drugs, or if he/she ad-
mits to having an alcohol/drug problem, ARISE 
reserves the right to suspend him/her from 
work to allow the Group to decide whether to 
deal with the matter under ARISE’s disciplinary 
procedures.

xviii. ARISE reserves the right to search personnel 
or any of their property held on ARISE’s prem-
ises at any time if the person’s Line Manager 
believes that the prohibition of substances is 
being or has been infringed.  If anyone refus-
es to comply with the search procedures, such 
refusal will normally be treated as amounting to 
gross misconduct and will entitle ARISE to take 
disciplinary action.

Note - Should such action be carried out by 
a professional hired by a third party, he or she 
will be relieved from work such that he/she no 
longer provides services to ARISE. 

2. Standards on Smoking
The following guidelines on smoking must be followed 
by all ARISE personnel to whom this policy is applicable:

i. Smoking is strictly prohibited on all ARISE’s 
premises or its vehicles (whether a driver or 
a passenger), including the grounds and car 
parks and all entrances and exits to its prem-
ises.

ii. The only exception to this ban is that smoking 
is permitted where there are designated areas 
for smoking.

iii. All employees (temporary, permanent or other-
wise) and visitors are expected to abide by the 
terms of this policy. Where necessary, the re-
ceptionist or an employee greeting a visitor will, 
as appropriate, inform the person of this policy.  
Suitable no smoking signage will be posted at 
all main points in ARISE buildings.

iv. An employee smoking on ARISE’s premises ex-
cept in designated smoking areas, will be com-
mitting a serious offence and may be subject to 
disciplinary action in accordance with ARISE’s 
disciplinary procedures and in line with local 
employment regulations. 

V. Key Responsibilities

i. ARISE expects all Line Managers to do the fol-
lowing in respect of their own unit:
a. Promote this policy and ensure its effective 

implementation
b. Ensure that they understand their responsi-

bility for action and confidentiality to ensure 
consistency of approach.

c. Be alert to the signs of misuse of alcohol 
and drugs and deal with individual cases in 
accordance with this policy.

ii. All employees are expected to:
a. Take personal responsibility for their own al-

cohol consumption and to understand that 
drug use is prohibited; and

b. Communicate and co-operate with man-
agement if you suspect that a colleague is 
using drugs or alcohol which is affecting 
their work. (Refer Appendix-I for “Common 
signs of drug and/or alcohol dependence”).

VI. Sanctions & Disciplinary Measures

The Group will consider taking disciplinary action under 
its disciplinary procedures which may lead to dismissal 
where either:

i. If, having undergone alcohol or drug testing, it 
is confirmed that the person has been positive-
ly tested for alcohol and/or drugs, or if he/she 
admits to having an alcohol/drug problem; or

ii. If any person is involved in an accident and/or 
exhibits suspicious or questionable behaviour 
and if, having undergone an alcohol or drug 
test, it is confirmed that the person has been 
positively tested for alcohol and/or drugs, or if 
he/she admits to having an alcohol/drug prob-
lem; or

iii. If there is suspicion that any prohibitive sub-
stances are being kept on the Group Compa-
ny’s premises and if any personnel refuses to 
comply with search procedures on their prop-
erty held on Company’s premises at any time.
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PART B - Health & Safety Policy

I. Introduction and Purpose

ARISE is committed to providing a healthy and safe 
workplace for our employees, contractors and visitors. 

Our vision is to have a ‘Zero harm culture’ that is 
delivered through safety leadership and embodied in 
line with ‘Our Corporate’s Shared Values’. 

Our Goal is to deliver a world-class Health & Safety 
programme at our Projects, through effective workplace 
risk management as far as practically possible as a core 
capability. 

II. Policy

To achieve the abovementioned goal, the Group shall: 

i. Implement a safety management programme 
based on safe systems of work, including but 
not limited to Risk Assessment and Mitigation, 
Standard Operating Procedures, Emergency 
Response Plan and Permit To work System. 

ii. Encourage and utilize every opportunity to 
develop consultation between management, 
employees, contractors and other interested 
parties on those matters affecting Health and 
Safety at the workplace. 

iii. Form a Safety committee with Business Head 
as Chairperson and with representation from 
both Management and Workers to identify, as-
sess and eliminate risk or implement risk mit-
igation actions based on risk prioritisation at 
Workplace. 

iv. Establish Specific, Measurable, Achievable, 
Reliable and Time (SMART) bound health and 
safety goals and targets supported by neces-
sary processes to achieve progress. 

v. Maintain robust conformance assessments us-
ing internal and external auditors. 

For the management and implementation of all policies, 
the Group shall: 

i. Conduct business with integrity and in compli-
ance with the relevant laws of the nation where 
the it operates and in accordance with rec-
ognised international and national standards, 
guidelines and processes. 

ii. Ensure all levels of the management account-
able for applying the policy in their business 
decisions. 

iii. Ensure all employees, business partners, con-
tractors, suppliers and visitors understand this 
Policy, their own responsibilities, accountabili-

ties and receive appropriate training and sup-
port for delivering successfully. 

iv. Establish strategies and management systems 
to create and prioritise SMART objectives and 
execute improvement plans that are aligned 
with business goals and address significant 
risks, impacts and opportunities. 

v. Ensure Effective Communication to all employ-
ees, contractors, visitors and other interested 
parties through meaningful and accurate in-
formation regarding Health and Safety per-
formances to demonstrate continual progress 
towards commitments made in the Group’s 
policies. 
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PART C - Environmental, Social 
& Governance Policy

I. Introduction & Purpose

Through its business activities, and as well as 
delivering competitive returns for our investors, the 
Group (“ARISE”) seeks to benefit society through 
economic and social development. 

The Company believes that maintaining high 
Environmental, Social, and Governance (ESG) 
standards is the best way to mitigate risk and a 
compelling opportunity to create value through better 
governance, generate positive social outcomes and 
reduce our environmental impact. 

II. Objectives

The Group’s Policy, he nation where the lines ESG 
objectives are to: 

i. Comply with applicable national law and inter-
national industry standards, whichever is high-
er;

ii. Assess, address and monitor the environmen-
tal, social risks and negative impacts of the 
operations, including occupational health and 
safety hazards and potential impacts on local 
communities;

iii. Uphold high standards of business integrity and 
honesty, and not to pay, solicit or accept bribes 
in any form either directly or indirectly; and

iv. Operate to the highest ethical and good cor-
porate governance standards and uphold best 
ESG practice in all aspects of the business.

 

The Group will seek to achieve these objectives for 
itself and its investments by:

i. Continuously working towards achieving com-
pliance with international standards, in particu-
lar the IFC Performance Standards on Envi-
ronmental and Social Sustainability, the World 
Bank Group Environmental, Health and Safety 
Guidelines, the UK Bribery Act, and the US For-
eign Corrupt Practices Act; 

ii. Providing a healthy and safe workplace with a 
zero-harm culture;

iii. Evaluating, as relevant, the climate change 
risks and estimating the annual greenhouse 

1  High Conservation Value Areas are defined as natural habitat, which are of outstanding significance or critical importance due to their high biological, ecological, 

social or cultural values

gas footprint of its investments;
i. Using all reasonable endeavours to avoid in-

vestments that involve the destruction of or 
significance impact on High Conservation Val-
ue Areas1; 

ii. Treating employees fairly in terms of recruit-
ment, progression, terms and conditions of 
work and representation, and ensuring consul-
tative work-place structures and associations 
that provide employees with an opportunity to 
present their views to management;

iv. Adopting a responsible approach to tax, in-
cluding making tax payments in accordance 
with applicable law and where value is created, 
and ensuring annual accounts are audited in 
accordance with internationally recognised ac-
counting standards (such as the International 
Financial Reporting Standards); and

v. Taking a zero-tolerance approach to bribery, 
corruption and financial crime, and implement 
a whistleblowing procedure that allows sus-
pected violations to be reported anonymously 
and without fear of retribution.

III. Policy 

i. To fulfil its purpose, the Company and its 
investments will: 

a. Implement a management system to en-
able effective identification, assessment, 
management and monitoring of ESG risks 
and opportunities throughout the lifecycle 
of its investments, from the identification 
of new opportunities to the active manage-
ment of investments;  

b. Assign ESG responsibilities to effectively 
oversee the implementation of this policy 
and ensure all levels of management are 
accountable for applying this policy in their 
business decisions;

c. Work with business counterparties, par-
ticularly joint venture partners, contractors 
and major suppliers, who agree to respect 
the ESG objectives in this policy; and

d. Deal with regulators in an open and coop-
erative manner, as well as engage proac-
tively with stakeholders and disclose rele-
vant information.

ii. The Company shall not invest in businesses/
projects that:

a. Are in a country or involve a person, group 
or entity subject to international trade em-
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bargoes or sanctions2 at the time of investment;
b. Employ forced labour3 of any kind;  
c. Allow children4 to form part of their workforce; or
d. Pay wages which are below industry or national minima.

iii. The Company also recognises its responsibilities relating to transportation and uses best endeavours to 
ensure that investments do not knowingly distribute products deemed illegal under applicable national laws 
or international conventions/ agreements such as certain: 

a. Hazardous chemicals5 and PCBs6;
b. Hazardous waste7;
c. Radioactive materials and nuclear weapons8;
d. Ozone depleting substances9; and
e. Endangered or protected wildlife or wildlife products10.

2  Imposed by the UN or EU

3  Forced labour means all work or service, not voluntarily performed, by an individual under threat of force or penalty as defined by ILO Conventions

4   Children may only be employed if they are at least 15 years old, as defined in the ILO Fundamental Human Rights Conventions (Minimum Age Convention C138, 

Art. 2), unless local legislation specifies compulsory school attendance or the minimum age for working. In such cases the higher age shall apply. Workers below 

the age of 18 should not be engaged in hazardous work.

5  Rotterdam Convention/PIC Convention on Certain Hazardous Chemicals in International Trade 

6  Stockholm Convention on Persistent Organic Compounds (POPs)

7  Unless according to the Basel Convention

8  Treaty of Non-Proliferation of Nuclear Weapons (NPT) and Treaty of Pelindaba.

9  Montreal Protocol on Substances that Deplete the Ozone Layer

10  Convention on International Trade in Endangered Species of Wild Fauna and Flora (CITES)
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PART D - Grievance Mechanism

I. Introduction & Purpose 

The purpose of the Grievance Mechanism is to ensure a legitimate, accessible and consistent mechanism for 
receiving, investigating, consulting on, responding to and resolving formal complaints or concerns that may arise 
as a direct result of ARISE operations.

The Grievance Mechanism provides measures so that the impacts of ARISE operations on stakeholders and 
local communities can be monitored and, if needed, operations or policies can be adjusted to reduce adverse 
impacts. Grievance Mechanism Procedure is also not for incident reporting but may manage grievances arising 
from incidents.

All staff members who are in direct contact with the local community shall familiarize themselves with this 
document. It is of particular relevance to:

i. E&S Managers, who will be receiving grievance from stakeholders;
ii. The various Department Leads who will have to be part of the grievances analysis, solution finding and 

completion of actions.

NOTE:  Workers’ grievances will be handled by Grievance Mechanism in the HR module. 

II. Grievance Mechanism Principles

The Grievance Mechanism is based on the following principles from the IFC Performance Standards 
(2012) as shown below:

Responsibility Task

Accessibility
i. Accessible to all affected stakeholders. Factors that affect accessibility to the 

mechanism include: location, access to technology, language barriers, literacy.

Regular Communication
i. Grievance Mechanism should be publicized to all stakeholders.
ii. Information will be provided in a format and language readily understandable 

to the local population.

Transparency

i. Process will be transparent, readily understandable and appropriate for all af-
fected stakeholders, in particular vulnerable populations.

ii. Indicate at the outset who is expected to use this procedure.
iii. Assure potential users that there will be neither costs nor retribution associated 

with logging a grievance.

Efficiency

i. Publicly communicate and adhere to a timeframe in which all recorded com-
plaints will receive a response.

ii. Grievant will be made aware of when they can expect to be contacted and/ or 
receive a response to their complaint.

Fairness
i. Measures will be put in place to ensure fairness of process for affected parties.
ii. If a resolution cannot be reached, an independent third party will mediate be-

tween the company and the grievant.

Written Records
i. All grievances will be formally recorded/ documented in the Stakeholder Con-

sultation and Grievance Mechanism System (SCGMS).
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III. Policy

i. The Group values stakeholder engagement at 
all levels and recognizes that one of the pil-
lars of sustainable development is achieving 
and maintaining a project’s social license to 
operate. Engagement with the communities in 
which we operate is a long-term commitment, 
which requires equitable and transparent 
means of communication. This engagement is 
a mainstay of the Group’s aspirations for con-
tinuous improvement, facilitating the identifica-
tion, monitoring and mitigation of the social and 
environmental impacts of projects.

ii. To that end, and as an integral part of ARISE’s 
Stakeholder Engagement Plan (SEP), it has 
developed a Grievance Mechanism based on 
Good International Industry Practice (GIIP), 
including IFC Performance Standards, and 
examples across various industries and from 
traditional or customary means for resolving 
grievances.

iii. All operators working for the Group will ap-
propriately implement and manage grievances 
through this Grievance Mechanism, and en-
sure that all stakeholders have access to this 
mechanism and are not discriminated against 
in relation to raising a grievance. Stakeholders 
should be reassured that if they raise a griev-
ance against the Group Company, they will be 
protected from retribution of any kind.

IV. Key Responsibilities

i. The E&S Manager(s), will be responsible for su-
pervising the implementation of the Grievance 
Mechanism throughout the life of the respec-
tive companies.

ii. Community representatives (Neighbourhood 
Chiefs, Municipal administrators) will also be in-
volved in the management of grievances, help-
ing to ensure that the mechanism is understood 
by all community members, providing support 
to community members to lodge grievances as 
necessary, and providing support for conflict 
resolution in case of appeals.

iii. Upon the implementation of this procedure, 
the E&S Manager will initiate the engagement 
process with stakeholders including commu-
nity representatives that will have a role in the 
implementation of the Grievance Mechanism. 
They shall be unbiased and trusted community 
members who can assist in the mediation and 
resolution of grievances.

iv. In addition to the roles outlined in Annexure 

II, a select group of managers and staff may 
be given the authority to implement steps and 
actions when required to resolve certain issues 
directly with a grievant, without the need for re-
ferral. The types of issues that can be resolved 
directly shall be agreed in advance with E&S/
HSE Team and Business Head. The delega-
tion of authorization to selected staff to resolve 
grievances directly will be the responsibility of 
Operations Head. 

V. Training & Communication

i. The E&S/HSE Team will hold an induction for 
management and staff which are in direct con-
tact with communities on 
a. how to implement and manage the Griev-

ance Mechanism. 
b. how to actively listen for and register griev-

ances. 
c. grievance management ethics.

ii. Community members involved in the imple-
mentation of the Grievance Mechanism (Neigh-
bourhood Chiefs and the Local Administration) 
will be trained by the Group Company on the 
procedure and protocol for filing a grievance.

iii. Stakeholders shall be informed about the Griev-
ance Mechanism by the E&S Team through 
consultation activities, such as public meetings 
and letters/ leaflets, as well as through ad-hoc 
engagements. Special consideration will be 
given to vulnerable and harder-to-reach groups.

iv. E&S Team will undertake the initial engage-
ment with the local community to disclose the 
Grievance Mechanism. Ongoing communica-
tion of the Grievance Mechanism to community 
members will also be realized. The community 
representatives will also be involved in com-
municating the Grievance Mechanism to their 
community members.

v. When communicating the Grievance Mech-
anism to protect affected stakeholders, as a 
minimum the responsible party should commu-
nicate the following:
a. Who is eligible to use the mechanism?
b. What can be classified as a grievance (pro-

vide examples)?
c. How and where to file a grievance?
d. Steps for resolving grievances including 

grievance investigation process.
e. Different types of responses typically pro-

vided to the grievant, including timing of 
responses.

f. How the mechanism works in comparison 
to third party mediation or litigation?
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VI. Types of Grievances

i. General Grievances - A number of commonly 
anticipated grievances may be raised by stake-
holders, including but are not limited to:
a. Noise and pollution;
b. Roads and traffic;
c. Job allocation (e.g. no or insufficient jobs 

created for local communities)iii. 
ii. Grievances Requiring Compensation - Com-

pensation will deal with grievances that are 
caused by operations or construction related 
activities and that relate to:
a. Accidental damage to buildings, structures, 

equipment, machinery, land, livestock, wa-
ter resources and graves.

b. Accidental clearance of vegetation or structures 
outside of the site’s boundary.

c. Road traffic accidents that impact crops, 
land, buildings or structures.

d. Damage to land or crops from spillages.

VII. Grievance Mechanism Procedure

The Grievance Mechanism has been elaborately 
explained below covering all steps from grievance 
submission, investigation to grievance resolution. 
The process may be updated as the Project 
progresses, based on feedback from community 
members and company’s staff.

STEP 1: Submitting a Grievance

i. Stakeholders can lodge grievances in writing 
using the Grievance Submission Form for Lo-
cal Communities (refer Appendix III). If a stake-
holder is unable to submit a written grievance, 
they can submit a grievance verbally, and a 
staff member of E&S/HSE team, appointed 
personnel, Local Administration or neighbour-
hood Chief shall record the grievance on their 
behalf.

ii. A Grievance Submission Form must be sub-
mitted for the resolution process to begin.

iii. Grievance Submission Forms will be made 
available at designated points such at the 
main control gate of Sites, at the Local Admin-
istration Office and with the neighbourhood 
chiefs or at other readily accessible points.

iv. Stakeholders shall be able to lodge a griev-
ance at the main security control gate or by 
telephone or letter. Grievances may also be 
lodged with Neighbourhood Chiefs or the Lo-
cal Administration who will pass the grievance 
on to the Group company.

v. Provisions should be made for stakeholders 
who wish to communicate their grievances 

verbally, are unable to write, wish to remain 
anonymous or feel uncomfortable approach-
ing a Neighbourhood Chief or otherwise, to 
access the Grievance Mechanism and lodge a 
grievance (e.g. grievance call line, submission 
boxes in remote areas).

vi. Neighbourhood Chiefs and the Local Admin-
istration’s representative(s) shall be trained 
in the protocol for completing the Grievance 
Submission Form and can assist stakeholders 
wishing to make a grievance but shall not ne-
gotiate on the Group’s behalf. The Neighbour-
hood Chiefs or Local Administration repre-
sentative shall assist illiterate stakeholders in 
completing the Grievance Submission Form.

vii. Neighbourhood Chiefs or Local Administration 
representative are responsible for submitting 
the Grievance Submission Form to the Group 
Company within 24 hours.

STEP 2: Recording Grievances

i. Upon receiving a Grievance Submission Form, 
the E&S/HSE Team will begin filling out a new 
Grievance Report Form (refer Appendix IV), 
which will be used to log the grievance in 
the Grievance Log. All grievances should be 
logged within 24 hours of being submitted. 
The Grievance Log is the SCGMS which will 
be used for logging, tracking all grievanc-
es and monitoring the implementation of the 
Grievance Mechanism.

STEP 3: Acknowledgement

i. The grievant will receive acknowledgement that 
their grievance has been received and logged 
within 48 hours of the grievance being record-
ed in the SCGMS.

ii. A copy of the Grievance Report Form and let-
ter of acknowledgement will be generated and 
provided to the grievant (if possible), stating the 
date the grievance was received, and when the 
Group Company is likely to provide a formal re-
sponse to the grievant.

iii. If it is not possible to physically deliver the copy 
of the Grievance Report Form and letter of ac-
knowledgement to the grievant, then the griev-
ant will be informed verbally (most likely a tele-
phone call to the grievant) and a record of this 
communication will be made in the SCGMS. 
The grievant will also be informed that a copy 
of the Grievance Report Form and acknowl-
edgement letter will be kept on record and pro-
vided to him/ her, when requested.
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 STEP 4: Analysis, Investigation, Consultation and Developing a Resolution

The E&S/HSE Team shall assess the significance of the grievance and categorize it in accordance with the 
following categories:

- Low Priority: a local, isolated or one-off complaint.

- Medium Priority: widespread and/or ongoing complaint, e.g. noise, vibration and dust during oper-
ations. 

- Critical Priority: potential for significant breach of the ARISE policies (including national permits and 
international conventions that the Group is committed to comply with) and/ or negative media atten-
tion.

Grievance categorization and response

Grievance 
Priority

Description
Response 
Timeframe

Type of Response

Low Priority
Local, isolated or one-off 
complaint.

G r i e v a n c e 
response within  
14 days

E&S/HSE Team to coordinate internal response to 
grievance.

Medium Priority

Widespread and/ or 
ongoing complaint, i.e. 
noise, vibration and dust 
during operation.

G r i e v a n c e 
response within  
7 days

E&S/HSE Team to involve relevant staff to investigate 
complaint.

Critical Priority

Potential for significant 
breach of ARISE policies 
and/ or negative media 
attention.

G r i e v a n c e 
response within  
3 days

E&S/HSE Team will refer grievance to the Business 
Head, who will liaise internally with Department Leads 
to organize priority team to investigate the complaint 
as a matter of urgency.

Business Head may decide to halt activities for the 
investigation and to allow time for mitigation to be 
determined.

i. E&S/HSE Team shall aim to close the grievance within the response timeframes outlined in the above, or 
within at least 30 days of receiving a grievance, as far as possible. This categorization shall be updated and 
refined as required.

ii. When developing a response to a grievance, the E&S/HSE Team should consult with relevant parties (this 
could include management team members, staff, Neighbourhood Chiefs, witnesses from the Local 
Administration) to obtain guidance and further information in order to develop a well-informed proposal 
for resolution. The grievant may also be approached by the E&S/HSE Team to provide more details 
during the investigation or to discuss potential next steps. Furthermore, it is advisable that the source 
of a grievance is assessed where possible (e.g. a property that was damaged).

iii. Any consultation with stakeholders during the investigation of a grievance should be noted in the 
SCGMS. If the grievance is complex and requires a lengthier investigation then the grievant should be 
notified in writing and verbally with reasons for the delay.

iv. Once enough information has been gathered and the root of the grievance is identified, clear, time-
bound and measurable steps to resolve the grievance should be proposed to the grievant verbally and 
in writing. The proposed resolution must be recorded in the SCGMS using the Grievance Report Form.

v. Escalation of Grievances- The escalation metrics outlined below shall be followed in the event that the 
targeted response timeframes are not met.
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Grievance Priority Escalation Chain
Updated Response  

Time Frame

Low Priority

14 days: Notify E&S Manager 4 days

21 days: Notify site’s Operations Lead 2 days

23 days: Notify Business Head 1 day

24 days: Notify Chief ESG Officer same day

Medium Priority

7 days: Notify E&S Manager 3 days

10 days: Notify Business Lead 2 days

12 days: Notify site’s Operations Lead 1 day

13 days: Notify Chief ESG Officer same day

Critical Priority
3 days - Notify Site’s Operations Lead 1 day

4 days - Notify Chief ESG Officer same day

 STEP 5: Providing a Response and Agreement on Next Steps

i. E&S/HSE Team will communicate the outcome(s) of the investigation to the grievant and request feedback 
on the resolution. This initial response will include a summary of what actions are planned to resolve the 
grievance and when they are likely to be implemented, or an explanatory note clarifying why action is not re-
quired. The response will be in writing, although a verbal response will also be provided where appropriate.

ii. The grievant will be asked to give their feedback on the proposed course of action within five working days. 
If the grievant agrees with the next steps, they will co-sign with the company in Grievance Report Form 
to acknowledge agreement on the proposed actions for resolution.

iii. Agreement should be recorded in the SCGMS and the actions delegated to appropriate personnel by the 
Department Lead or Business Head. Although the resolution of the grievance cannot be time-bound, the 
appropriate steps and actions to resolve the grievance should be completed in a thorough and prompt 
manner.

iv. Rejection of proposed resolution by the grievant-
a. Any rejection by the grievant should immediately be reported to the Business Head. If the category of 

the grievance is critical it should be immediately reported to ESG Corporate Head.
b. If the grievant does not agree with the proposed actions, then the case may be put before a designated 

appropriate third party in order to find an alternative resolution. The company must inform the grievant that 
their case is being put forward to a third party prior to this occurring. If the grievant is not happy with their 
grievance being put forward to the proposed third party they may suggest an alternative third party to seek 
guidance regarding grievance resolution. This will be dealt with on a case-by-case basis.

c. The company shall engage with the selected third party within 48 hours of the grievant rejecting the 
proposed resolution. All background information on the grievance shall be provided to allow the third 
party to have a full understanding of the grievance. 

d. The third party shall be responsible for reviewing the proposed resolution put forward by the company, 
and shall deliberate internally regarding what is the best course of action for grievance resolution. The 
proposed resolutions shall be put forward to the company for discussion. Once the company and the 
third party agree on the proposed resolution it will be put forward to the grievant.

e. A meeting between the company, the grievant and the third party will be held within 5 days of the griev-
ant receiving the revised proposed resolutions to discuss and agree a way forward. During the meeting, 
the grievant will be invited to provide feedback to ARISE.

f. All actions will be logged in the Grievance Report Form and the SCGMS. If no steps can be agreed, then 
litigation may be sought.

v. Rejecting a Grievance
a. Decision to reject a grievance must be approved by E&S Manager, O&M and Business Head.
b. If evidence or a lack of evidence demonstrates the grievance is unfounded, a letter of rejection including 

the rationale behind the decision will be provided to the stakeholder. The grievance may only be resub-
mitted for appeal once, must be resubmitted within 30 days, and must address the comments provided 
by the company in the rejection letter. If the grievance is rejected again after being resubmitted for ap-
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peal, it may not be raised again unless there 
is new substantiating evidence.

c. If a grievance is rejected, consideration 
should be given as to whether this griev-
ance is arising from a misperception due 
to a lack of information. Should this be 
the case, E&S/HSE Team, Neighbourhood 
Chiefs and the Local Administration will 
provide relevant information to the individ-
ual, and efforts should be made to share 
this with the broader community to prevent 
similar grievances arising in the future.

STEP 6: Resolution and Follow Up

i. When corrective actions are agreed upon be-
tween group company and the grievant, rel-
evant personnel assigned to the case will be 
responsible for ensuring that they are imple-
mented.

ii. It is the responsibility of E&S/HSE Team to 
inform the grievant on the progress of imple-
mented corrective actions. If the grievant is sat-
isfied with the steps that have been taken they 
must sign-off the Grievance Report Form to 
signify the closing of the case. If the completed 
actions have not resolved the issue to the satis-
faction of the grievant, the latter and the Group 
Company must identify where the shortcoming 
was and/or propose further steps. The date of 
the follow-up and whether or not the grievance 
was resolved, and any further action shall be 
noted in the SCGMS.

iii. Monitoring
a. The E&S/HSE Team will provide daily re-

ports to Operations Head on any griev-
ances raised that day and status of existing 
grievances.

b. A weekly Grievance Monitoring Report 
summarizing grievances that have oc-
curred and actions taken, as well as trends, 
will be submitted to Business Head.

c. Active monitoring by the Group of the out-
come/ resolution of individual grievances 
may be required depending on the sever-
ity of the grievance; however, this will be 
agreed between general management on a 
case-by-case basis.

d. All staff involved in grievance management 
will have access to the Grievance Log, 
which can be used to track existing griev-
ances.

iv. Review, Feedback and Reporting
a. Weekly reporting on the grievance mecha-

nism will be made to the Operations Head.
b. A regular system for reviewing and provid-

ing feedback to management and other 
stakeholders, such as a bi-annual Steer-

ing Committee meeting, should be imple-
mented. Additionally, to ensure continuous 
improvement, the Grievance Mechanism 
should be adjusted where needed based 
on feedback from stakeholders and staff 
involved in the Grievance Mechanism im-
plementation. Any changes should be 
communicated to all relevant parties.
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PART E - Supplier Code

I. Introduction & Purpose

The Group “ARISE” wishes to pursue long-term 
relationships with its suppliers which shall be based 
on responsible business practices and trust. 

Supplier Code provides a comprehensive set of 
conditions to support it in its goal to purchase 
products and services that are produced and 
conducted in a manner that is socially responsible, 
economically viable and environmentally suitable as 
far as practicable.

The Code establishes the standards to which all 
suppliers of the Group shall adhere to. By acceptance 
of this Code, the supplier commits to uphold these 
conditions. 

For the purpose of this document, “supplier” means 
any entity that sells goods or services to the ARISE 
Group Companies.

II. Principles

By acceptance of this Code, the supplier agrees to: 

i. Commit to corporate governance and integ-
rity by:
a. Complying with all relevant applicable laws 

and regulations that govern their opera-
tions, business, industry, trade and person-
nel, and respect contractual obligations.

b. Prohibiting any corrupt or unethical practic-
es, such as paying bribes for any purpose. 
The Group understands a bribe as being an 
inducement or reward offered, promised or 
provided to gain any commercial, contrac-
tual, regulatory or personal advantage. A 
bribe can be any form of payment, benefit 
or gift which is offered or given with the pur-
pose of influencing a decision or outcome.

c. Adhere to due diligence system require-
ments, including the provision of related 
documentation. 

ii. Guarantee the quality of goods and services 
by: 
a. Meeting the quality, Health and safety 

standards required by the group, regulatory 
requirements and applicable laws.

b. Wherever possible and requested, provide 
traceability of the material along the up-
stream supply chain

c. The supplies and equipment chosen are in 
perfect condition and in commensurate to 
the work to be done.

iii. In case of Hazardous chemicals or products 
to be used the supplier must comply with all 
requirements and precautions as per Material 
Safety Data Sheet. In case of accidental spill 
all necessary measures to minimize the impact 
must be taken by the supplier. Ensure no ex-
ploitation within their operations by: 
a. Complying with the International Labour 

Organization (ILO) Convention 138 on the 
Minimum Age of Employment and Conven-
tion 182 on the Worst Forms of Child La-
bour (is a prerequisite when applicable in 
the relevant jurisdiction). 

b. Not using forced, involuntary or slave la-
bour, including but not limited to bonded, 
indentured, involuntary prison labour, as 
well as trafficked human beings. 

c. Creating an inclusive work environment 
that avoids any form of discrimination. All 
forms of harassment, including sexual har-
assment, intimidation, and abuse or threat 
are not permissible. 

d. Respecting employees’ rights to form and 
join unions or other associations, and to 
bargain collectively

e. Providing fair wages and benefits that are 
in accordance with applicable laws, indus-
try standards and collective agreements. 

f. Complying with all applicable ILO stand-
ards, national legal requirements and in-
dustry standards pertaining to working 
time.

g. Providing an adequate and safe work en-
vironment and accommodation (where 
provided) in accordance with applicable 
national health and safety laws and inter-
national conventions and standards. 

h. Preventing accidents and injury arising out 
of, associated with, or occurring during 
work, by minimizing causes of hazards in 
the work environment. 

i. Encouraging gender equality, equal access 
and empowerment of women

iv. Respect the natural environment by: 
a. Complying with all relevant applicable laws 

and regulations relating to the protection of 
the environment, including Environmental 
and Sustainability policy. 

b. Avoiding contamination or pollution of wa-
ter sources on and around company’s facil-
ities, and conserving water resources. 

c. Complying with all the Group’s environ-
mental procedures and internal standards.

d. Maintaining all their vehicles and machin-
ery in good working order and free of leaks 
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of contaminants.
e. Inspecting and maintaining any equipment 

installed on the company’s site, which may 
represent a source of contamination for the 
property.

f. Minimizing, recovering or reusing waste 
where practicable and disposing of waste 
in line with local regulations.

g. Using fossil fuels and non-renewable re-
sources efficiently and investigating alter-
natives where practicable. 

h. Upholding all applicable laws and relevant 
industry guidelines for the protection and 
humane treatment of animals.

v. Respect local communities by:
a. Preventing and adequately addressing any 

adverse health and safety impact of their 
operations on surrounding communities. 

b. Respecting the rights of local communities 
and indigenous people and their cultural 
heritage, including Free, Prior and Informed 
Consent for new developments 

c. Not participating in or benefitting from ille-
gal forced relocations. 

d. Employing and sourcing goods and servic-
es locally whenever practicable.

vi. Ensure compliance by: 
a. Making their suppliers and business part-

ners fully aware of this Code, of the Group’s 
HSE requirements and its meaning.

b. Communicating the contents of this Code, 
and the Group’s HSE requirements to its 
employees. 

c. Advising the company immediately of any 
issues that are inconsistent with the princi-
ples of the Code, and of the HSE require-
ments.

vii. Anti-bribery:
a. All the parties claim that, to the best of their 

knowledge, none of its officers, directors, 
employees, or any person acting on their 
behalf has engaged in any activity or con-
duct that consists of or consists of a viola-
tion of:

b. all anti-corruption laws; &
c. any applicable laws relating to economic or 

commercial sanctions in any jurisdiction.

viii. Engagement of all the parties:

The Parties undertake to:

a. respect the terms diligently;

b. to inform each other of the elements known 
or to be known concerning the missions 
solicited;

c. to cooperate in good faith and to ensure 
the proper performance of their respective 
obligations;

d. notify the other Party as soon as it becomes 
aware of any anomalies;

e. to keep confidential all information which it 
will have become aware in the context of 
the execution of this supplier code.

III. Declaration & Contract Condition

A declaration shall be filled & signed by the contractor/
subcontractor confirming that the supplier will comply 
to the standards laid out in this code. (Refer Annexe V, 
Annexe VI, & Annexe VII of this module).
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Appendices

Appendix I - Common Signs of Drug and/or Alcohol Dependence:

i. Reduced work performance
. Difficulty in concentrating
. Impaired memory
. Confusion
. Periods of high and low productivity
. Higher accident levels
. Lowered quality/quantity of work
. Missed deadlines and appointments
. Increased mistakes

ii. Absenteeism and timekeeping
a. Poor timekeeping
b. Arriving late / leaving early
c. Unexplained disappearances
d. Long coffee / lunch breaks
e. Increased Friday / Monday absence
f. Excessive levels of sickness and absence
g. Unprovable excuses for absence
h. Imprecise medical certificates

iii. Personality changes
a. Mood changes
b. Irritability
c. Frication with colleagues
d. Overreaction to criticism
e. Depression
f. Paranoia
g. Confusion

iv. Physical signs
a. Smelling of alcohol
b. Lack of hygiene
c. Unkempt appearance
d. Tremors, sweats, dilated / constricted pupils, marked skin etc
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Appendix II– Roles & Responsibilities under Grievance Management Mechanism 

PART A – ARISE Responsibilities

Title Role Responsibilities Reporting

E&S/HSE Team

Provide assistance and 
direction to respective 
O&M Head, and monitor 
the implementation 
of the Grievance 
Mechanism in line 
with overall ARISE 
procedures and policies.

Initiate the engagement with the Local Administration and neighborhood chiefs.

i. Weekly reporting to 
respective Operations Head.   
ii. Contributes to the 
preparation of annual 
Grievance Monitoring 
Report.

A grievance Management report shall be prepared and shared with 
Business head and Chief ESG officer on a monthly basis. This report 
shall consist of the details of actions taken and status of all grievances 
received by the business for that month

Oversee initial communication of the Grievance Mechanism to 
communities to Community Representatives and Local Administration 
representative on the Grievance Mechanism and ethics of the process.

Oversee and assist the appointment of community representatives 
ensuring there is sufficient representation of disadvantaged and 
vulnerable groups (ensure woman, minority ethnic groups, landless and 
migrants are sufficiently represented).

Oversee the implementation of the Grievance Mechanism on monthly 
basis to ensure that there are no outstanding grievances and check if 
assistance from the Group is required.

Involve Business Head or other Management team in resolution of 
complex grievances where necessary.

For any complaints or concerns raised verbally (by phone or in person), 
explain the Grievance Mechanism process to the grievant and request 
that they complete a Grievance Submission Form for Local Communities 
(with assistance if needed).

Upon receipt of a grievance, complete Grievance Report Form.

Manage all communications with grievant.

Ensure Grievance Submission Forms for Local Communities are 
available with community representatives and at agreed locations.

Collect Grievance Submission Forms on a weekly basis from Community 
Representatives.

Review Grievance Submission Forms received to ensure they have been 
correctly completed.

Investigate grievances to ensure they are valid, with support from 
Community Representatives and the Local Administration, as necessary.

Review the process with the aim of improving the Grievance Mechanism 
or identifying problems encountered while implementing the procedure 
to allow for improvement.

Community 
Liaison Officers

Will act as liaison 
between ARISE 
and surrounding 
communities and assist 
the E&S/HSE team 
in the management 
grievances that are the 
responsibility of ARISE.

Assist in the process to select community representatives.

As required to E&S Manager 
and O&M Head.

Assist in the initial engagement between the Group Company, the 
stakeholders, Local Administration and neighborhood chiefs.

For grievances that are the responsibility of the Group Company, assist 
the E&S/HSE team in:  
i. The management of all communications with grievant. 
Ii. The investigation and resolution of claims in line with the Grievance 
Mechanism Procedure.

O p e r a t i o n s 
Head

Reports to Business 
Head and manages 
E&S/HSE Team.

Oversee that the necessary staff, resources and systems are in place to 
allow effective internal communication of the Grievance Mechanism and 
to enable the Grievance Mechanism to be implemented.

i. Reviews the 
quarterly Grievance 
Monitoring Report. 
ii.  Reviews the annual 
Grievance Monitoring 
Report

Provide on-going advice and support to E&S Manager and advise CLOs 
or operational teams, where relevant, to develop a grievance resolution 
proposal.

Work alongside E&S Manager, corporate management and communications 
teams to develop resolutions for grievances that pose a significant risk to 
ARISE’s reputation and/ or that attract broad media coverage.

Oversee resolutions for grievances that require a change in operational 
practices or policies by working with the operations team and providing 
necessary training or appropriate information to facilitate a change in 
operational practices or policies.

Implement and monitor the use of ARISE’s internal corporate 
requirements for environmental and social management by contractors 
and sub-contractors.
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PART B – Local Community

Title Role Responsibilities Reporting

Community 
Representatives

One community 
representative per 
n e i g h b o r h o o d . 
Neighborhood Chief 
will represent the 
neighborhood close to 
ARISE Site. Community 
representatives will 
act as local points of 
contact to assist the 
community members 
in understanding 
Grievance Mechanism 
and submitting 
grievances.

Support the implementation of the Grievance Mechanism by 
communicating it to community members so that it is understood 
and used appropriately.

i. Attend project 
meetings (when invited) 
ii. Feedback on community’s 
perception and use of the 
Grievance Mechanism to the 
company. (when requested).

Distribute the Grievance Submission Forms for Local Communities 
to community members.

Assist illiterate members of their community to complete the 
Grievance Submission Forms.

Review of Grievance Submission Forms received to ensure they 
have been correctly completed and submit to the company within 48 
hours of the grievance being lodged by the grievant.

Assist in communicating to the grievant when their grievance has 
been resolved or rejected and who they should contact should they 
wish to appeal the response to their grievance.

Provide feedback to the company on the procedure.

Local 
Administration 
(or his 
representative)

Spokesperson for local 
community. Liaises 
between Community 
Chiefs and the Group 
Company.

For any grievances raised directly to the Local Administration, explain 
the Grievance Mechanism process to the grievant and request that 
they complete a Grievance Submission Form (with assistance if 
needed).

i. Attend project 
meetings (when invited). 
ii. Contribute to annual review 
of Grievance Mechanism. 
iii. Feedback as required on 
Grievance Mechanism to 
ARISE.

Assist the Group Company in the investigation of grievances and 
provide advice on resolving grievances where requested.

Act as mediator in the case of an appeal and provide third party 
facilitation, when required.
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Appendix III – Grievance Submission Form for Local Communities & Stakeholders

Grievance Submission Form for LOCAL COMMUNITIES and STAKEHOLDER

Please use this form to report any concerns that you have about ARISE Operation, and provide information 
about any impacts or damage that have occurred, or ways that you would like us to improve.

i. Your Information

We would like to know your name and contact information so that we can speak to you about the grievance, 
and to provide you with information about how we will respond to make improvements. If you would like to 
submit this complaint anonymously please leave this section blank.

Name (Last, First):          ___________________
________________________________________ 

Gender:  Male    Female

Village:        

Address:       __________

Occupation:          _______________
_________________

Phone Number:       

ii. Your complaint

Please describe the concern or complaint that you have, providing as much information as possible about any 
impacts or damage, including when and where they occurred.

______________________________________________________________________________________________________
______________________________________________________________________________________________________
________________________________________________________________________________________

iii. Proposed Solution

Please provide suggestions on how you would like us to resolve your grievance.

______________________________________________________________________________________________________
______________________________________________________________________________________________________
________________________________________________________________________________________

4. Recorder’s Information

If someone completed this form on behalf of the grievant please provide your information

Name (Last, First):    
Phone Number:   
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Appendix IV – Grievance Report Form

Grievance Report Form for ARISE

Grievance Number:          Submission Date:   

Status of Report

Grievance Number:   

 Open     Closed

Report completed by:             

Please Print Name Position Date

Acknowledgement that grievance has been received sent to Grievant within 48 hours:

 Yes     No  Date        

1st Response Date:   

2nd Response Date (for appeals)   

Date resolution actions completed and grievance closed   

Part 1 – Details of Grievant
(To be completed based on information provided in Grievance Submission Form).

Name (Last, First):     

Gender:  Male    Female        

Village:   

Address:         

Occupation:        

Phone Number:           

Previous Grievances

Has a written report been previously submitted to ARISE by grievant?  Yes    No

If yes, give grievance record number:   

Recorder’s Information (details of third party submitting grievance on behalf of grievant if relevant)

Name (Last, First):       Phone Number:      
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Part 2 – Details of Grievance

a. Description of grievance as provided by grievant (to be completed based on information provided in Grievance Sub-
mission Form).

_________________________________________________________________________________________________
_________________________________________________________________________________________________
_________________________________________________________________________________________________
_____________________________________________________________________________

b. Grievance type (list all):    

Does grievance relate to a claim for compensation due to accidental damage or temporary disturbance 
to economic activity?

 Yes -  Follow process outlined in the Compensation Plan to address grievance. 

   No -  Complete remainder of Grievance Report Form.

Part 3 - Analysis and Investigation

a. Significance of grievance           Low Priority                     Medium Priority                Critical Priority 

b. Explanation (provide justification for rating e.g. is this a one of or recurring incident, does it involve risks 
to Group reputation or breach of policies or regulations):

_________________________________________________________________________________________________
_________________________________________________________________________________________________
_________________________________________________________________________________________________
_____________________________________________________________________________

iv. 

c. Response timeframe:  days

d. Witnesses associated with case (list all)

v. 

Name Number

e. Details of staff involved in investigating and responding to grievance (list all)

vi. 

Name Position/Department Company Email / Tel. Date engaged
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f. Details of external stakeholders consulted in relation to grievance (list all).

vii. 

Name Title Company / 
Village

Contact Tel. Date engaged Meeting 
Notes

Reference*

*Upload meeting minutes to the SCGMS and give the reference here.

g. Description of findings from initial investigation:

_________________________________________________________________________________________________
_________________________________________________________________________________________________
_________________________________________________________________________________________________
_________________________________________________________________________________________________
________________________________________________________________________

h. Based on initial investigation is grievance valid?

 Yes - Go to Part 4

 No - Give reasons and go to Part 5

Reasons for rejection of grievance

_________________________________________________________________________________________________
_________________________________________________________________________________________________
_________________________________________________________________________________________________
_________________________________________________________________________________________________
________________________________________________________________________

Part 4 – Resolution Proposal

a. Resolution Proposal Provided by Grievant
Suggestions from grievant on how they would like grievance to be resolved (based on information given in 
submission form).

_________________________________________________________________________________________________
_________________________________________________________________________________________________
_________________________________________________________________________________________________
_________________________________________________________________________________________________
________________________________________________________________________



24

Policy Manual

b. Resolution Proposal Provided by the Group Company

Proposed resolution from the Group Company (include details of all actions to be taken by named staff 
or third- parties to resolve grievance, timeframe for implementation, and any recommended changes to 
operational practices or policies). 

Response # 
(first, second, 
third etc.)

Action(s) Change to 
Policies or 
Practices 
needed?

Timeframe Responsible 
Party 
(name and 
company of 
individual)

Monitoring 
requirements

Status

- Proposed

- Agreed

- Rejected

- Under 
implementation

- Complete

Part 5 – First Response & Follow-Up

For valid grievances the response should communicate the outcome of the investigation and proposed resolution 
to the grievant and request feedback on the proposed resolution.

For non-valid grievances a letter of rejection including the rationale behind the decision should be sent to the 
grievant.

a. Date first response given to grievant  _________

b. How was the response provided to grievant (tick all that apply) 

  Phone

  In person

  Letter (attach copy) 

  Email (attach copy)

c. Grievant feedback on first proposed response (to be received within five days)  

  Grievant agrees with proposed response: Go to Part 8a.

  Grievant rejects proposed response. Go to Part 6.
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Part 6 - Grievance Appeal

For appeals against a grievance deemed non-valid complete section 6A and B.

For appeals against a proposed resolution to a grievance complete section 6C to G.

a. If a grievance is deemed not to be valid and is therefore rejected the grievant may submit an appeal for 
their grievance to be reconsidered. The appeal should be submitted within 30 days of them receiving the 
initial response. Reasons for appeal (including new evidence) must be provided and recorded below. This 
section should be completed by the company based on information and evidence provided by the grievant.

Additional or new evidence. Please list and attach any additional documents relevant to the grievance.

________________________________________________________________________________________________
________________________________________________________________________________________________
________________________________________________________________________________________________
________________________________________________________________________________________________
____________________________________________________________________________

b. Review of appeal by the Group Company

Considering new evidence detailed in part 6 (a), is grievance valid?

 Yes - Grievance remains open. Complete Part 4, Part 7 and Part 8. 

  No - Give reasons and go to Part 7.

c. Reasons for rejection of grievance 

_________________________________________________________________________________________________
_________________________________________________________________________________________________
_________________________________________________________________________________________________
_________________________________________________________________________________________________
________________________________________________________________________

d. Reasons given by grievant for rejection of first proposed response:

_________________________________________________________________________________________________
_________________________________________________________________________________________________
_________________________________________________________________________________________________
_________________________________________________________________________________________________
________________________________________________________________________

e. Alternative solutions to resolve grievance - proposed by grievant or the Group Company:

_________________________________________________________________________________________________
_________________________________________________________________________________________________
_________________________________________________________________________________________________
_________________________________________________________________________________________________
________________________________________________________________________

f. Alternative solution proposed accepted by both parties?

 Yes - Add new actions to (Part 4) and go to Part 7

 No - Complete remainder of this section.
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g. Third party consultation
If a grievant has rejected the proposed response to their grievance and no alternative resolution can be 
agreed between the Group Company and the grievant, the issue must be referred to a third party. The 
details of any third parties consulted should be recorded in (Part 3). The third parties’ proposed resolutions 
should be recorded below.

Proposed resolution given by designated third party 
(Please list and attach any additional documents relevant to the grievance and minutes of meetings with third parties.)

_________________________________________________________________________________________________
_________________________________________________________________________________________________
_________________________________________________________________________________________________
_________________________________________________________________________________________________
________________________________________________________________________

h. Alternative solution proposed by third party accepted by the Group Company and grievant?

  Yes - Add new actions to Part 4 

   No - Give reasons and go to Part 7.

Reasons for rejection of third party proposal

_________________________________________________________________________________________________
_________________________________________________________________________________________________
_________________________________________________________________________________________________
_________________________________________________________________________________________________
________________________________________________________________________

Part 7 – Second Response & Follow-Up

For valid grievances:

i. Where a revised resolution is being proposed: the response should communicate the revised proposed 

resolution to the grievant and request feedback on the proposed resolution.

ii. Where no revised resolution is being proposed: the response should communicate that no revised resolu-

tion has been found and the grievant can pursue to litigation if they choose.

For non-valid grievances a letter should be sent to the grievant that explains why the decision to reject the 
grievance is being upheld despite any new evidence that was provided.

a. Date second response given to grievant   

b. How was the response provided to grievant (tick all that apply) 

  Phone

  In person

  Letter (attach copy)

  Email (attach copy)
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c. Grievant feedback on second proposed response (to be received within five days)

  Grievant agrees with proposed response: Go to Part 8a.

  Grievant rejects proposed response. Go to Part 8b.

Part 8 – Grievance Acknowledgement

a. Grievant Acknowledgement of Acceptance

I,  , (full name of grievant) hereby acknowledge that I have read or heard and 
understand the response to my grievance given by  (full name of staff providing 
response) on   (date response was given).

Signature of Grievant*:   

*If the grievant cannot sign use finger print

b. No Resolution
If no resolution for the grievance can be agreed between the grievant and the Group Company, the grievant 
may pursue to litigation or further third-party mediation. The outcome of this process, if pursued, should be 
recorded here and the grievance record updated once any additional actions have been implemented and the 
grievance is considered closed.

Details of results of litigation process including any actions assigned to the Group Company: 

_________________________________________________________________________________________________
_________________________________________________________________________________________________
_________________________________________________________________________________________________
_________________________________________________________________________________________________
________________________________________________________________________

Part 9 – Grievance Close

Has action been properly implemented according to the above specifications?

 YES          NO

      
 

Signature of Grievant   Date

Date Closed:   ____________

 

Signature of the Group Company personnel ________________________
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Appendix V -  Declaration (to be filled by Supplier)

I confirm the commitment of my company, or any subcontractor/business partner, to complying with the 
standards laid out in this Code:

Supplier name:

Name: Title:

Signature: Date:

ARISE Group Company:

Name: Title:

Signature: Date:

ARISE reserves the right to conduct (or have its designee conduct) announced and unannounced inspections of 
the Supplier’s facilities and business practices to verify compliance with this Code. Should the Group become 
aware of non-compliance with any aspect of the Code, it reserves the right to demand corrective measures. 
The Group also reserves the right to terminate an agreement with any supplier that is not in compliance with the 
requirements set forth in this Code. 

Note: ARISE prohibits bribery and corruption in all forms. ARISE personnel cannot, whether dealing with 
government or with private enterprises or individuals, directly or indirectly, offer, promise, give, demand or 
accept any bribe or other undue advantage in order to obtain, retain or direct business or secure any other 
improper advantage in the conduct of business.
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Appendix VI - Child Labour Statement – Supplier Compliance

ARISE does not engage in or condone the unlawful employment of children in the workplace or engage in or 
condone the use of forced labour. The Group respects and abides by the ILO conventions No. 182 on the Worst 
Forms of Child Labour and No. 138 on the Minimum Age for Admission to Employment and Work, the respective 
national labor law in force and the decree No. 275 of 5 December 1962 laying down employment exemptions for 
young workers. 

ARISE pledges to work proactively with others, including our suppliers and Governments, to progressively eliminate 
these abuses in the labour markets.

The Group follows, and expects its suppliers to follow the table below as a direct reference to ILO Convention No. 
138 defining child labour by the following categories:

MINIMUM AGE OF ADMISSION TO EMPLOYMENT OR WORK

Nature of Work Developed Countries Developing Countries

Regular work 16 years 16 years

Hazardous work 18 years 18 years

Light work 15 years 15 years (or 14 years*)

Signing the ARISE Supplier Code represents a commitment to follow the fair employment practices in compliance 
with all applicable local government rules and regulations regarding Child Labour Laws.



30

Policy Manual

Appendix VII – Client & Supplier HSE 
Plan General Contract Conditions

PART A

1. Procedure of Supplier HSE Plan 
Management
Inserted in the contract, supplier must produce a HSE 
Plan specific to the project. This supplier HSE Plan shall 
also be submitted to Contract /QHSE department for 
approval within 30 days after award of this Contract 
or before the Kick-off meeting. Supplier shall not 
start any works until the HSE Plan is approved by the 
dedicated department. This Plan shall be an evolutive 
document, and shall be updated when operations or 
conditions require, and such amendments shall be 
submitted to ARISE for approval.

2. Supplier’s HSE Plan Content
The HSE Plan shall consist of, but not be limited to the 
following requirements:

i. Project Description (Scope of the work)
ii. Details of any sub-suppliers and consultants to 

be used
iii. Extent and location of existing structures and 

utilities on site
iv. Site and laydown area layout, including traffic 

management ways for the site
. Access / egress details of site
. Details of one-way traffic
. Emergency access / egress of site (in the 

event of blockage)
. Materials unloading / loading areas
. Materials storage area
. Segregation of vehicles and pedestrian de-

tails Management of the Works

3. Project Organization
i. Organization chart identifying the key composi-

tion of the site management team for site oper-
ations, to include roles and responsibilities of:
. Project Manager
. Project HSE Manager
. Appointed Competent Persons specific 

for the works to be conducted (e.g. lifting 
operations, Excavations, Confined Spaces 
etc.…) Other Key Personnel (e.g. structural 
engineer, lead civil engineer, procurement 
manager etc.…)

. First Aider

. Fire Marshalls and/or fire warden
ii. Arrangements for regular liaison between all 

parties concerned with the Works

iii. Consultation with the workforce
iv. Arrangements for exchange of information and 

coordination between all suppliers on site
v. Selection and control of sub-suppliers
vi. Site Specific Rules, Hazards Identification

4. Risk Assessments, Safe Sequence 
of Works, Procedures and 
Arrangements for controlling 
significant Hazards [to the contract] 
during the entire project life.
The following list is not exhaustive, but only topics 

specific to the Works should be included:

i. Emergency Response Plan
ii. Protection of Public
iii. Detection of buried services
iv. Stability of structures
v. Structural steel erection
vi. Working at height
vii. Scaffolding Procedure
viii. Control of lifting operations (mobile and tower)
ix. Excavations and trenching
x. Confined spaces
xi. Work on or near water
xii. Permit to Work system
xiii. Welding operations
xiv. Diving operations
xv. Traffic management
xvi. Asbestos removal
xvii. Dealing with contaminated land
xviii. Planned to work at night to include details of 

lighting
xix. Industrial Plant Operations
xx. Working near / adjacent to Live Pipelines
xxi. Formwork / Falsework Operations
xxii. Any other significant specific risks Plant and 

Equipment

5. Heavy Machinery Management
i. Register of construction plant and vehicles to 

be used
ii. Statutory test/examination certificates for con-

struction plant & vehicles
iii. Arrangements and facilities identified for statu-

tory inspections and calibration of
iv. monitoring devices
v. Register of training / certification / competence 

for industrial plant operators and heavy vehicle 
drivers

vi. Register of HSE monitoring devices
vii. Register of specialist PPE (diving equipment 

etc.…)
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6. Hazardous Materials Management
i. Procedure for delivery, receipt, handling and 

disposal of materials on site
ii. Register of high value materials and security 

arrangements
iii. Means of Communication
iv. Provide in the annexure party of the plan all of 

the required MSDS

7. Training and Education Program
In additional to attend to ARISE training awareness 
training courses, Suppliers shall develop and implement 
their own program to improve its staff SKA11 regarding 
environmental control.

8. Means of Communication
i. During the life of the project, all risk assess-

ments, safe sequences of work, and all other 
HSE documents (e.g. traffic management, lift-
ing etc.) shall be inserted into the HSE Plan and 
communicated to the whole of the project.

ii. Mode(s) of communication necessary (Dash 
Boards, Radio, Phone, Posters;)

iii. High risk activities signage awareness (e.g. 
tower crane operator with banks-man)

iv. Supplier shall require all lower tier sub-suppli-
ers to submit a written HSE Plan specific to 
their scope within the works. Supplier shall re-
view all such plans for compliance to its own 
HSE Program and HSE Operations Phase Plan.

v. At the cessation of works, Supplier’s Construc-
tion Phase HSE Plan shall be submitted to 
ARISE for retention.

vi. Suppliers must communicate to arise by a pe-
riodical reporting system regarding incident, 
manhours, environmental pollution incident, 
training.

NOTE:  The work cannot start if your HSE Plan does 
not meet the minimum of the requirements listed above 
of if it is not submitted to ARISE Contract and the QHSE 
department for approval within the 30 days before the 
project Kick-off meeting.

11  SKA : Skills Knowledge & attitude

PART B : Supplier Environnemental Plan (ECP) 
Contract Conditions.

1. Procedure of Supplier Environmental 
Control Plan 

In addition to the Supplier HSE Plan, Supplier shall 
produce an Environmental Control Plan (ECP) 
specific to the Project, in accordance with Project 
HSE Procedures Manual. This Supplier ECP shall 
also be submitted to ARISE for approval within 30 
days after award of this Contract. Supplier shall not 
commence any works until the ECP is approved by 
the QHSE Department. This Plan shall be a living 
document, and shall be updated when operations 
or conditions require, and such amendments shall 
be submitted to ARISE for approval.

2. General Project Information
i. Site and project description
ii. Site map and Geolocation  
iii. Estimated size of site
iv. Significant physical characteristics
v. Surrounding environmental features (rivers, 

wetlands etc…) and topography
vi. Climatic conditions
vii. Soil types
viii. Vegetation types

3. Project Description
i. Facilities being constructed
ii. Infrastructure being constructed
iii. Construction site and lay-down area layout

4. Project Milestone Schedule
i. Site mobilization date
ii. Start of rough grading
iii. Start of foundation work
iv. Start-up date
v. Demobilization date
vi. Relevant environmental milestones

5. Responsibilities
i. Client 
ii. Adherence to ESIA
iii. Review and approval of Supplier ECP
iv. Review requests for deviations
v. Approve disposal locations
vi. Perform occasional audits of performance
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6. Supplier Project Manager
i. Execution of contractual responsibilities to 

comply with respective national and interna-
tional environmental legislation, policies, pro-
cedures, standards and codes

ii. Supplier project Manager, Overall operations 
management of project in compliance with all 
applicable environmental requirements

iii. Supplier HSE Manager, Environmental support, 
Day-to-day management of SECP, conducting 
environmental awareness training, Conducting 
and maintaining record of daily field inspec-
tions, using “stop work”.

7. Supplier Personnel
i. All staff are responsible for following all appli-

cable environmental requirements (laws, regu-
lations, policies, procedures, codes, standards, 
permits / consents).

8. Sub-suppliers and Suppliers
i. All lower tier sub-suppliers and suppliers are re-

sponsible for complying with all applicable en-
vironmental requirements including laws, regu-
lations, policies, procedures, codes, standards, 
permits / consents, ESIA conditions and pro-
ject site HSE Procedures Manual.

ii. All lower tier sub-suppliers and suppliers are 
accountable for any of their actions that result 
in significant environmental matters including 
non-routine regulatory agency inspections or 
investigations, notices of violations, and as-
sessed fines or penalties.

9. Environmental Management Controls
i. The project’s Environmental & Social Impact 

Assessment identified impacts and mitigations. 
These will establish controls required from 
identification of specific work-related hazards.

ii. Summary matrix of environmental requirements 
for construction

iii. Specific program of works identifying key activ-
ities and start dates

10. Environmental Awareness Training
i. To be delivered before employees are allowed 

on site Induction / orientation for all staff to 
include details of ECP, waste procedures and 
materials handling protocols on site

ii. Toolbox talks detailing potential impacts of work 
undertaken on the site, measures to reduce 
the environmental impact of work undertaken, 

waste minimization, recycling and segregation 
controls, general site maintenance, emergency 
procedures and procedures for when potential-
ly hazardous materials have been identified

iii. Targeted training for site staff involved with po-
tentially hazardous operations such as refuel-
ling or hazardous substance handling

iv. Environmental Compliance Reviews, Coordina-
tion and Communication

v. Describe program for conducting regular site 
environmental compliance reviews and coordi-
nation meetings.

vi. Holding weekly meetings with all staff to ensure 
all environmental aspects are being covered 
and addressing any issues to ensure compli-
ance is maintained

11. Environmental Compliance 
Inspections and Documentation

Describe program for regular environmental 
compliance inspections of all the activities including:

i. Adherence with approved clearing limits, buff-
ers and exclusion zones

ii. Adequate installation and maintenance of ero-
sion and sediment control measures

iii. Correct implementation of required mitigation 
measures for work in and around environmen-
tally sensitive resources

iv. Proper solid waste management activities
v. Implementation of fugitive dust control meas-

ures.
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12. Environmental Requirements, Plans 
and Procedures

Describes the major categories of environmental 
issues and the specific requirements typically 
addressed in this ECP as required by ARISE

i. Storage
a. All raw materials should be appropriately 

stored on site in accordance with Project 
Site HSE Procedures Manual to minimize 
damage by vehicles, weather or theft. Se-
cure of the storage shall be provided for 
each items of high value, materials which 
are hazardous or which are easily damaged.  
Packaging must be retained on goods until 
the materials are required.  Once removed, 
packaging items should be stored and re-
turned to the supplier as possible.

b. if possible, goods should be delivered on a 
“just in time” basis to reduce stockpiling on 
site, damage from vehicles and other caus-
es of wastage.

c. Liquids should be stored in securely bunded 
compounds with an impervious base which 
can hold at least 110% of the capacity of the 
tank or the pre-container, or double skinned 
containers. Labels should clearly indicate 
the contents of the containers. Spillage kits 
shall be positioned and available at all areas 
where fuels are being stored, procedures for 
spillages shall be written and drills undertak-
en to ensure compliance.

d. Delivery of fuel and oil should be super-
vised always and checks should be made 
to ensure that the correct type and quantity 
of fuel is being delivered. 

e. All pipelines and fueling points should be 
protected from vandalism and unauthor-
ized interference and should be turned off 
and locked when not in use.

ii. Discharges to Water and Site Drainage
a. In addition to the Project site HSE Proce-

dures Manual, a drainage plan shall be in-
cluded and held on site that shows surface 
and foul water drains. Regular inspection 
of the drains shall be undertaken monthly 
to identify excess sediment, obstructions 
or oil. If significant quantities are found to 
exist, the drains shall be cleared out by a 
specialist supplier and the waste material 
disposed of accordingly

b. Trade effluent, including dewatering efflu-
ent, shall not be discharged to surface or 
foul water drains without consulting the 
regulatory authority of respective country. 

Supplier shall obtain the necessary permits 
/ consents and ensuring compliance with 
any conditions, e.g. quantity and quality of 
effluent and monitoring. All copies of per-
mits and consents shall be held in a des-
ignated file.

c. Under no circumstance are waste chemi-
cals or fuels to be discharged to the drain-
age systems or water bodies.

iii. Noise and Vibration
a. In addition to the Project site HSE Pro-

cedures Manual, the following mitigating 
measures shall be implemented always to 
minimize noise generated from site activi-
ties and disruption to neighboring occupi-
ers:

b. Excavators are to only use hydraulic con-
crete cracker attachments, with use of im-
pact breakers being kept to a minimum

c. Construction plant and vehicle engines to 
be switched off when waiting and / or not 
in use

d. On-site compressors/Noisy equipment are 
to be silenced or sound reduced models 
fitted with acoustic enclosures

- All pneumatic tools are to be fitted with 
silencers or mufflers

- Adequate maintenance and servicing 
of all construction plant and vehicles

- Liaison with neighborhoods
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iv. Air Quality (Fugitive and Vehicular Emissions)
a. In addition to the Project site HSE Pro-

cedures Manual, the following mitigation 
measures shall be implemented always to 
minimize dust and other emissions from 
site activities and disruption or nuisance to 
neighbors:

b. Spraying of water on traffic routes and ac-
cess roads, loading and crushing opera-
tions

c. Dampening of exposed soil and stockpiles
d. Considering prevailing winds for siting of 

locations of stockpiles of bricks, concrete, 
cement and other materials with dust-sen-
sitive properties

e. Regular inspection and cleaning of local 
highways and site boundaries for dust de-
posits

f. Sheeting of trucks leaving site carrying 
loose demolition debris

g. Neighborhood liaison
h. Supplier shall monitor dust emission levels 

daily; where the results of monitoring indi-
cate that dust emissions are excessive, the 
following shall be undertaken by the Sup-
plier:

- Identify the activities causing the 
excessive dust emissions

- Investigate whether the activities 
could be changed or other measures 
taken to reduce the dust levels; 
consider implementation of alternative 
techniques and/or additional mitigation 
measures

v. Erosion and Sedimentation Control
a. Supplier shall ensure areas in which erosion 

is likely to occur has adequate protection.
b. Supplier shall ensure routes are protected 

and safe to pass always, and allow for wa-
ter to safely pass through

c. Construction Storm Water Management
d. Describe the measures put in place to 

manage storm water run-off from construc-
tion areas and to prevent and / or minimize 
contamination of storm water due to pro-
ject activities

vi. Protection of Sensitive Resources
a. Supplier shall ensure all areas which have 

been identified by ARISE are protected 
from damage, with adequate control levels 
to be discussed and agreed with the Pro-
ject QHSE team.

b. Agreed controls are to be instated and then 
recorded daily to ensure compliance is 
maintained with no further damage allowed 
to occur

c. Supplier is to ensure regular review 
throughout the works to ensure appropri-
ate controls are maintained

vii. Unanticipated Discoveries
a. Supplier shall describe the procedure to be 

followed in the event of unanticipated dis-
coveries (e.g. remains, tombs, archaeolog-
ical fragments, unexpected species) made 
during the works.

b. All unanticipated discoveries must immedi-
ately be reported to ARISE, and regulatory 
authority of respective country.

viii. Hazardous Materials Management
a. All contaminated materials shall be re-

moved off site to a designated landfill site 
approved by the regulatory authority of 
respective country and ARISE project site 
staff, or treated using techniques approved 
by the regulatory authority of respective 
country and ARISE.

b. Supplier shall provide verification chemical 
testing and photographic evidence demon-
strating compliance, and ensure that all 
pollution linkages have been broken with 
appropriate risk assessment.
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ix. Hazardous Waste
a. Materials such as waste oil, batteries, 

chlorofluorocarbons (CFC’s), polychlo-
rinated biphenyls (PCB’s), and others are 
classified as hazardous waste and require 
additional handling, storage and disposal 
precautions.

b. In addition to compliance with HSE Policies 
and procedures and the Project Site HSE 
Procedures Manual, Supplier shall ensure 
that all due care and attention is carried 
out to ensure safe removal from site by 
approved and authorized hazardous waste 
suppliers.

c. Supplier is to provide their own procedures 
in compliance to legislation of respective 
country and ARISE Policy & procedure for 
containment.

d. Supplier is to provide their own procedures 
for removal of lead-based paints where 
works identifies the requirement.

x. Non-Hazardous Waste
a. Supplier shall promote sustainable de-

velopment and reuse or recycle as much 
material from the demolition construction 
works as possible.

b. Project Site HSE Procedures Manual iden-
tify materials readily suited for reuse and 
recycling.

c. All reclaimed materials and waste shall be 
segregated where practicable and retained 
in clearly identified containers in designat-
ed areas; off-site segregation will be used 
where materials cannot be sorted on site.

d. Supplier shall also recognize its duty of care 
for the disposal of waste, ensuring that at 
regular intervals the waste carrier is to be 
followed to ensure it reaches the approved 
and designated destination.

e. Supplier shall ensure the demolition / con-
struction site is left in a clean and tidy con-
dition at the end of each day.

f. On completion of the works, all construc-
tion plant, surplus materials, rubbish and 
temporary works shall be removed by the 
Supplier to the satisfaction of ARISE.

xi. Spill Prevention and Response
a. Environmental Emergency Response Plan 

containing details of:

- Emergency Response Team (ERT)

- Immediate Response

- Keep your distance until substance 
identified

- Isolation 

- Material Safety Data Sheet requirements

- PPE requirements

- Close the source

- Containment of substance

- Close of other systems that may aid the 
spread

- Summon help if required

- Identify external support agencies

- Identify emergency medical services

- Restoration

- Emergency spill equipment requirements

- Hazardous waste

- Environmental Incident reporting

- Training of ERT

- Initial environmental awareness training

- Practice drills

- Incident Reviews

- Recording Keeping details

NOTE:  The work cannot start if your ECP Plan does not 
meet the minimum of the requirements listed above or 
if it is not submitted to ARISE Contract and the QHSE 
department for approval within the 30 days before the 
Project Kick-off meeting.
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PART A – Anti-Bribery & Corruption 

I. Introduction & Purpose

ARISE upholds all applicable laws globally relevant 
to countering bribery and corruption, including 
the Singapore Prevention of Corruption Act (the 
“SPCA”), the UK Bribery Act 2010 (“UK BA”) and 
U.S. Foreign Corrupt Practices Act 1977 (“FCPA”) as 
well as the local anti-bribery and corruption laws in 
the countries where the Group conducts business. 
Consistent with that commitment, the group has 
introduced this globally applicable Anti-Bribery and 
Corruption Policy (the “Policy”).

The Group’s policy is to conduct all its business 
in an honest and ethical manner. It takes a zero-
tolerance approach towards bribery & corruption; 
and requires that all employees act professionally, 
fairly and with integrity in all their business dealings 
and relationships wherever they operate. 

The purpose of this policy is:

i. To set out standards of behaviour in order to 
prevent acts of bribery & corruption

ii. To provide information regarding prohibited 
acts so that these acts can be avoided

iii. To set out help and guidance in case of any di-
lemma on the subject matter and whether fur-
ther advice is needed

iv. To encourage staff to report suspected wrong-
doing as soon as possible - without fear of pe-
nalisation, discrimination, or reprisals, even if 
the concerns turn out to be mistaken; 

v. To reassure staff that their concerns will be tak-
en seriously and investigated as appropriate 
and that their confidentiality will be respected.

vi. To provide staff with information on the inter-
nal mechanism for reporting, investigating and 
remedying any wrongdoing in the workplace.

This policy has been designed to comply with the 
applicable legislation on a global basis.

II. Scope

The policy: 

i. sets out an employee’s responsibilities in the 
detection and prevention of bribery in all its 
forms, and in observing and upholding the 
Group’s position against any bribery and cor-
ruption;

ii. provides information and guidance on 
a. unacceptable behaviour,
b. how to recognize, deal with bribery & cor-

ruption issues.

III. Definitions 

1. Bribery

i. Bribery includes directly or indirectly gaining 
any unfair advantage by- 
a. promising;  
b. offering; 
c. agreeing to pay; 
d. authorizing payments of;  
e. paying; 
f. giving; 
g. accepting; or  
h. soliciting,  
anything of value (financial or otherwise) to or 
from a third party in order to secure or reward 
an improper benefit or improper service and/or 
performance of a function or activity. 

ii. Accepting a bribe is deemed as much a crim-
inal offence as offering a bribe; and it is irrele-
vant whether something is “standard practice”, 
“established custom” or “the way business is 
done” in a certain industry or country.

iii. Payments or offers, prohibited at all times, 
whether or not they are given to a Government 
Official or an employee of a non-governmental 
business or entity. 

iv. Bribery does not have to involve cash or an ac-
tual payment exchanging hands and can take 
many forms such as an expensive gift, lavish 
treatment during a business trip or tickets to a 
hospitality event. This applies whether the per-
sons to which this policy applies to; is asked 
for anything of value or whether such an offer 
is instigated by the person mentioned above to 
the potential recipient, or directly or indirectly 
through a third party.  

i. Things of value deemed as prohibited payment 
include bribes, kickbacks, a financial advan-
tage, facilitation payments or any other benefit, 
whether in cash or in kind, tangible or intangi-
ble. Examples can include money, gifts, meals, 
entertainment, airline tickets or discounts, trav-
el vouchers, offers of employment or charitable 
contributions.  viii. 

2. Felicitation Payments are routine payments typically 
made to low-level government officials to expedite or 
secure a service or routine action. 

3. A Government Official is a person who, regardless 
of rank or title: 

i. Holds any legislative, administrative or judicial 
position; 

ii. Exercises a (political or non-political) public 
function for a country, or a public agency or 
public enterprise of that outside country; or 
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iii. Is an official or agent of a public international organi-
sation (e.g. United Nations or the World Bank). 
Examples of Government Officials include: 

- Civil servants; 
- Professional judges and lay judges; 
- Public prosecutors; 
- Employees of a national, state or local 

public authority (e.g. tax office, building 
authority, Ministry of Energy), as well as 
inspecting and certification authorities; 

- Employees of companies wholly owned 
by or controlled by a public body including 
municipal utilities and port authorities; and 

- Ministers, Parliamentary State Secretar-
ies, Data Protection Supervisors or notary 
publics. 

4. Gifts & Entertainments (G&E) means anything 
that has commercial or personal value including, for 
example, transfer of value such as discounts, loans, 
sponsorship, favourable terms on any product or 
service, transportation, use of Group or other’s assets, 
subsidizing of expenses, tickets to a sporting or 
theatrical event, client entertainment, dinner or drinks. 

IV. Key Responsibilities

All persons to whom this policy applies, shall 
be responsible for the prevention, detection and 
reporting of bribery and other forms of corruption 
that may impact the Group.  

i. All Employees shall comply with the following 
requirements:

a. Read, understand and comply with this 
Policy and be vigilant with regards to its 
purpose, 

b. Complete all mandatory anti-bribery and 
corruption training as provided, or request-
ed, by the Group from time to time, 

c. Disclose any relationship with a Govern-
ment Official who is in a position to influ-
ence the Group’s business in any country 
to the Employee’s manager and the Legal 
function. 

d. Report any known or suspected bribery or 
corruption to:  
- the Legal function, or  
- your supervisor, or  
- the Ethics Compliance Committee - if 

there are reasons to believe or suspect 
that a conflict with this Policy has 
occurred, or may occur in the future, 

e. When asked to make a payment on the 
Group’s behalf, employee shall always 

be mindful of what the payment is for, 
and whether the amount requested is 
proportionate to the goods or servic-
es provided and shall always ask for a 
receipt which details the reason for the 
payment. In case of any suspicions, con-
cerns or queries regarding a payment, 
especially whether it could be deemed 
to be a facilitation payment which is not 
permitted, matter shall be raised with the 
Legal function.

ii. Board of Directors, Executives and its senior 
management have ultimate responsibility 
for ensuring that this Policy complies with 
ARISE’s legal and ethical obligations, and that 
employees are aware of and comply with it 
through regularly scheduled mandatory training 
and appropriate systems and controls. 

iii. Business Unit and Function Heads: 

a. in coordination with the Legal function and 
Internal Audit, are responsible for period-
ic assessments of compliance with this 
policy, ensuring they are addressing both 
external and internal key risk factors in re-
spect of bribery and corruption in relation 
to their business unit/function. 

b. must ensure that accurate records of all doc-
umentation linked to the giving or receiving 
or gifts and hospitality, must be accurately 
maintained in the Gifts and Entertainments 
(‘G&E’) register and periodically reviewed by 
Internal Audit function.  

iv. Each of the managers in the Group shall be 
responsible for ensuring those employees 
reporting to them are made aware of and 
understand this Policy, and complete their 
allocated training. 

a. Human Resources Function has respon-
sibility for notifying new employees about 
this Policy at their induction and contacting 
the Legal function to ensure appropriate 
training is given. 

b. Legal function has primary and day-to-day 
responsibility for implementing this Policy, 
and dealing with any queries on its inter-
pretation, as well as approving G&E (see 
relevant section below). Please refer all en-
quires on this Policy to the relevant ABC 
Champion for your country the Legal func-
tion ABC-Champion. 

c. Internal Audit shall be responsible for monitor-
ing the compliance of the business with this 
Policy during their routine business audits. 
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V. Special Considerations 

1. Gifts and Entertainment 

Extreme caution must be exercised to ensure that 
the giving of any gifts or provision of hospitality 
shall not create a conflict of interest.  Accepting or 
giving a Gift or Hospitality; in return for a business 
advantage or a competitive insight, whether directly 
or indirectly, knowingly or unknowingly, is forbidden.

i. G&E Expenses consistent with ARISE’s Code 
of Conduct & which do not create a conflict 
of interest for any of the participants may be 
allowed.   

Examples of unacceptable conducts are listed 
in Appendix I 

ii. Gifts and Entertainments Register 

a. A detailed record of Gifts (given & received) 
and Entertainment (given or provided) shall 
be kept. 

b. All employees shall obtain written approval 
from the CFO/Finance function before 
giving or accepting a gift or entertainment 
in excess of US $100 within any twelve-
month period by completing the Gifts and 
Entertainment Form. Repeated G&E from/to 
the same person within the same calendar 
year shall be avoided, unless there is a 
strong business purpose to justify it. In any 
event the value of all repeat items must be 
aggregated for the purpose of calculating 
the pre-approval threshold.

c. All items of gifts and entertainment to 
Government Officials are prohibited unless 
pre-approved by the Legal function.

d. In addition, managers must ensure that 
their staff have completed the G&E Form 
and obtained the necessary approval when 
they approve employees’ expenses for 
G&E. 

iii. Examples of allowed G&E expenses include 
customary token gifts and hospitality during 
festive seasons, such as ‘thank you’ gifts for 
event speakers giving their time free of charge; 
or promotional items of low value such as pens, 
calendars, etc. 
NOTE: The above process does not replace 
the normal process for claiming expenses. 

ii. To ensure that intentions cannot be miscon-
strued either by the recipient or by other third 

parties’ employees shall not give a gift or pro-
vide entertainment when a transaction, con-
tract or tender is in process or even on comple-
tion of such a matter. 

iii. Receipt of normal and appropriate gifts and/
or entertainment to or from third parties are al-
lowed; provided all the following conditions are 
met: 
a. it is not made with the intention of influenc-

ing a third party to obtain or retain business 
or a business advantage, or to reward the 
provision or retention of business or a busi-
ness advantage, or in explicit or implicit ex-
change for favours or benefits; 

b. it complies with applicable law, including 
any local requirements; 

c. it is given in ARISE’s name, not in personal 
capacity; 

d. it does not include cash or a cash equiva-
lent (such as gift certificates or vouchers); 

e. it is appropriate in the circumstances. e.g., 
in Europe and the U.S., it is customary for 
small gifts to be given at Christmas time; 

f. it is of an appropriate type and value and 
given at an appropriate time; taking into ac-
count the reason for the gift,

g. it is given/received openly, not secretly; 
h. it does not jeopardize the reputation or in-

terests of the Group, the employees or cus-
tomers. 

iv. If an employee receives any Gift or Entertain-
ment or other benefit that may be deemed to 
be prohibited, such gift must be immediately 
returned and the hospitality must not be ac-
cepted. If returning the Gift is impractical or 
undesirable, then it shall be handed over to the 
Country Management for donation or disposal 
as appropriate. A record shall be kept for such 
gifts, as proofs may be needed in future. Written 
communication accompanying returned Gifts 
or rejected Hospitality shall be sent to the do-
nor explaining the Group’s policy with respect 
to Gifts and Hospitality & requesting that no 
such Gifts or Hospitality be made in the future. 

v. The intention behind the Gift or Entertainment 
shall always be considered and shall not be 
deemed improper in any way. When in doubt, 
the Legal function may provide advice in re-
spect of the giving or receiving a gift or enter-
tainment.  

 

2. Donations 

i. No donation shall be offered or made without 
the prior approval of the Legal function. 

vi. Donations shall be made only if they are legal 
and ethical under local laws and practices. 
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vii. Donations to political parties are prohibited. 
viii. Employees shall be cautious that giving or offer-

ing charitable donations or charitable sponsor-
ship with the intention of inducing or rewarding 
improper conduct in relation to Group’s busi-
ness is likely to constitute a bribe and is strictly 
prohibited. 

3. Lobbying

Lobbying is the practice of individuals and 
organisations trying to influence the opinions and 
decisions of officials in positions of power. Generally, 
it is an acceptable and normal part of the legislative 
process, provided it is conducted in compliance 
with all applicable legal requirements.

i. Lobbying shall be carried out by Employees and 
Third Parties only if conducted in compliance 
with all applicable legal requirements.

ii. Employees and Third Parties shall never, 
directly or indirectly, offer or promise any 
personal or improper financial or other 
advantage to a Government Official for the 
purpose of obtaining information or influencing 
their decision-making processes.

iii. Employees who are members of trade or 
industry associations or having contact with 
competitors at industry events or meetings 
shall act with particular caution and ensure 
that no matters relating to business terms or 
customers are discussed.

iv. Government Officials or the Group’s business 
partners may request that ARISE provides 
training or internships to certain individuals. 
Offering such training or internships can be 
viewed as providing an item of value and must 
therefore be treated with caution. Any such 
request is prohibited unless pre-approved by 
the Legal function. 

4. Associated Persons and Joint Ventures

i. The Group’s zero-tolerance approach to 
bribery and corruption shall be communicated 
to all potential and existing suppliers, agents, 
contractors and business partners at the outset 
of business relationship and as appropriate 
thereafter. 

ii. Employees, officers, directors, director’s 
representatives, vendors, contractors, shippers, 

agents, including authorized travel agents and 
general sales agents, and any other third-party 
entity that performs services for or on behalf 
of the Group, wherever located (collectively, 
“Associated Persons”) are expected to have 
and comply with their own ethical business 
policies or comply with this Policy.  

iii. Offering or receiving a bribe via an Associated 
Person or to turn a “blind eye” to any such 
activity shall constitute an offence.

iv. The use of Associated Persons must be justified 
by a fully documented: 

a. legitimate business need, 
b. risk-proportionate due diligence conduct-

ed, &
c. contractual relationship. 

v. Where ARISE enters into a joint-venture (“JV”) 
of any kind, an equivalent policy with similar 
underlying principles of ethical business to 
this one shall be implemented by any such JV 
entities. 

vi. The Group must therefore understand the 
bribery risk associated with a new investment 
or JV entered (by reference to its business 
partners) and the proposed project (by 
reference to project operations). Once the risks 
are assessed appropriate measures to mitigate 
such risk shall be included in the investment 
analysis documentation.

VI. Procedures

i. At the outset of a business relationship, ARISE 
Counterparty Information Screening Form shall 
be filled and send to BU screening “Requestor” 
or Master Data Management “MDM” team.

ii. The Requestor/MDM shall then carry out the 
appropriate counterparty due diligence on 
third parties before entering into a contract, 
transaction or relationship. Examples of 
circumstances where heightened due diligence 
may be required 

a. Transacting with a new client based in a 
higher risk jurisdiction  

b. Undertaking an activity that may be high-
risk in nature. 

c. Entering into a joint venture. 
d. Considering using a third-party agent.
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iii. It shall be ensured that ARISE’s standard 
anti-bribery and corruption legal clauses are 
incorporated into every contract entered with 
a counterparty.  All contracts, particularly 
those involving agents or consultants acting on 
behalf of the Group, shall include anti-bribery 
and corruption protections. Legal function 
may be contacted for guidance on these legal 
clauses.  No anti-bribery or corruption clauses 
from a counterparty shall be agreed without 
consultation with the Legal function. 

iv. Proper caution is required while dealing with 
suppliers with poor reputation or practices. It is 
strongly recommended that no business shall be 
entered into with a counterparty which does not 
have its own policy on ethical business practices. 

v. Be alert to close relationships between parties 
in the supply chain (e.g. agent / distributor) or 
with government officials. 

vi. Seek a detailed breakdown of all fees/costs 
upfront, especially where success fees and 
services are concerned, and question anything 
which appears unusual. 

vii. If an employee has any concerns that any 
Associated Persons or business partners in a 
JV has breached this Policy, they shall consult 
the Legal function immediately.

VII. Record-Keeping 

i. Proper financial records shall be kept and internal 
controls be put in place to evidence the business 
reason for making all payments to third parties. 

ii. No payment shall be made in absence of proper 
contract or purchase order, invoice or receipt. 

iii. All expense claims relating to gifts, hospitality, 
entertainment or expenses incurred to or by 
third parties shall be submitted in accordance 
with the procedures as defined in Finance Policy.

iv. All accounts, invoices, memoranda and other 
documents and records relating to dealings 
with third parties, such as clients, suppliers 
and business contacts, shall be prepared 
and maintained with strict accuracy and 
completeness. 

v. No accounts must be kept “off-book” to 
facilitate or conceal improper payments. 

vi. Records shall be kept for a period of 6 years.

vii. No employee shall suffer any detrimental 
treatment as a result of: 

a. refusing to take part in bribery or corruption, or 

b. reporting in good faith their suspicion 
that an actual or potential bribery or other 
corruption offence has taken place, or may 
take place in the future. 

Detrimental treatment includes dismissal, 
disciplinary action, threats or other unfavourable 
treatment connected with raising a concern. If 
an employee believes that he/she has suffered 
any such treatment, he/she shall immediately 
inform the Legal Function.

viii. Internal Audit may then review or seek more 
information if required, and decide what 
action to take with respect to the complaint. If 
appropriate, the complaint shall be passed on 
to the Internal Audit head/ECC (need inputs). )
visetee ficials to expedite or he website.sions 

publishedtries, need for 
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VIII. Training and Communication 

i. All existing and new employees shall be made 
aware of this Policy. 

a. training on this Policy shall form part of the 
induction process for all new employees. 

b. all existing employees shall receive, and 
are required to attend and complete, all 
relevant training on how to implement and 
adhere to this Policy. 

ii. In order to apply the necessary controls 
required to manage any potential risk that 
Group may be exposed to, it shall be ensured 
that employees are given specific training and 
guidance tailored to address such risks in their 
particular field. 

IX. Breach of the Policy

i. Bribery being a criminal offence, penalties for 
bribery both to/from Government Officials; to/
from private persons and companies are severe 
and may include-

c. imprisonment or an unlimited fine for all 
individuals involved; and 

d. fines and reputational damage to the Group. 

ii. Any breach of this Policy could result in 
disciplinary action including, but not limited to, 
dismissal of the employee. 

PART B – Anti-Money Laundering & 
Financing of Terrorism

I. Introduction & Purpose

The ARISE Group (“ARISE”) in the course of business 
may enter into transactions which are required to be 
screened in order to ensure that the source of those 
cash flows are legitimate.

The Financial Action Task Force (“FATF”) is an 
inter-governmental body established in 1989 who’s 
objectives are to set standards and promote effective 
implementation of legal, regulatory and operational 
measures for combating money laundering, terrorist 
financing and other related threats to the integrity 
of the international financial system.  ARISE is not 
a financial institution and therefore, not bound to 
comply with FATF; however, the Group has voluntarily 
decided to abide by the FATF principles in order 
to conform with international best practices with 

regards to anti money laundering and combating 
financing terrorism and to ensure that the company 
is not used as a vehicle to launder money to finance 
terrorism.

The purpose of this policy is:

i. To set out minimum requirements for anti-mon-
ey laundering & financing of terrorism based on 
applicable global legal and regulatory require-
ments.  

ii. To establish governing principles and stand-
ards to protect businesses from being used for 
money laundering purposes, terrorist financing 
or other forms of financial crime.  

Employees shall not knowingly provide advice or 
other assistance to individuals who attempt to 
violate or avoid money laundering laws, combating 
financing of terrorism laws or the requirements of 
this policy.

NOTE: In situations where the requirements of 
applicable local money laundering or financing 
of terrorism laws establish a higher standard, the 
Group must adhere to the stricter law.  

II. Scope

This policy incorporates important requirements of 
an effective compliance system, which include-

i. Client screening and monitoring requirements, 
i. Know Your Customer policy & procedures (in-

cluding the requirement to establish the identity 
of beneficial owners), 

ii. Embargo Policies, 
iii. Record keeping requirements, &
iv. Reporting of suspicious business activities and 

transactions in accordance with relevant laws 
and regulations.

III. Definitions

1. Money laundering (“ML”) is a process by which 
criminals attempt to disguise or seek to conceal 
the nature or source of funds or proceeds derived 
from illegal or criminal activities (including, but not 
limited to, drug trafficking, terrorism, organised 
crime, prostitution, insider trading, bribery, fraud, 
embezzlement etc) to make such proceeds 
appear to have derived from a legitimate source. 
This process of concealment may involve single 
transaction or a series of transactions.

Money laundering process generally involves three 
stages:

i. Placement - Physically disposing of cash 
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derived from illegal activity. One way to 
accomplish this is by placing criminal 
proceeds into traditional financial institutions 
or other businesses such as currency 
exchanges, casinos, or check-cashing 
services.

ii. Layering - Separating the proceeds of 
criminal activity from their source through 
the use of layers of financial transactions; 
designed to hamper the audit trail, disguise 
the origin of funds, and provide anonymity. 
Some examples of services that may be used 
during this phase are the early surrender 
of an annuity without regard to penalties, 
fraudulent letter of credit transactions, and 
the illicit use of bearer shares to create layers 
of anonymity for the ultimate beneficial owner 
of the assets.

iii. Integration - Placing the laundered proceeds 
back into the economy in such a way that they 
re-enter the financial system as apparently 
legitimate funds.

The Group must refrain and be protected from 
being used by criminals engaged in placement, 
layering, or integration of illegally derived proceeds.

2. Financing of Terrorism (“FT”) is the financial 
support, in any form, of terrorism or those who 
encourage, plan or engage in terrorism.  FT differs 
from ML in that the source of funds can either 
be legitimate, such as an individual’s salary, or 
illegitimate, often the proceeds of crimes such as 
selling stolen goods, fraud or drug trafficking.

Usually, the focus of scrutiny for potential terrorist 
financing activity will be the end beneficiary and 
intended use of the money or assets.  A terrorist 
financier may only need to disguise the origin of the 
property if it was generated from criminal activity 
but in the vast majority of cases, they will seek to 
disguise the intended use i.e. the act of terrorism.

Terrorist financing often involves a complex 
series of transactions, generally considered as 
representing three separate phases: 

i. Collection – Funds are often acquired through 
seeking donations, carrying out criminal acts 
or diverting funds from genuine charities.

ii. Transmission – where funds are pooled and 
transferred to a terrorist or terrorist group.

iii. Use – where the funds are used to finance 
terrorist acts, training, propaganda, purchase 
of terrorist weaponry etc. 

3.  A “public figure” or “politically exposed 
person (“PEP”)” is any individual who occupies, 
has recently occupied, is actively seeking, or 
is being considered for, a senior position in a 
government (or political party) of a country, state, 
or municipality or any department (including 
the military), agency, or instrumentality (e.g., a 
government-owned corporation) thereof.

4. A “related individual” is any person who is a 
member of the immediate family of a public figure, 
e.g., a spouse, parent, sibling, or child; or a senior 
advisor closely associated with a public figure.

IV. Consequences of Money 
Laundering and Financing of 
Terrorism

Money laundering and financing of terrorism can 
have serious negative consequences for the Group, 
the economy, national security and society in 
general.  Some of these consequences may include:

i. Reputational damage for the Group as a result 
of being perceived as a company encouraging 
or harbouring money launderers and terrorist 
financiers, leading to investors and clients 
taking their business elsewhere;

ii. Attracting criminals including terrorists and 
their financiers to move to or establish new 
business relationships with the Group;

iii. Damaging the legitimate private sector as a 
whole who may be unable to compete against 
front companies;

iv. Weakening of financial institutions who may 
come to rely on the proceeds of crime for 
managing their assets, liabilities and operations, 
plus additional costs of investigations, seizures, 
fines, lawsuits etc.;

v. Economic distortion and instability;

vi. Increasing tax rates due to the loss of tax 
revenues following tax evasion; or

vii. Increased social costs to deal with additional 
criminality such as policing costs or hospital 
costs for treating drug addicts.
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V. Key Responsibilities

i. Compliance with ARISE’s AML/FT requirements 
is the responsibility of all its personnel. The 
framework formulation and its implementation 
shall be directed by the Chief Risk Officer and 
Legal function head, designated to manage the 
AML/CFT policy.  

ii. The below mentioned compliance offices shall 
be responsible for coordinating, monitoring 
day-to-day compliance with applicable ML 
laws and this policy-

a. Chief Risk & Compliance Officer -for every 
aspect of this policy except the aspect 
covering the application and interpretation 
of relevant laws and regulations, & 

b. Legal function head- for all aspects 
of this policy covering the application 
and interpretation of relevant laws and 
regulations.  

iii. Any ARISE Business or employee to whom any 
applicable local laws appear to be at conflict 
with the standards of this policy, shall consult 
the Legal function head immediately.

VI. Key Elements & Implementation 
Framework

The procedures and internal controls to comply with 
applicable laws and to implement the standards set 
forth in this Policy have been provided herein.

ARISE’s AML/CFT Implementation Framework 
includes:

i. ARISE’s Know Your Customer (“KYC”) policies 
that set forth KYC procedures as well as 
the other basic elements of its anti-money 
laundering program;

ii. The designation of Legal - Head or other 
appropriate personnel responsible for 
coordinating and monitoring day- to-day 
compliance with this policy;

iii. Recordkeeping and reporting practices in 
accordance with applicable law;

iv. Appropriate methods of monitoring so that 
suspicious customer activity can be detected 
and appropriate action can be taken;

v. Reporting of suspicious activity to the relevant 
government authorities in accordance with the 
applicable law in relevant legal jurisdiction;

vi. Annual AML/CFT training for all relevant 
personnel.

vii. A prohibition on engaging in business with shell 
banks.

viii. A prohibition on engaging with financial 
institutions that are relevant to the presentation 
of the transaction under consideration.

VII. Procedures 

1. Know Your Customer
The Group shall have a Know Your Customer (KYC) 
Policy which shall prescribe the policies, procedures 
& Internal Controls with the main objective to -

i. Determine and document the true identity 
of customers who establish business 
relationships, open customer accounts, 
or conduct significant transactions and 
obtain basic background information about 
these customers before the relationship is 
established; in the KYC Questionnaire (Refer 
Appendix III) which shall be completed for all 
clients and business relationships involving a 
financial transaction;

ii. Obtain and document any additional 
customer information, commensurate with the 
assessment of the money laundering risks 
posed by the customers’ expected use of 
products and services;

iii. Ensure that where the AML risk is high, an 
enhanced due diligence and KYC procedure 
is carried out by the business seeking to 
establish the business relationship with the 
prospective client or counterparty prior to the 
commencement of the relationship;

iv. Ensure that the completion of requisite basic 
KYC or enhanced due diligence requirements 
by the businesses and the certification of the 
satisfactory KYC compliance by Head of Legal 
is a necessary condition for the commencement 
of any business relationship or settlement of 
counterparties; and

v. Protect businesses from the risks of doing 
business with any individuals or entities whose 
identities cannot be determined, who refuse 
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to provide required information, or who have 
provided information that contains significant 
inconsistencies that cannot be resolved after 
further investigation.

vi. Before moving funds via wire transfer or cheque, 
it shall be ensured that the counterparty has 
already been subjected to ARISE’s rigorous 
due diligence and KYC procedures.  Such wire 
transfers are subject to the control platform 
normal to these kinds of payments.

2. Customer Identification

i. Sufficient and reliable information shall be 
obtained to determine the identity of all 
individual customers.  This may include the 
proofs of identity issued by a government and 
proofs of residences of Directors, Officers, 
Managerial personnel and other persons that 
have a significant beneficial interest in the 
customer.  Fulfilling this requirement shall be 
addressed by informing the KYC form (Refer 
Appendix)

ii. Also, Sufficient and reliable information shall 
be obtained to determine the identity of all 
customers. This may include a review of the 
customer’s legal documents and relevant 
documents that identify the persons that 
have significant beneficial interests in the 
corporation, bank, financial institution, family 
owned or owner-manager business.

iii. ARISE’s policy prohibits the opening of 
anonymous accounts or special name customer 
account (i.e. an account using a pseudonym 
or number rather than the actual name of the 
customer).

iv. The authority of any person authorizing financial 
transactions on behalf of the customer shall be 
established by documentation, including but 
not limited to a Board Resolution reference 
to local law, or other reliable means.  ARISE 
businesses responsible for the relationship 
must determine that person’s identity and 
relationship to the customer.

v. Reasonable measures shall be taken to 
obtain information about the true identity 
of the person on whose behalf a business 
relationship is established or an account is 
opened or a significant transaction conducted 
(i.e., beneficial owners), if there are any doubts 

as to whether the customer is acting on its own 
behalf.

3. Other Customer Information

i. It is the Group’s policy to determine and 
document at the time of establishing a 
relationship, the assessment of the money 
laundering risks posed by the customer’s 
expected use of the Group’s products and 
services. This assessment shall document:

a. The customer’s source of funds;
b. The customer’s source of income and as-

sets; and
c. The nature and extent of the customer’s 

expected use of the Group’s products and 
services (i.e. a transaction profile) or the 
customer’s investment objectives.

d. The customer is not on an UN and EU 
sanctions list, or any national sanction list 
deemed appropriate by ARISE’s manage-
ment.

ii. The information about a customer obtained at 
the time of the establishment of the relationship 
constitutes a “customer profile.”  The Group 
shall periodically update customer profiles and 
confirm information provided by customers, 
taking into cognizance the assessment of the 
money laundering risks posed by that customer.

4. Information Requirements for 
Customers with Relationships with an 
Arise Partner Institution

i. Generally, the Group shall, as far as practica-
ble, conduct its AML/KYC checks by itself.  

ix. However, the Group in very limited circum-
stances may rely upon another partner institu-
tion for the identification of a customer who has 
a relationship with that institution and seeks to 
establish a relationship with the Group. This 
may apply in situations where the Group is 
co-investing in a project with other reputable 
partner institutions who have already carried 
out satisfactory AML/KYC compliance checks 
on the counterparty or Project Company.  

x. At a minimum, to rely upon a partner institution 
for the identification of a customer, the Group 
must:
- Document that the partner institution has a 

relationship with the customer;
- Establish that the partner institution’s iden-

tification requirements and KYC procedures 
reasonably meet the requirements of the 
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Know Your Customer policies and proce-
dures (refer KYC Questionnaire); and

- Be able to obtain upon request from the 
partner institution, the information and doc-
umentation that was obtained and relied 
upon to determine the true identity of the 
customer.

ix. Note: Notwithstanding the acceptability to 
ARISE of the KYC assessment documents 
provided by a partner institution, the Group 
remains responsible for carrying out an inde-
pendent KYC and AML checks on all prospec-
tive counterpart before such a relationship is 
established.

xi. When the Group/Group Company relies upon 
a partner institution for the identification of a 
counterpart, it may obtain any additional cus-
tomer information required at the establish-
ment of a relationship, commensurate with the 
assessment of the money laundering risks.

xii. For the avoidance of doubt, ARISE’s partner 
institutions refers to financial institutions that 
it is co-investing with, consultants, lawyers, 
advisers and other firms that by virtue of their 
relationship with the client or the counterpar-
ty have carried out an AML/KYC check on this 
counterpart.

5. Identification of Suspicious Activities 

i. This policy hereby establishes a minimum 
uniform standard by which all businesses and 
employees (in addition to local laws), wherever 
located, are to determine whether an activity is 
suspicious for purposes of internal referrals to 
the Compliance Officers (Appendix III - Section 
C-Additional Information).  

ii. Under the Group’s standard, suspicious activity 
involving possible money laundering is any 
transaction conducted or attempted by, at, or 
through a business involving or aggregating to 
US$10,000 or more in funds or other assets or 
its local currency equivalent that the business 
knows, suspects, or has reason to suspect:

a. Involves funds derived from illegal activities 
or is intended or conducted in order to 
hide or disguise funds or assets derived 
from illegal activities (including, without 
limitation, the ownership, nature, source, 
location, or control of such funds or assets) 
as part of a plan to violate or evade any 
law or regulation or to avoid any money 
laundering regulation;

b. Is designed to evade a money laundering 
regulation, for example, a cash reporting 
regulation; or

c. Has no business or apparent lawful purpose 
or is not the sort in which the particular 
business relationship would normally be 
expected to engage and the business 
knows of no reasonable explanation for the 
transaction after examining the available 
facts, including the background and 
possible purpose of the transaction.

iii. The Group shall regularly update the 
documentation for the identified High-Risk 
Business Partners or for Business Partners 
operating in high risk jurisdictions (for instance 
business partners with holdings in tax havens or 
jurisdiction where there is a history of significant 
corruption and money laundering cases).

Note: The above-referenced US$10,000 
threshold is for purposes of internal referrals 
and does not establish a threshold for 
transaction monitoring.

6. Monitoring of Suspicious Activity 
The Group shall monitor and detect, throughout 
a counterpart; any suspicious activity so that 
appropriate actions can be taken, and reports 
can be made to relevant government authorities in 
accordance with applicable laws.

In developing appropriate methods of monitoring, 
the Group shall consider:

a. Whether monitoring shall be done on an 
individual account basis or at a product 
activity level using generic parameters; and

b. Whether computerized or manual 
monitoring is suitable and practical, taking 
into account the size and nature of its 
operations and available technology.

7. Terminating Business Relationship

i. The Group businesses shall design procedures 
relating to-

a. actions to be taken before a customer 
relationship is terminated; & 

b. notification of the decision to terminate to 
the Customer 

ii. These procedures shall provide for: 
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a. the prompt referral of the matter to the 
designated Compliance Officers, and;

b. communication of the decision to terminate 
and the anticipated date for notifying the 
business relationship of that decision shall 
be documented in a Suspicious Activity 
Report (“SAR”) to file or as a supplement 
to any SARs that have previously been filed 
with Compliance Officers.

NOTE: Where businesses have filed Suspicious 
Activity Reports or otherwise reported suspected 
or known criminal violations or suspicious activities 
to the Compliance Officers or to the law enforce-
ment authorities, employees must not notify any 
person outside of the Group who may be transacting 
with the counterparty or any person who is the 
subject of a suspicious activity report or other 
report of suspicious activity that that a reporting for 
suspicious activities did occur.

VIII. Record-Keeping

i. The Group shall comply with applicable re-
cordkeeping and reporting requirements es-
tablished by any relevant law that may apply. 

xiii. In the absence of a relevant law, retain client’s 
KYC records shall be retained for at least five 
years.  Where a relevant law provides for a 
longer retention period, the stricter law shall 
apply.  

xiv. Records shall be stored and retained in hard 
copies or electronically, with adequate back-
up of the information in a secured, offsite loca-
tion if necessary.

xv. The Group entities shall maintain the follow-
ing documents for at least five (5) years 
unless an applicable local law on document 
retention specifies a longer period:
a. Customer profiles;
b. Reports made to government authorities 

concerning suspicious customer activity 
relating to possible money laundering or 
other criminal conduct together with sup-
porting documentation;

c. Records of all formal anti-money launder-
ing training conducted which include the 
names and business units of attendees 
and dates and locations of the training; 
and

d. Any other documents required to be re-
tained under applicable money laundering 
laws.

IX. Training & Communication

i. All employees must undertake anti-money 
laundering training on an annual basis. 
The training shall review applicable money 
laundering laws and recent trends in money 
laundering activity, terrorism financing as well 
as the Group’s policies and procedures to 
combat money laundering, prevent financing 
of terrorism, including how to recognize and 
report suspicious transactions.

ii. Records shall be kept of all formal training 
conducted.  These records shall include the 
names and business units of attendees and 
dates and locations of the training.

X. Breach of the policy

i. Failure to adhere to this policy will subject 
the employee to disciplinary action up to and 
including termination of employment.  

ii. Violations of money laundering and financing 
of terrorism laws may also subject employees 
to higher legal consequences such as 
imprisonment and, may subject the Group to 
fines, forfeiture of assets, and other serious 
punishments.

Monitoring & Review of Policy
i. Internal control systems and procedures may 

be subject to regular audits to provide further 
assurance that they are effective in countering 
bribery, corruption, money laundering & financ-
ing of terrorism. 

ii. The Group shall conduct assessments of its 
anti-money laundering policies and procedures 
on a periodic basis to provide reasonable as-
surance that   the compliance framework con-
tinues to function effectively.  The assess-
ment process may include testing and analysis 
upon request by the Board of Directors.

iii. Board of Directors may direct an independent 
review by the Risk & Audit Function to protect 
the Group and its businesses from being used 
by money launderers and terrorists.
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Reporting and Grievance Redressal 
Mechanism

Bribery and Corruption Activities 

i. If an employee comes across any suspicious 
bribery /corruption activity, the employee must 
raise concern with the Legal function or Super-
visor/manager as soon as possible. Examples 
of red flags to be followed up on and reported 
are included in Appendix II.

xvi. All allegations relating to a breach of an appli-
cable law shall be investigated by ARISE. Any 
employee shall not be dismissed, harassed or 
otherwise discriminated who raises concerns 
in good faith, even if mistaken (unless spurious 
or malicious). Any employee who reports sus-
pected or actual bribery or corruption instanc-
es shall be given complete anonymity and the 
Group shall support the employees against any 
form of action against them in relation to the 
making of any such report.

Money Laundering

i. All Group entities and employees must satisfy 
any legal obligation to report suspicious activi-
ties involving possible money laundering.

ii. The Group shall promptly examine any coun-
terparty activity that is questionable to deter-
mine and document the reason for the activity 
and whether the activity is suspicious under 
the standard set forth in this policy as well as 
under any standard established by applicable 
local law.

iii. All Group entities and employees shall prompt-
ly refer any counterparty activity that is deter-
mined to be suspicious under the standard set 
forth in this Policy or under any standard es-
tablished by applicable local laws to the desig-
nated Compliance Officers so that appropriate 
actions can be taken, including the timely filing 
of suspicious activity reports in accordance 
with applicable local laws.

APPENDICES

Appendix I - Unacceptable Conduct
 

The giving, receiving or facilitating of a bribe or 
involvement in any connected activity, in any 
circumstances, is totally unacceptable to the Group. 
Examples of prohibited activities are set out below:

It is not acceptable for any employee (or someone on 
their behalf) to: 

i. give, promise to give, or offer, a payment, gift 
or hospitality with the expectation or hope that 
a business advantage will be received, or to re-
ward a business advantage already given;

ii. give, promise to give, or offer, a payment, gift 
or hospitality to a government official, agent or 
representative to “facilitate” or expedite a rou-
tine procedure;

iii. accept payment from a third party knowingly 
or where suspicion arises; that it is offered with 
the expectation that it will obtain a business 
advantage for them;

iv. accept a gift or hospitality from a third party 
knowingly or where suspicion arises that it is 
offered or provided with an expectation that a 
business advantage will be provided by us in 
return;

v. threaten or retaliate against another worker 
who has refused to commit a bribery offence 
or who has raised concerns under this Policy;

vi. appoint any third party to act on behalf of 
ARISE who you know or have good reason to 
believe to have engaged in any corrupt or un-
lawful conduct; 

vii. pay any third party (excluding bona fide con-
sultants) for the purposes of making business 
connections for ARISE;

viii. engage in any activity that might lead to a 
breach of this Policy; or

ix. accept a ‘kickback’ – a kickback is typically any 
payment made in return for a business favour or 
advantage. All employees and Associated Per-
sons must avoid any activity that might lead to, 
or suggest, that a kickback (or facilitation pay-
ment) will be made or accepted by the Group.

 

Employees must also consider and be alert to the fact 
that a benefit offered or given indirectly, for example 
through an agent, or through a third party acting on 
ARISE’s behalf, may also constitute a bribe. 
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Appendix II - Red Flags 
 

Following is a list of possible red flags that may arise, 
and may raise concerns under various anti-bribery and 
corruption laws. 

If any of the following red flags are encountered while, 
employee must report them promptly to the Legal 
function: 
 

i. becomes aware that a third party engages in, 
or has been accused of engaging in, improper 
business practices; 

ii. learns that a third party has a reputation for 
paying bribes, or requiring that bribes are paid 
to them, or has a reputation for having a “spe-
cial relationship” with foreign government of-
ficials; 

iii. a third party insists on receiving a commission 
or fee payment before committing to sign up 
to a contract, or carrying out a government 
function or process for ARISE; 

iv. a third-party requests payment in cash and / 
or refuses to sign a formal commission or fee 
agreement, or to provide an invoice or receipt 
for a payment made; 

v. third-party requests that payment is made 
to a country or geographic location different 
from where the third party resides or conducts 
business; 

vi. a third party requests an unexpected addition-
al fee or commission to “facilitate” a service; 

vii. a third party demands lavish entertainment or 
gifts before commencing or continuing con-
tractual negotiations or provision of services; 

viii. third-party requests that a payment is made to 
“overlook” potential legal violations; 

ix. a third-party requests employment or some 
other advantage to a friend or relative; 

x. receives an invoice from a third party that ap-
pears to be non-standard or customised; 

xi. a third party insists on the use of side letters or 
refuses to put terms agreed in writing; 

xii. notices that ARISE has been invoiced for a 
commission or fee payment that appears large 
given the service stated to have been provid-
ed; 

xiii. a third party requests or requires the use of an 
agent, intermediary, consultant, distributor or 
supplier that is not typically used by or known 
to ARISE; 

xiv. the third party requests a split of purchases to 
avoid procurement thresholds; 

xv. the third party is vague or elusive about source 
of funds for the transaction or activity; 

xvi. the third-party requests that the Company not 
report or disclose an activity or transaction; 

xvii. the third party threatens to withhold services 
absent payments to individuals in addition to 
contractually agreed payments, or payments 
in cash or cash equivalents; 

xviii. a government official insists on a specific per-
son or company to serve as third party; 

xix. the third party refuses to agree to the contrac-
tual provisions relating to anti-bribery and an-
ti-corruption; 

xx. during negotiations, the third party seems in-
different to the price of the Group’s products 
or services, or otherwise fails to act in a profit 
seeking manner; 

xxi. the third party insists that its identity remain 
confidential or refuses to divulge the identity 
of its owners or principals; 

xxii. the third party does not have offices or a staff, 
or frequently moves locations; or 

xxiii. offered an unusually generous gift or lavish 
hospitality by a third party. 

Note: The above list is inclusive and is for illustrative 
purposes only. 
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Appendix III - Know Your Client (KYC) Questionnaire

A. BUSINESS RELATIONSHIP INFORMATION AND IDENTIFICATION
1. Name:

2. Industry/Product Group:

3. Primary Business Address:

4. Country:

5. Telephone Number: Telefax Number:

6A. Internet website:

6B. Is this transaction compliant with US Foreign Account Tax Compliance Act (FATCA) Yes / No/ NA?

7. Type of Legal Entity

Public Corporation Private Corporation 
Partnership

Special Purpose Entity

State or Municipality Government Agency 
Sovereign

Supra-national

8. Primary Contact Person at Client (name, telephone and position):

9. Alternate Contact Person at Client (name, telephone and position):

10. Names and Titles of Principal officers (e.g. Chairman, Chief Executive Officer, Chief Financial Officer, 
Minister, Governor, Director General, Legal counsel)

Name Title E-mail Telephone

11. Description of Client’s Business Operations, and number of years in operation:
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B. REFERENCES

16a. Banking reference, a bank with whom your organization has banking relationship.

Name of Bank: Address of Bank: Email Address: Phone:

Length of relationship in years: Relationship Manager:

16b. Customer reference, an organization to whom you provide goods or services.

Name of Customer: Address of Customer: Email Address: Phone:

Length of relationship in years: Contact name:

16c. Customer reference, an organization to whom you provide goods or services.

Name of Customer:                                Address of Customer:                                                  

Email Address:                                     Phone:

Length of relationship in years: Contact name:
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Client Checklist
1.  Names of Principal Officers. Certified copies of ID documents for at least two directors. (e.g. 

Passport). The passport must be valid and show the signature 
and photograph of the bearer.

2. Evidence of the creation of the legal entity Any of the documents listed in 13.

3.  Latest audited financial statements, and the 
name and address of your external auditor

Audited Financial Statements

4. Authorised Account Signatories: Board resolution to confirm account signatories and the signing 
instructions.

Where original documents are not provided, copies must be certified as a true copy and photographs 
must be certified as a true likeness. Only members of the following professions can certify a document, Lawyer, 
Accountant, Manager of regulated credit or financial institution, Notary Public, Member of Judiciary, Senior Civil 
Servant, an Embassy, Consulate or High Commissioner of the country of issue of the document, Serving Police 
Officer or Customs Officer.
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Human Resources Module – HR001
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PART A - Language Policy

I. Introduction

The Group (“ARISE”) recognizes, respects and 
continues to embrace diverse ethnic, cultural and 
linguistic background of its human capital and 
fosters a culture of inclusion amongst its workforce.  
In addition to this, whilst conducting its business, 
ARISE wishes to foster the languages spoken in the 
geographical regions in which it operates. 

II. Applicability

This policy applies for official communication 
between one or more of the categories of persons 
below when communicating within/outside the 
Group:

i. The Boards of Directors of all Group entities, 
either acting individually or collectively

ii. All employees, either acting individually or collectively
iii. Consultants
iv. Secondees to ARISE from other entities
v. Agency staff
vi. Work experience or other trainees

III. Policy & Principles

i. The Group recognises and respects the lin-
guistic needs of all ethnic, cultural and national 
groups. The company recognises the status of 
English & French as important languages and 
as acknowledged international languages and 
therefore proposes to use these as the official 
medium of communication 

ii. Business communication in non-English 
speaking countries will continue in the official 
language of the country when required. All ex-
patriate managers in such countries are strong-
ly encouraged to learn the official language of 
the nation in which operations are established. 

iii. When operating in Francophone regions of Africa, 
one of the key expectations of the Group is that its 
staff learns and uses French for the purposes of 
communication. The purpose of this is to foster cul-
tural inclusiveness of the region with a view to en-
gaging and building trust with all local stakeholders.  

iv. Should staff not be proficient in the use of 
French/official language, English will be the lan-
guage used for communication.   

v. Also, the English/Official language of the coun-
try will be the medium of communication with 
all non-French speaking stakeholders including 
customers, suppliers, investors and interna-
tional institutions.

IV. General Guidelines

ARISE expects all its employees to adapt this 
approach to conducting business and mindfully 
commit to this policy and abide by it during official 
business whether in or outside the Group’s own 
offices.  It is also applicable on business trips 
when travelling along with colleagues for business 
purposes.

Further, in applying this policy, the Group shall 
ensure that:

i. all publications, press, media and social media 
releases relating to the Group will be published 
in French, English or official language of the 
host country.

ii. external correspondence relating to the Group’s 
business, whether written, telephonic or face-
to-face communications will be conducted in 
either French or English based on the prefer-
ence of the stakeholder with whom the corre-
spondence is being exchanged.

iii. This policy also applies to social and sporting 
events organised by the Group.

iv. all forms of other internal communications with-
in every department and amongst colleagues, 
whether written, telephonic or face-to-face will 
be in either French or English.

v. ARISE’s internet and intranet will be made 
available in English. 

Note: 
i. This policy is not aimed at breaching the per-

sonal space or privacy of its employees when 
they are not conducting the Group’s business 
activities. 

ii. Communication at social events that are not or-
ganised by the Group, or communication with 
friends or family on matters that are unrelated 
to the group etc. shall not be governed by this 
policy.

V. Sanctions & Disciplinary Measures

ARISE reserves the right to apply certain measures 
should staff fail to adhere to this policy.  These 
measures may vary from “naming and shaming” 
offenders who breach this policy or the issuing of 
warning letters to those individuals.
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PART B - Fair Employment Policy

I. Introduction & Purpose

ARISE is committed to providing a workplace where 
rights of all employees are respected. Our approach 
on Fair Employment is aligned to our Core Purpose 
of Growing Responsibly and is in full compliance 
with the conventions of the International Labour 
Organization (ILO) and United Nations Global 
Compact’s (UNGC) guiding principles on human 
rights and labour.

The purpose of this policy is:

i. To treat all our employees with dignity and fair-
ness

ii. To take a proactive approach to protecting the 
rights of people in all our workplaces

iii. Ensure compliance with all applicable national 
employment laws and international standards

iv. Create a fair and non-discriminatory workplace 
that provides equal opportunity to everyone

v. Establish, maintain, and improve the work-
er-management relationship and ensure em-
ployees’ rights to self-representation

vi. Protect workers, including vulnerable catego-
ries such as migrant workers, and workers en-
gaged through third parties

vii. Prohibit the use of child labour and forced la-
bour

viii. Provide safe and healthy working conditions 
and promote the health of workers

II. Applicability

This policy applies to everyone who carries out work 
for ARISE across its various entities and jurisdictions, 
including:

i. All employees
ii. Applicants for employment with the Group
iii. Contractors, sub-contractors and agency staff
iv. Consultants
v. Secondees to ARISE from other entities
vi. Work experience or other trainees

III. Key Responsibilities

i. Respective Country Heads, Business Heads & 
Function Heads have the primary responsibility 
to ensure that all the workplaces under their ju-
risdiction adhere to the policy and review them 
annually.

ii. The head of any workplace is responsible to 
ensure day to day implementation and oper-
ational control for the provisions described in 
this policy;

iii. Managers / Supervisors are responsible for im-
plementing this policy and must apply this pol-
icy as part of their day-to-day management of 
the group.

iv. HR function is responsible for monitoring and 
reviewing this policy and for ensuring that all 
employment-related policies, procedures and 
practices adhere to this policy.

v. The HR lead for workplace is responsible for 
the development of required processes and re-
view framework specific to a given workplace.

III. Definitions

i. Workplace refers all offices, plantations/con-
cessions, projects directly or indirectly managed 
by the Group where work is done for the Group.

ii. All terms denoting people employed by ARISE 
e.g. workers, employees, unless otherwise 
specified, refer to:
. The collective noun
. Both employed directly by ARISE or indi-

rectly through labour-subcontractors
. All categories – Permanent or Fixed Term, 

employed Full-Time, Part-Time or Seasonal
iii. Child Labour refers to employment of children 

in an industry or business, for work that de-
prives them of their childhood, their potential 
and their dignity, and that is harmful to physical 
and mental development.

iv. Minimum Age the minimum age required by 
law for a person to work in a given jurisdiction.

v. Forced labour is any work or service which is 
exacted from any person which is not offered 
voluntarily. Providing wages or other compen-
sation to a worker for such a service does not 
make it not forced or compulsory.

vi. Working conditions include physical infra-
structure and environment, conducive to the 
work being carried out in the workplace, where 
applicable, it includes safe housing conditions, 
with access to potable drinking water, ade-
quate sanitation, and emergency medical care.

vii. Safe working environment refer to complete 
physical and mental well-being of the employ-
ees. It includes a welcoming workplace free of 
abuse (including sexual harassment) and the 
prevention of risk to health caused by working 
conditions.

viii. Human rights are the basic rights and free-
doms that belong to every person in the world. 
They are based on important principles like 
dignity, fairness, respect and equality. They are 
universal and inalienable and apply to everyone 
in equal and non-discriminatory manner.
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ix. Minimum Wage is the lowest remuneration 
that employers must legally pay their workers 
in any given jurisdiction

x. Industry Wage is the standard wages preva-
lent in any given sector or industry in a given 
region

xi. Equal Remuneration for men and women 
workers for work of equal value refers to rates 
of remuneration established without discrimi-
nation based on sex.

xii. Diversity is acceptance of a range of human 
differences, including but not limited to race, 
ethnicity, country of origin, gender, sexual ori-
entation, socio-economic status, age, physical 
abilities, religious beliefs, political beliefs, or 
other ideologies

xiii. Inclusion is about focusing on the needs of 
every individual and ensuring the right condi-
tions are in place for each person to achieve his 
or her full potential

xiv. Access refers to physical availability and ac-
cess to food at workplace

xv. Sufficient refers to quantity of food that is suf-
ficient to meet daily calorific needs of the work-
ers, particularly of those engaged in hard phys-
ical labour, or those having special needs

xvi. Safe refers to clean and potable water, and to 
food prepared and stored in hygienic condi-
tions

xvii. Nutritious food that provides essential carbo-
hydrates, proteins, vitamins and minerals re-
quired as part of healthy diet

xviii. Freedom of Association refers to the right of all 
workers to join, or to refrain from joining, an as-
sociation representing their collective interests

xix. Collective Bargaining is the way management 
and worker representatives agree on condi-
tions of employment and provisions governing 
workplace affairs.

IV. Fair Employment Standards

There are six standards associated with ARISE’s Fair 
Employment Policy:

i. Prohibition of Child Labour and Forced Labour
ii. Workplace Conditions
iii. Wages and Benefits
iv. Diversity & Inclusion
v. Health and Nutrition
vi. Freedom of Association and Right to Collective 

Bargaining

1. Fair Employment Standard I - 
Prohibition of Child Labour and Forced 
Labour 

Standard Requirements

i. Any ARISE workplace shall not allow use of 
child labour or forced labour, either directly or 
through a sub-contractor

ii. Under no circumstances shall any ARISE work-
place employ an individual under the local legal 
minimum age for work determined by national 
laws or regulations or by the competent authority.

iii. The minimum age for admission to any type of 
employment or work which by its nature or the 
circumstances in which it is carried out is likely 
to jeopardize the health, safety or morals the 
individual shall not be less than 18 years.

iv. Any ARISE workplace shall not allow physical 
punishment, abuse, or involuntary servitude of 
any worker. Procedures are in place to ensure 
that workers enter employment of their own 
free will and they are never prevented from 
leaving if they so wish

v. All Managers, supervisors and worker repre-
sentatives shall be trained on the applicable 
definitions of child labour and forced labour

vi. All ARISE Labour-contractors shall maintain a 
roster of approved workers and only approved 
and verified workers are allowed access to 
ARISE premises for rendering any work. Infor-
mation maintained for verified workers must 
contain
a. Proof of age
b. Work authorization in case of migrant work-

er
c. Registration with applicable social security 

organization

Monitoring and Recordkeeping

i. Operations considered to have significant risk 
for incidents of:
a. child labour;
b. young workers exposed to hazardous work.
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ii. Measures taken to contribute to the effective 
abolition of child labour

iii. Operations and suppliers considered to have 
significant risk for incidents of forced or com-
pulsory labour

iv. Measures taken to the elimination of all forms 
of forced or compulsory labour.

2. Fair Employment Standard II - 
Workplace Condition

Standard Requirement

i. All ARISE workplaces shall treat employees 
with dignity, fairness and respect, and our em-
ployee and employment related practices shall 
be guided by our shared value of Mutual Re-
spect, and ARISE Code of Conduct.

ii. All ARISE workplaces shall provide a safe work-
ing environment to employees, with document-
ed safety & health measures and standard oper-
ating processes covering all relevant aspects of 
work posing potential risks to employee physi-
cal and mental safety and health.

iii. All employees should receive training on work-
place safety, as defined under the Standard 
“Safe System of Work” under ARISE’s Health 
and Safety Policy.

iv. All ARISE workplaces shall comply with appli-
cable local laws related to maximum number 
of working days, standard working hours and 
overtime hours

v. All employees, shall be provided with a written, 
understandable, and legally binding employ-
ment contract and the terms and conditions as 
specified in the contract shall be respected

vi. All workplaces shall have in place a written pro-
cess for grievance resolution
a. It shall clearly specify responsible authority, 

escalation mechanism and process for re-
solving issues raised

b. It shall have provision for keeping the name 
of the complainant confidential

c. There shall not be any discrimination or pu-
nitive action against any employee raising 
a grievance

d. The grievance process should be clearly 
communicated to all employees

vii. Undertake training of top leadership, managers 
supervisors and team leaders on human rights, 
employment law framework in jurisdiction, in-
dustry best practices and associated ILO con-
ventions

Monitoring and Recordkeeping

i. Human Rights- Total number and percentage 
of operations that have been subject to human 
rights reviews, including instances of sexual 
harassment, or human rights impact assess-
ments, by location.

ii. Employee Safety- Details of all safety related 
incidents as described under ARISE’s Health 
and Safety Policy.

iii. Employee Grievances
a. Details of all grievances received during 

the reporting period, including those made 
anonymously. This should include com-
plaints of sexual harassment as raised 
through procedure defined in company’s 
policy against sexual harassment

b. Investigation report and action taken
iv. Employee Records

a. Total number and rate of new employee 
hires during the reporting period, by age 
group, gender and location

b. Total number and rate of employee turn-
over during the reporting period, by age 
group, gender and location

c. Total number of employees without a legal 
contract, by gender and location

v. Training and Education
. Total number of hours in the reporting pe-

riod devoted to training on human rights 
policies or procedures concerning aspects 
of human rights that are relevant to opera-
tions.

. Percentage of employees trained during the 
reporting period in human rights policies or 
procedures concerning aspects of human 
rights that are relevant to operations.

. Percentage of Managers/Team leaders 
trained during the reporting period in ap-
plicable employment laws and associated 
ILO conventions

. Average hours of training that the organiza-
tion’s employees have undertaken during 
the reporting period, by:

- Gender
- Employee category

. Type and scope of programs implemented, 
and assistance provided to upgrade em-
ployee skills.

. Percentage of total employees by gender 
and by employee category who received a 
regular performance and career develop-
ment review during the reporting period.



63

Policy Manual

3. Fair Employment Standard III - Wages 
and Benefits

Standard Requirements

i. Each ARISE workplace, shall seek and keep a 
copy of the rate of minimum wages applicable 
to that workplace. This clarification should cover
a. the specified monthly/daily/hourly rate of 

wages
b. All possible exceptions and exemptions as 

applicable under law
ii. Each ARISE workplace shall comply with the 

minimum wages, and ensure that wages are 
paid on time and in full, with all legally man-
dated deductions, such as taxes or social in-
surance, deposited to the legally stipulated ac-
counts or agencies as required by law 

iii. In cases where there is no minimum wage de-
fined, the management shall pay Industry wag-
es as applicable for the location

iv. Management shall ensure that both women 
and men have the right to equal remuneration 
for work of similar nature or equal value. This 
includes all additional income including rate of 
overtime payment.

Monitoring and Recordkeeping

i. Audit of payroll to ensure compliance to mini-
mum wages

ii. Record of all the violation of minimum wages in 
a specified period

iii. Measures taken by the organization in the re-
porting period intended to ensure such viola-
tions are not repeated

4. Fair Employment Standard IV - 
Diversity & Inclusion
x. ARISE is an equal opportunity employer and 

we must strive to promote diversity and inclusive-
ness at all levels in the organization.

Discrimination is any negative action or attitude 
directed towards someone because of what ARISE 
considers as “protected characteristics”.  

Discrimination may take in any of the below form:

i. Direct Discrimination occurs when a person 
is treated less favourably because of a protect-
ed characteristic that they either have or are 
thought to have.  Direct discrimination can also 
occur by way of association, which is when a 
person is treated less favourably because, for 
example, their spouse or partners or other rela-
tive has a protected characteristic.

ii. Indirect Discrimination occurs when a provi-
sion, criterion or practice is applied equally to 
everyone, but has a disproportionately adverse 
effect on people who share a particular protect-
ed characteristic.  A person with the protected 
characteristic who is disadvantaged in that way 
has a right to complain.  To be justified, the pro-
vision, criterion or practice must be necessary 
for legitimate business reasons in circumstanc-
es where less discriminatory alternatives are 
not reasonably available.

iii. Victimisation occurs where someone is treat-
ed unfavourably because he/she has raised a 
complaint under this policy or taken legal ac-
tion, in relation to any alleged act of unlawful 
discrimination, against ARISE or because he/
she has supported someone else in doing this.

iv. Harassment is unwanted conduct that violates 
an individual’s dignity or creates an intimidat-
ing, hostile, degrading, humiliating or offensive 
environment.  Harassment can take many dif-
ferent forms and may involve inappropriate ac-
tions, behaviour, comments, emails or physical 
contact that causes offence or are objection-
able.  Harassment may involve a single incident 
or persistent behaviour that extends over a 
period of time and can occur even if someone 
did not mean to cause offence.  It also means 
that a person can be subjected to harassment 
by behaviour that is not aimed at them direct-
ly but which they nonetheless find unpleasant.  
Harassment is always unacceptable and where 
it relates to a protected characteristic it shall 
amount to discrimination.

v. Discrimination arising from Disability – in ad-
dition to the above, ARISE considers it wrong 
to treat a person unfavourably because of 
something that is the result, effect or outcome 
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of their disability, unless the treatment is nec-
essary and can be objectively justified.  Fur-
thermore, managers have a duty to make rea-
sonable adjustments to ensure that disabled 
applicants, employees or other workers are not 
substantially disadvantaged.

vi. Examples of discrimination/harassment- Hir-
ing managers disproportionately, disquali-
fy male or female job candidates on purpose 
based on gender;
a. Managers bypassing team members with 

specific protected characteristics for pro-
motion without being able to formally prove 
(for example, with documentation) the rea-
sons other employees were selected in-
stead;

b. Managers applying differing pay incre-
ments based on particular protected char-
acteristic;

c. Managers assigning differing projects/roles 
based on particular protected characteristic;

d. Employees making sexist comments;
e. Employees sending emails disparaging 

someone’s ethnic origin.

Standard Requirements

i. All ARISE workplaces shall be equal opportu-
nity employer and all employee life-cycle relat-
ed processes/decisions would ensure there is 
no harassment/discrimination (verbal, written 
or physical conduct that denigrates or shows 
hostility or aversion) based on race, ethnicity, 
country of origin, gender, sexual orientation, 
socio-economic status, age, physical abilities, 
religious beliefs, political beliefs, or other ide-
ologies

ii. ARISE workplaces shall make reasonable al-
lowances in providing opportunities for work 
arrangements that accommodate the diverse 
needs of individuals at different career and life 
stages

iii. Undertake training of managers, supervisors 
and team leaders on concept, benefits and 
practice of behaviours and processes that pro-
mote diversity and inclusiveness

Monitoring and Recordkeeping

i. Total number of incidents of discrimination dur-
ing the reporting period.

ii. Status of the incidents and actions taken re-
garding the following:
a. Incident reviewed by the organization;
b. Remediation plans being implemented;
c. Remediation plans that have been imple-

mented, with results reviewed
d. Internal management review processes;
e. Incident no longer subject to action.

5. Fair Employment Standard V- 
Workplace Health and Nutrition 

Standard Requirements

i. All ARISE worksites shall ensure that all em-
ployees have access to adequate clean, pota-
ble water, and safe, hygienic food during work-
ing hours

ii. Annually assess each worksite to gauge em-
ployee access to
.  clean and potable water
.  safe and hygienic food during working 

hours
iii. Define priority actions for any gaps identified 

in the assessment, and budget for, and imple-
ment, the identified actions

Monitoring and Recordkeeping

i. Maintain records of the annual assessment, 
actions planned, and actions implemented, lo-
cation where in violation of the standard & Cor-
rective actions taken

6. Fair Employment Standard VI- 
Freedom of Association and Right to 
Collective Bargaining

Standard Requirements

i. Workers, shall have the right to join, or to re-
frain from joining, representative associations 
of their choice and to bargain collectively

ii. A worker’s choice to form or join an associa-
tion will not compromise their equal treatment 
at work

iii. Where the right to freedom of association and 
collective bargaining is restricted under law, 
the management shall develop alternate inter-
nal processes for collaborating with workers in 
managing workplace affairs, e.g. Joint Consul-
tative Council defined under level 2 of maturity 
level

iv. Conduct training of Managers, Supervisors, 
and worker representatives on applicable defi-
nitions, rights and procedures as defined under 
the local jurisdictions

b. Monitoring and Recordkeeping

i. No of total workforce under protected category 
(if applicable)
a. Percentage of protected workers covered 

under union
b. Percentage of protected workers covered 

under a collective bargaining agreement
ii. No and types of awareness training conducted
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iii. Operations and suppliers in which workers’ 
rights to exercise freedom of association or 
collective bargaining may be violated or at sig-
nificant risk either in terms of:
a. type of operation (such as manufacturing 

plant) and supplier;
b. countries or geographic areas with opera-

tions and suppliers considered at risk.
iv. Measures taken by the workplace in the re-

porting period intended to support rights to 
exercise freedom of association and collective 
bargaining.

V. Complaints Procedure for 
incidences of Discrimination/
Harassment

1. Formal Complaint Mechanism
i. Anyone who is subject to discrimination or 

harassment based on their protected charac-
teristics shall, if possible, inform the alleged 
perpetrator that the conduct is unwanted and 
unwelcome.  

ii. ARISE recognizes that discrimination / harass-
ment may occur in unequal relationships (e.g. 
between a supervisor and his/her employee) 
and that it may not be possible for the victim to 
inform the alleged perpetrator. If a victim can-
not directly approach the alleged perpetrator, 
he/she shall approach the Human Resource 
Business Partner of the Country/ or Corporate 
HR Manager (in case of no HRBP) for filing 
complaints of discrimination or harassment.  

iii. When the designated person receives a com-
plaint of discrimination or harassment, he/she 
shall:
a. Immediately record the dates, times and 

facts of the incident(s)
b. Ascertain the views of the victim as to what 

outcome he/she wants
c. Ensure that the victim understand the 

group’s procedures for dealing with the 
complaint

d. Discuss and agree the next steps: either 
informal or formal complaint, on the under-
standing that choosing to resolve the mat-
ter informally does not preclude the victim 
from pursing a formal complaint if he/she is 
not satisfied with the outcome

e. Keep confidential record of all discussions
f. Keep the Head of HR, Pawan Jain (pawan.

jain@arisenet.com) informed by sharing 
with him the record of all discussions and 
actions taken

g. Respect the choice of the victim
h. Ensure that the victim knows that they can 

lodge the complaint outside of the company 
through the relevant county/legal framework

iv. Throughout the complaints procedure, if re-
quired, the victim can be helped by a counsel-
lor within the group. 

v. ARISE recognizes that because discrimination 
/ harassment often occurs in unequal relation-
ships within the workplace, victims often feel 
that they cannot come forward.  ARISE under-
stands the need to support victims in making 
complaints.

vi. The HRBP/Corporate HR Manager who initial-
ly received the complaint shall refer the matter 
to the Head of HR, Pawan Jain (pawan.jain@
arisenet.com) to instigate a formal investiga-
tion.  The Head of HR may then deal with the 
matter by referring the matter to an internal or 
external investigator or refer it to a committee 
of three others appointed by HR.

vii. The person(s) carrying out the investigation shall:
a. Interview the victim and the alleged harasser 

separately
b. Interview other relevant third parties or wit-

nesses separately
c. Decide whether or not the incident(s) of 

discrimination / harassment took place
d. Produce a report detailing the investiga-

tions, findings and any recommendations
e. If the harassment took place, decide what 

the appropriate remedy for the victim is, in 
consultation with the victim (e.g. an apol-
ogy, a change of working arrangements, 
training for the perpetrator, discipline, sus-
pension, dismissal etc)

f. Follow up to ensure that the recommenda-
tions are implemented, that the behaviour 
has stopped and that the victim is satisfied 
with the outcome

g. If it cannot determine that the discrimina-
tion / harassment took place, the person(s) 
carrying out the investigation may still 
make recommendations to ensure proper 
functioning of the workplace

h. Keep a record of all actions taken
i. Ensure that all the records concerning the 

matter are kept confidential
j. Ensure that the process is done as quickly 

as possible and in any event within 21 days 
of the complaint being made

2. Informal complaints mechanism
If the victim wishes to deal with the matter informally, 

the HRBP/ Corporate HR Manager shall:

mailto:pawan.jain@arisenet.com
mailto:pawan.jain@arisenet.com
mailto:pawan.jain@arisenet.com
mailto:pawan.jain@arisenet.com


66

Policy Manual

i. Give an opportunity to the alleged perpetrator 
to respond to the complaint

ii. Ensure that the alleged perpetrator under-
stands the complaints mechanism and possi-
ble consequences

iii. Facilitate discussion between both parties to 
achieve an informal resolution which is accept-
able to the complainant, or refer the matter to 
a designated mediator within the group to re-
solve the matter

iv. Ensure that the confidential record is kept of 
what happens

v. Follow up after the outcome of the complaints mech-
anism to ensure that the behaviour has stopped’

vi. Ensure that the above is done speedily and 
within 21 days of the complaint being made.

VI. Inadvertent Discrimination/
Harassment

i. Sometimes people who discriminate or har-
ass others do not realize that their behaviour is 
wrong.  ARISE understands that this is possi-
ble, but that does not make the perpetrator any 
less responsible for their actions.

ii. If a person suspects that someone does not re-
alize their behaviour is discriminatory under the 
definition of this policy, let them know and ask 
them to stop.  

iii. Communication via email shall be preferred so 
that such request is recorded.  A person shall 
not use this approach where perpetrator is a 
manager or a higher manager, investor or cus-
tomer. In such a case, report to Pawan Jain, 
Head of HR (pawan.jain@arisenet.com) as soon 
as possible.

VII. Sanctions and Disciplinary 
Measures

Anyone found to have discriminated or harassed 
another person under the terms of this policy is liable 
to any one or combination of the following sanctions:

i. Verbal or written warning
ii. Adverse performance evaluation
iii. Transfer
iv. Demotion
v. Suspension
vi. Dismissal
v. The nature of the sanctions shall depend on 

the gravity and extent of the offence.  Suitable 
deterrent sanctions shall be applied to ensure 
that incidents of discrimination are not treated 
as trivial.

PART C - Recruitment Policy

I. Introduction 

The Group “ARISE” believes that the human capital 
is the backbone of the organization & will always 
strive to tap the best resources available. 

Hiring is subject to legal and regulatory provisions 
as well as to the contractual provisions applicable 
to the Group entities. An employment contract must 
sanction the hiring process.

The individual employment contract within the 
context of the Local Labor Code is an agreement by 
which a person undertakes to place his professional 
activity under the direction and authority of another 
person who undertakes to pay him compensation.

II. Applicability 

This procedure applies to the recruitment of all 
categories of employees working in the Group 
entities. However, for the recruitment of execution 
staff working on operating sites, steps may be 
simplified (creation of e-mail; distribution of the 
induction kit; specific confidentiality clause). 

Any recruitment request must first be validated by 
the Country Director/Site Head before any process 
undertaken with the human resources department.

III. Procedures

1. Job applications
i. Unsolicited employment requests shall be sent 

by email to the Human Resources Department 
(hr.gabon@arisenet.com/hr.ivoire@arisenet.
com/hr.mauritania@arisenet.com), which as-
sesses the workforce needs. Vacancies shall 
also be published on the recruitment site, this 
shall also allow existing employees to apply (In-
ternal Recruitment, Employee Referral). Also, 
spontaneous applications can also be sent 
through the recruitment site.

ii. The Human Resources Department shall begin 
the process of recruiting a candidate once a va-
cancy / needed position is advertised. 

iii. The CVs or corresponding files sought shall 
first be selected in the CV library. If the profile is 
unavailable in the CV library, the company shall 
publish the offer on the recruitment site; or shall 
use a recruitment agency or may publish its of-
fer in an official journal.

mailto:hr.gabon@arisenet.com
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2. Recruitment of employees:
For all human capital needs, the recruitment 
procedure is outlined as follows:

i. Identification of the need for manpower by the 
requesting department.
. Description of the profile of the position to 

be filled (responsibilities, qualification, pro-
fessional experience, socio-professional 
category, etc.)

. Definition of the budget for the position to 
be filled 

. Market determination (internal or external 
application),

ii. The requesting department must obligatorily 
take the approval of the Country Director or Site 
Director before starting any recruitment proce-
dure. These validations must be done when 
setting up the budgets for the coming year un-
less this creation of position is essential during 
the year, a special approval from the Country 
Director shall be required. This Approval must 
be sent to the Human Resources Department in 
order to start the recruitment process.

iii. Publication of the recruitment announcement.

3. Preselection:
i. The preselection shall be done by the Human 

Resources department in order to filter the appli-
cation flow by analyzing the resumes received. 

ii. The preselection must take into account ARISE’s 
commitments in the area of   recruitment, in par-
ticular the absence of discrimination on the 
grounds of sex, religion, ethnicity; disability, 
or nationality. If a legal commitment has been 
made to a specific group (for example, Social 
Contract to favor the communities affected by 
the Group Company’s operations; commitment 
to the ‘nationalization’ of jobs), qualified candi-
dates corresponding to the preference criterion 
shall have priority over to other candidates of 
qualification and equivalent experience. 

iii. The selected files shall be presented to the 
requesting department, which determines the 
dates and times for the individual interviews.

4. Interview and Hiring:
i. The human resources department and the re-

questing department shall conduct the job in-
terviews according to the dates, times and lo-
cation of the interview set by the department 
head. 

ii. In case of unavailability of one of the depart-
ments, interviews can take place in the follow-
ing ways: 

a. through a Panel (shall be present: a repre-
sentative of the HR department, The Head 
of the requesting department) or 

b. the first interview shall be done by the HR 
department and final interview by the re-
questing department.

iii. During the job interview, the candidate must be 
identified by the presentation of a valid identity 
document and must provide for the occasion a 
file including:
a. Identity documents - mandatory
b. An updated Curriculum Vitae

iv. Any candidate for a job must submit to this pro-
cedure and submit, if necessary, in support of 
their request a complete file.

v. The identity of the candidates selected during 
the interview shall be sent to the Human Re-
sources department, which shall carry out the 
following steps (salary negotiation and terms of 
employment, job offer, suitability for employ-
ment, work contract, request for professional 
equipment, integration of the new employee).

5. The job offer:
i. The selected candidate shall receive a job offer 

from the human resources department. 
ii. This offer shall indicate, the position to be filled, 

the socio-professional category, the gross 
monthly remuneration. The candidate in the 
event of acceptance must indicate this by his 
signature followed by the mention “read and 
approved” and the effective date of hiring. 

iii. Hiring shall not take effect until after the medi-
cal examination for fitness for employment. Af-
ter the medical examination, the latter must fill 
out the various forms necessary for hiring: in-
formation form, additional insurance form (em-
ployee and beneficiaries according to company 
policy).

iv. Except in exceptional cases, fixed-term con-
tracts are offered for hire for a period of:
a. Six (6) months for supervisors and enforce-

ment officers
b. One (1) year for Executives

6. Fitness to work and medical 
supervision

i. The offer having been signed by the candidate, 
he or she shall be given the medical examina-
tion form as well as a letter by the company so 
that he can carry out his hiring medical exami-
nation. This visit is coordinated by the compa-
ny doctor who shall confirm whether the can-
didate is fit to work or not. ARISE reserves the 
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right to withdraw its offer or to modify the terms 
of the offer due to the recommendations of the 
company doctor.

ii. For Other medical examination: All workers 
must be subject to periodic examinations at 
the expense and under the responsibility of the 
employer; after termination of employment, an 
exit medical examination must also be carried 
out at the discretion of the company doctor, 
however;
. No worker shall be admitted to employment 

without having undergone a medical exam-
ination of aptitude for final employment.

. The medical examination before hiring is 
compulsory when it is:

c. at. work involving a serious risk either be-
cause of the nature of the products and ob-
jects handled or used, or because of the con-
ditions under which the work is performed;

d. women and children under the age of 18;
e. physically or mentally disabled.

7. Integration procedure:
i. Before the hiring date - The Candidate must 

submit all the documents required for the cre-
ation of his personnel file (Joining form, Over-
seas Bank Account details, Group Insurance 
Form). The human resources department must 
ensure that requests for material necessary for 
the performance of the work of the employees 
are subject to the relevant departments at least 
7 to 15 days before arrival. For the recruitment 
of expatriate staff, in the event of accommoda-
tion not organized before arrival, a hotel reser-
vation form must be sent to the administrative 
department. The announcement of the new ar-
rival must also be prepared before his arrival 
and this in coordination with the communica-
tions department.

ii. From the date of hire- On the first day of work, 
the employee must sign his employment con-
tract and complete any other administrative 
procedure required, then an orientation may be 
carried out to let employee know various de-
partments and places such as the infirmary, the 
canteen etc. Employee shall also be given an 
integration kit containing: The code of conduct, 
the ARISE policy dossier, company gadgets 
and other brochures. Employee shall also be 
redirected to the IT department to acquire the 
equipment necessary for the execution of his/
her missions. Employee must be registered 
with the Government Social Security Program. 
An HSE induction must also be made for any 
employee working on operating sites.

PART D - Sexual Harassment 
Policy

I. Introduction

The Group (“ARISE”) is committed to providing a 
safe working environment for all its employees so 
that persons, irrespective of gender or sexuality, 
are free from harassment at work including sexual 
harassment. ARISE’s culture is based on mutual 
respect and collaboration amongst its workforce.  
Sexual harassment is a serious violation of those 
principles and as such, the Group will operate a zero-
tolerance policy for any form of sexual harassment in 
the workplace.

All complaints of sexual harassment will be 
taken seriously and treated with respect and in 
confidence.  No one will be victimised for making 
such a complaint.

II. Purpose

The aims of this policy are:

i. To give staff the assurances that reports of sex-
ual harassment at work will be taken seriously 
and investigated as appropriate and that their 
confidentiality will be respected.

ii. To provide staff with information on the internal 
mechanism for reporting such complaints.

iii. To reassure staff that they shall be able to raise 
genuine concerns without fear of penalisation, 
discrimination, or reprisals.

III. Applicability

This policy applies to everyone who carries out work 
for ARISE across its various entities and jurisdictions, 
including:

i. The Boards and Directors of all Group entities 
ii. All employees
iii. Contractors and sub-contractors
iv. Consultants
v. Secondees to ARISE from other entities
vi. Agency staff
vii. Work experience or other trainees

IV. Definition

What Is Sexual Harassment? 

i. Sexual harassment is unwelcome conduct 
of a sexual nature which makes a person feel 
offended, humiliated and/or intimidated.  It in-
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cludes situations where a person is asked to 
engage in sexual activity as a condition of that 
person’s employment, as well as situations 
which create an environment which is hostile, 
intimidating or humiliating for the recipient.

ii. Sexual harassment can involve one or more 
incidents and actions constituting harassment 
and these actions may be physical, verbal or 
non-verbal.  Pursuing or flirting with another 
person persistently without the other person’s 
willing participation also constitutes sexual 
harassment.  Further examples of conduct or 
behaviour which constitute sexual harassment 
include, but are not limited to:

a. Physical Conduct

- Unwelcomed physical contact includ-
ing, but not limited to, patting, pinch-
ing, stroking, kissing, hugging, fondling 
or any other forms of inappropriate 
touching.

- Physical violence including sexual as-
sault.

- Whistling, leering or stalking when that 
action is construed as unwelcomed at-
tention. 

b.  Verbal conduct

- Comment on someone’s looks, dress, 
sexuality or gender in a derogatory or 
objectifying manner or a manner that 
makes them uncomfortable.

- Make obscene sexual comments, 
jokes, stories or gestures that humiliate 
or offend someone.

- Sexual advances.
- Repeated and unwanted social invita-

tions for dates or physical intimacy.
- Insults based on the sex or sexuality of 

the worker.
- Sending sexually explicit messages (by 

any mode of communication).

c.  Non-verbal conduct

- Display of sexually explicit or sugges-
tive material.

- Sexually-suggestive gestures.
iii. Anyone can be a victim of sexual harassment, 

regardless of their sex and of the sex of the 
harasser.  ARISE recognizes that sexual har-
assment may also occur between people of 
the same sex.  What matters is that the sexual 
conduct is unwanted and unwelcome by the 
person against whom the conduct is directed.

iv. ARISE recognizes that sexual harassment can 
be a manifestation of power relationships and 
often occurs within unequal relationships in the 

workplace, for example between manager or 
supervisor and employee.

v. ARISE will treat every person who supports or 
overlooks sexual harassment as much at fault 
as offenders.  Managers and Human Resources 
(HR) department are obliged to prevent sexual 
harassment and act when they have suspicions 
or receive reports.  Letting sexual harassment 
continue or encouraging it will bring about dis-
ciplinary action.  Anyone who witnesses an in-
cident of sexual harassment or has other kinds 
of proof should report to HR.

vi. All sexual harassment is prohibited whether 
it takes place within ARISE premises or out-
side, including at social events, business trips, 
training sessions or conferences sponsored by 
ARISE. 

V. Principles on Sexual Harassment

ARISE instils in its corporate culture the following the 
4 principles on sexual harassment:

i. No one has the right to sexually harass its em-
ployees.  

a. Any person in ARISE who is found guilty 
of serious harassment will have their em-
ployment contracts terminated irrespective 
of position.  Also, if representatives of our 
contractors or vendors sexually harass our 
employees, ARISE shall demand that the 
company they work for takes disciplinary 
action and/or refuse to work with this per-
son in the future.

ii. Sexual harassment is never too minor to be 
dealt with.  

a. Any kind of harassment can wear down 
employees and create a hostile workplace.  
ARISE will hear every claim and punish of-
fenders appropriately.  

iii. Sexual harassment is about how we make 
others feel unnecessarily uncomfortable.  

a. Many do not consider behaviours like flirt-
ing or sexual comments to be sexual har-
assment, thinking they are too innocent to 
be labelled that way.  But, if something a 
person does makes their colleagues un-
comfortable, or makes them feel unsafe, he/
she must stop.

iv. ARISE will not allow further victimisation of 
harassed employees.  

a. ARISE will fully support employees who 
were sexually harassed without fear of pe-
nalisation, discrimination, or reprisals. 
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VI. Complaints Procedure

1. Formal Complaint Mechanism
i. ARISE recognizes that sexual harassment may 

occur in unequal relationships (e.g. between a 
supervisor and his/her employee) and that it 
may not be possible for the victim to inform the 
alleged harasser. Anyone who is subject to sex-
ual harassment should, if possible, inform the 
alleged harasser that the conduct is unwanted 
and unwelcome.  

ii. If a victim cannot directly approach the alleged 
harasser, or if the informal complaint mecha-
nism has not led to satisfactory outcome for 
the victim; he/she shall approach the Human 
Resource Business Partner (HRBP/ or HR Cor-
porate Manager (in case of no HRBP) 

iii. When the HRBP/HR Corporate Manager re-
ceives a complaint of sexual harassment, he/
she shall:
a. Immediately record the dates, times and 

facts of the incident(s)
b. Ensure that the victim understands the 

company’s procedures for dealing with the 
complaint

c. Discuss and agree the next steps: either 
informal or formal complaint, on the under-
standing that choosing to resolve the mat-
ter informally does not preclude the victim 
from pursing a formal complaint if he/she is 
not satisfied with the outcome

d. Keep confidential record of all discussions
e. Keep the Chief Human Resource Officer, 

Pawan Jain (pawan.jain@arisenet.com) in-
formed by sharing with him the record of all 
discussions and actions taken

iv. The designated person who initially received 
the complaint will refer the matter to the Chief 
Human Resource Officer, Pawan Jain (pawan.
jain@arisenet.com) to instigate a formal investi-
gation.  The Head of HR may then deal with the 
matter himself, refer the matter to an internal or 
external investigator or refer it to a committee 
of three others appointed by HR.
a. The person(s) carrying out the investigation 

shall:
b. Interview the victim and the alleged harass-

er separately
c. Interview other relevant third parties or wit-

nesses separately
d. Decide whether or not the incident(s) of 

sexual harassment took place
e. Produce a report detailing the investiga-

tions, findings and any recommendations
f. If the harassment took place, decide what 

the appropriate remedy for the victim is, in 
consultation with the victim (e.g. an apol-
ogy, a change of working arrangements, 
training for the harasser, discipline, sus-
pension, dismissal etc)

g. Follow up to ensure that the recommenda-
tions are implemented, that the behaviour 
has stopped and that the victim is satisfied 
with the outcome

h. If it cannot determine that the harassment 
took place, the person(s) carrying out the 
investigation may still make recommenda-
tions to ensure proper functioning of the 
workplace

i. Keep a record of all actions taken
j. Ensure that all the records concerning the 

matter are kept confidential
k. Ensure that the process is done as quickly 

as possible and in any event within 21 days 
of the complaint being made.

2. Informal Complaints Mechanism
     If the victim wishes to deal with the matter informally, 
the person designated for sexual harassment matters 
shall:

a. Give an opportunity to the alleged harasser 
to respond to the complaint.

b. Ensure that the alleged harasser under-
stands the complaints mechanism and 
possible consequences.

c. Facilitate discussion between both parties 
to achieve an informal resolution which is 
acceptable to the complainant, or refer the 
matter to a designated mediator within the 
company to resolve the matter.

d. Ensure that the confidential record is kept 
of what happens.

e. Follow up after the outcome of the com-
plaints mechanism to ensure that the be-
haviour has stopped.

f. Ensure that the above is done speedily 
and within 21 days of the complaint being 
made.

3. Outside Complaints Mechanism
i. The most extreme form of sexual harassment is 

sexual assault including rape.  This is a serious 
crime and ARISE will support the employees 
who want to press charges against offenders.  

ii. A person who has been subject to sexual as-
sault can also make a complaint outside of the 
company directly to the police.  

iii. If the complainant reports an assault to the po-
lice, ARISE will provide all possible support un-
til the matter is resolved. ARISE will also ensure 

mailto:pawan.jain@arisenet.com
mailto:pawan.jain@arisenet.com
mailto:pawan.jain@arisenet.com
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that the complainant is not victimized and that 
access to relevant evidence admissible in court 
is provided to the police such as video footage, 
emails (without revealing confidential informa-
tion about other employees).

VII. Inadvertent Harassment

i. Sometimes people who harass others do not 
realize that their behaviour is wrong.  ARISE 
understands that this is possible, but that does 
not make the perpetrator any less responsible 
for their actions.

ii. If a person suspects that someone does not re-
alize their behaviour is sexual harassment un-
der the definition of this policy, he/she shall let 
them know and ask to stop.  

iii. Communication via email shall be preferred so 
that such request is recorded.  A person shall 
not use this approach where perpetrator is a 
manager or a higher manager, investor or cus-
tomer.  In such a case, report to the HRBP/HR 
Corporate Manager, as the case maybe.

VIII. Sanctions & Disciplinary 
Measures

i. Anyone who has been found to have sexual-
ly harassed another person under the terms of 
this policy is liable to any one or combination of 
the following sanctions:
a. Verbal or written warning
b. Adverse performance evaluation
c. Transfer
d. Suspension
e. Dismissal

ii. The nature of the sanctions will depend on the 
gravity and extent of the harassment.  Suitable 
deterrent sanctions will be applied to ensure 
that incidents of sexual harassment are not 
treated as trivial.  Certain serious cases, includ-
ing physical violence, shall result in instant dis-
missal of the harasser.

IX. Supporting Victims 

i. Apart from investigating claims and punishing 
perpetrators, ARISE will support the victims 
of sexual harassment. If a victim experiences 
trauma, stress or other symptoms because of 
harassment, he/she can be referred to the com-
pany’s doctor who may advise the following:
a. Taking a few days of sick leave to restore 

their mental health
b. Talking to HR to evaluate other options that 

may be available.
ii. The victim’s job and benefits will not be jeop-

ardized or altered if he/she choose any of those 
options or other means to recover.
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PART E - Employee Grievance 
Mechanism

I. Introduction & Purpose

The purpose of this policy is to have a grievance 
mechanism in place for addressing formal individual 
employees’ complaints.

Employees can report any grievance/complaint to 
the Human Resource Department. However, the 
employee is free to inform employee representatives 
of the grievance exposed.

The grievance mechanism process does not replace 
existing legal or administrative processes and any 
law in force by local authorities within the countries 
ARISE operates in.

II. Applicability 

The grievance mechanism applies to all employees of 
ARISE. 

III. Definitions

1. Grievance: an official statement of employee 
dissatisfaction that an individual/group of individuals 
want to raise and address to the company.

2. Grievance mechanism: a legitimate, accessible and 
consistent mechanism for receiving, assessing, 
investigating, consulting on, resolving and 
responding to formal complaints or concerns that 
may arise as a direct result related to employment 
and working conditions.

3. Individual: employees of ARISE.

4. HR Department:  check the complaints/Suggestion 
boxes and oversee the:

- assessment of the significance and the merit of 
the grievance;

- analysis if the employee is directly harmed by the 
situation;

- resolution of the grievance in case of legitimacy of 
the complaint. 

IV. Confidentiality 

i. ARISE shall respect and maintain the confiden-
tiality of the personal details of those raising a 
complaint and these will only be disclosed to 
the parties involved in handling the grievance. 

ii. Anonymous grievance (s)/complaints shall 

be investigated as per process subject to the 
decision of the human resource department 
and site BU head. It is therefore requested to 
employees to make a detailed statement of 
the situation they are facing by indicating: the 
names of the people involved, the words used 
if necessary, or any other document that might 
support their complaint.

V. Procedure to report a grievance

Following channels shall be used to report a grievance:

i. Through an email to respective Human Re-
source Manager 

ii. Through a formal letter addressed to the Coun-
try HR Head/Country Head

iii. Through a formal verbal discussion to local HR 
manager

iv. By putting your grievance in the grievance/sug-
gestion boxes placed across the site 

VI. Grievance Redressal Process

i. STEP 1- Reception of the Grievance from vari-
ous channels.

ii. STEP 2- Acknowledgement from HR within 72 
hours.

iii. STEP 3- Investigation by HR department within 
5 days of reception of grievance.

iv. STEP 4- Feedback to Individual within maxi-
mum 10 days of reception of grievance.

v. STEP 5- Follow up and close out.
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Annexure – Code of Conduct

I. General Obligations

1. Health and Safety

i. The Group “ARISE” is committed to offer and 
maintain a healthy and safe work environment 
by complying with national regulations and 
best standards regarding health and safety. 
Every employee is expected to adhere to the 
policies issued in respect of Health & Safety 
(e.g. Smoking, Drug & Alcohol Use Policy, HSE 
Policy, ESG Policy etc.). 

ii. The Group has zero tolerance approach to-
wards employees who fail to comply with the 
provisions of local driving laws/rules; and/or 
drive unsafely. Hence, employees are required 
to adhere to the local laws/rules and drive safe-
ly.

iii. Vehicles which belong to or are rented by the 
company shall be equipped by a tracking de-
vice and speed regulator device.

2. Harassment, Equal Opportunity, Tolerance and 
Diversity 

i. The Group is committed to offer and maintain 
a work environment where everyone accepts 
the differences of each other, even if these dif-
ferences go against his/her culture and convic-
tions. 

ii. The Group has a zero-tolerance approach to-
wards any kind of harassment or behaviour 
which is likely to create an aggressive, inde-
cent, hostile work environment.

iii. Each employee is required to show tolerance 
and respect in the work relations. 

iv. The Employees are required to comply with the 
Language Policy, Standard IV of the Fair Em-
ployment Policy & Sexual Harassment Policy. 

3. Confidentiality and Loyalty 

i. Every employee shall maintain professional se-
crecy by not disclosing sensitive information 
during the validity of the labour contract and af-
ter expiration, concerning the employer and its 
activities; to persons not authorized to receive 
it, unless formal approval from the hierarchy is 
obtained. Any violation of the professional se-
crecy constitutes a gross misconduct which re-
sults in termination without notice and/or legal 
proceedings.

ii. Every Employee shall commit to dedicate his/
her necessary time, activities and knowledge 
to his/her function during the duration of the 

labour contract and to participate only in the 
Group’s activities and must strictly abstain him-
self to take any direct or indirect interest in oth-
er business without the employer’s formal ap-
proval. He/she is required to take professional 
decisions in impartial and objective way.

iii. To obtain approvals, it is required that employ-
ees do not hesitate to ask the opinion of their 
immediate superior. The approval of the imme-
diate superior is required every time an em-
ployee needs to disclose an internal document 
to someone outside the Group or outside the 
business, by photocopying, email or fax.

4. Protection of Company Assets

i. Safeguarding and making appropriate use of 
companies of ARISE Group assets is the re-
sponsibility of the employees. The assets en-
trusted to them need to be used for the pur-
pose of the job and in meeting the business 
needs of the company.

ii. Employees of the company must ensure that 
appropriate care is taken to maintain these 
assets. He/she shall be responsible for assets 
which are damaged, misused or misappropriat-
ed and consequences resulting from the same. 

iii. Any type of equipment entrusted to the em-
ployee should not be used for the personal ac-
tivities.

iv. Any form of reasonable, limited and occasional 
personal use will be permitted if the usage is:
a. Reasonable and do not affect the daily 

work routines of the company;
b. Do not have any adverse impact on the 

company;
c. Not illegal or improper.

5. Child labour

i. The Group condemns illegal employment of 
children. The employees, suppliers, customers 
and business partners shall make commitment 
to fight against such abuse. Internally, employ-
ees cannot be employed under the age of 18 
years old.

ii. Each business, employee, manpower supplier 
shall comply with Fair Employment Standard I - 
Prohibition of Child Labour and Forced Labour. 

II. Obligations towards Public Authorities 
& Political Participation

i. Every person to whom the Anti-Bribery & Cor-
ruption policy is applicable shall comply with 
the same.
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ii. The Group is committed to respect the sover-
eignty of the state and not interfere either in the 
functioning or in the financing of the political 
parties.

iii. The Group recognizes the employee’s right 
in participating in the political process of the 
country. However, while doing so, he/she shall 
abstain from the following:
a. The involvement in politics is done outside 

working hours and using their own 
resources;

b. Their activities do not conflict with the 
interest of the company;

c. The involvement in politics do not use 
company’s property;

d. Views and actions are kept for their own.
 

III. Obligation while dealing with 
Suppliers, Customers, Partners 

i. Every person to whom the Conflict of Interest 
policy is applicable shall comply with the same.

ii. Every employee shall, at any point of time, re-
main loyal towards the companies of ARISE 
Group.

IV. Obligations towards Local 
Populations

i. The Group is committed to work for the eco-
nomic and social development of the local 
communities of the host countries. 

ii. The Group aims to achieve all promises to local 
communities, & to involve as much as possi-
ble the stakeholders and to provide means to 
local communities to accomplish their own in-
itiatives.

iii. Employees are required to respect the diverse 
ethnic communities and their native customs, 
traditions and rites. 

iv. The Group is committed and expects its em-
ployees to protect the environment, & operate 
in compliance with the applicable regulations 
regarding environment as well as internal and 
international environmental standards. 



75

Policy Manual

Risk & Governance Module- RG001
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PART A – Conflicts of Interest 
Policy 

I. Introduction

The Group (“ARISE”) is committed to conducting 
its business with honesty and integrity.  Therefore, 
employees of the Group are expected to conduct 
their relationships with each other, the company and 
outside organisations with objectivity and veracity. 
When employees’ personal interests either influence, 
has the potential to influence, or are perceived to 
influence their decision making at the workplace, a 
conflict of interest situation arises. 

ARISE is committed to avoiding, and mitigating any 
conflict of interest that may come up between the 
Group and its staff and associates.

This policy aims to-  

i. assist the Group, its management and employ-
ees to identify actual, potential and perceived 
conflicts of interest and to manage them ap-
propriately.

ii. Where conflict of interest cannot be avoided, 
provide guidance to ensure it is managed fair-
ly to prevent it from causing a material risk of 
damage to the interest of ARISE and its clients 
or suppliers.

II. Applicability

This policy applies to:

i. The Boards of Directors of all ARISE entities 
across the Group, either acting individually or 
collectively

ii. All ARISE employees, either acting individually 
or collectively

iii. Contractors and sub-contractors
iv. Consultants
v. Secondees to ARISE from other entities
vi. Agency staff
vii. Work experience or other trainees
viii. Any person or collective persons that can influ-

ence the activities of the Group.

III. Definition- Conflict of Interest

i. A conflict of interest is a situation in which 
an individual working for the Group has a 
competing professional or personal interest. 
This can include, but is not limited to, financial 
interests, related-party business undertakings, 

personal relationships, non-financial personal 
interests and affiliations for-profit and not-
for-profit organisations, or with political or 
professional organisations.  Such competing 
interests can make it difficult for the individual 
to fulfil his or her responsibilities impartially.

ii. A conflict of interest may be actual, apparent 
or perceived:

a. An actual conflict of interest – where an in-
dividual faces a real, existing conflict

b. A potential conflict of interest – where an 
individual could be in a situation that may 
result in a conflict

c. A perceived conflict of interest – where the 
individual could be in a situation that may 
appear to be a conflict, even if this is not 
the case.

iii. Individuals are expected to recognize when they 
have, potentially have, or could be perceived 
as having, a conflict of interest.  If so, they 
shall consult their immediate manager about 
circumstances which might create a conflict of 
interest.

iv. The existence of a conflict of interest may not, in 
and of itself, be evidence of wrongdoing.  In fact, 
for many professionals, it is virtually impossible 
to avoid having conflicts of interest from time to 
time but it is the effective management of these 
conflicts that ensures that the Group’s business 
interests are not compromised.

v. Examples of conflicts of interest situations 
include the following (please note that this is 
not an exhaustive list):

a. Personal workplace relationships e.g. hir-
ing or supervising a closely related person;

b. External mandates e.g. serving on the 
board of directors of Group’s competitor 
company;

c. Outside employment e.g. having a second 
job without the knowledge of the Group es-
pecially if it is with a customer, supplier or 
competitor of the Group;

d. Promoting financial interests e.g. owning 
a substantial share of a Group’s supplier 
while being in a position to steer business 
towards it;

e. Receiving fees, commissions, discounts, 
gifts, entertainment or services e.g. re-
ceiving cash or gifts or discounts from the 
Group’s business partner.
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IV. Avoiding Conflicts of Interest 
Situations

i. As part of their employment, individuals 
have a contractual obligation of loyalty to the 
Group. Accordingly, individuals shall avoid 
any conflicts of interest with the Group.  In 
the same way, where a conflict of interest is 
identified, the Group will seek to organize its 
business activities in a manner which avoids 
such a conflict.  “Avoiding” a conflict of interest 
means individual or the Group take decisions or 
actions to ensure a conflict of interest does not 
occur or does not have the potential to occur in 
the first place.

ii. The Group respects individuals’ rights and 
choices and does not wish to interfere with their 
personal lives.  However, individuals’ avoidance 
of conflicts of interest is an important part of 
maintaining the integrity and sustainability 
of our business and builds trust and support 
amongst colleagues and our key stakeholders.

V. Disclosure and Management of 
Conflicts of Interest

i. To effectively manage conflicts of interest, 
employees must identify all known and 
potential conflicts that exist in relation to clients 
and suppliers of the Group and these are to 
be documented and listed in the Conflicts 
Inventory and Register. (Refer Appendix I).

ii. It is the duty of all persons to whom this policy 
applies to immediately report such conflict in 
writing when any actual, potential or perceived 
conflict becomes known to:

Name:  

Designation: Chief Risk & Compliance Officer

Email:  

The disclosure must be made in writing and 
include sufficient detail, considering the nature 
of the conflict to enable the Group to make an 
informed decision with respect to the service 
in the context of which the conflict of interest 
arises.

iii. The Chief Risk & Compliance Officer shall then 
ensure that the identified conflict is entered 

into the Conflicts Inventory and Register and 
ensure; furthermore, in collaboration with the 
respective line manager and/or business head, 
that proper steps are taken to manage any 
conflict or perceived conflict.

iv. The conflict mitigation measure must also 
be stated next to the conflict identified in the 
Conflicts Inventory and Register.

v. Disclosure of a private interest does not in 
itself resolve a conflict; however, it enables the 
necessary steps to be taken to determine what 
measures are needed to resolve or manage the 
conflict.

Examples of measures that can be taken for 
managing conflicts may include the following 
(note that this is not an exhaustive list):

a. Revision of the procedures to prevent 
or control the exchange of information 
between relevant persons engaged in 
potentially conflicting activities where the 
exchange of that information may harm 
the interests of ARISE itself, its investors, 
suppliers or clients.

b. Separate supervision of relevant persons 
whose principal functions involve carrying 
out activities on behalf of the Group where 
it may give rise to a conflict with the interest 
of ARISE’s investors, suppliers or clients.

c. Measures to prevent or limit any person 
from exercising inappropriate influence 
over the way in which a relevant person 
carries out services or activities.

d. Measures to prevent or control the 
simultaneous or sequential involvement 
of a relevant person’s activities where 
such involvement may impair the proper 
management of conflicts of interest.

e. With respect to decisions by directors of 
the Group entities, where any director is 
conflicted or potentially conflicted on a 
specific matter, the relevant director will 
be recused from making any decisions 
pertaining to such matter.
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VI. Monitoring Conflicts of Interest

i. Once conflicts have been identified, disclosed 
and recorded in the Conflicts Inventory and 
Register, further procedures and controls to 
monitor the effectiveness of the management 
arrangements of such conflicts shall be 
undertaken.

ii. The Board(s) of ARISE entities shall also, on 
a bi-annual basis, evaluate the adequacy and 
effectiveness of the measures, internal control 
mechanism and mitigating arrangements 
in relations to conflicts of interest and shall 
take appropriate measures to address any 
deficiencies.

VII. Education & Awareness

i. All ARISE employees and directors of the Group 
entities shall be trained on conflicts of interest 
issues and the company’s policy on managing 
conflicts.  

ii. All staff and directors are required to give an 
annual undertaking confirming adherence to 
this Conflicts of Interest policy.

 

PART B – Whistleblowing Policy

I. Introduction

The Group (“ARISE”) aims to maintain the highest 
standards of honesty and accountability in 
accordance with its policies and procedures where 
staff can report in confidence, as soon as possible, 
any legitimate concerns in every area of its business 
and operations.  

This policy is designed to allow staff to disclose 
information which they believe shows malpractice, 
unethical conduct or illegal practices in the 
workplace without being penalised in any way.  
This includes protecting staff from any detriment or 
discrimination if they do report on improper or illegal 
conduct within the organisation.

The aims of this policy are:

i. To encourage staff to report suspected wrong-
doing as soon as possible in the knowledge 
that their concerns will be taken seriously and 
investigated as appropriate and that their con-

fidentiality will be respected.
ii. To provide staff with information on the inter-

nal mechanism for reporting, investigating and 
remedying any wrongdoing in the workplace.

II. Applicability

This policy applies to everyone who carries out work for 
the Group entities across various jurisdictions, including:

i. The Boards of Directors of all Group entities
ii. All employees
iii. Contractors, sub-contractors and consultants
iv. Agency staff
v. Work experience or other trainees

III. Definition - Whistleblowing

i. Whistleblowing is the term used when a person 
passes on information concerning wrongdoing.  
This is called “making a disclosure” or “blow-
ing the whistle”. The wrongdoing will typically 
(although not necessarily) be something they 
have witnessed at work.

ii. A person who makes a disclosure must reason-
ably believe two things:
a. Firstly, that they are acting in the public in-

terest which means that personal grievanc-
es and complaints are not covered by the 
company’s Whistleblowing policy.

b. Secondly, that they reasonably believe that 
the disclosure tends to show past, present 
or likely future wrongdoing falling into one 
or more of the following categories:

- Criminal offences (this may include, for 
example, types of financial impropriety 
such as fraud).

- Violation of the law.
- Miscarriage of justice.
- Endangering of someone’s health and 

safety.
- Damage to the environment.
- Communicating false information to a 

public body
- Breach of ARISE’s code of conduct
- Covering up wrongdoing in the above 

categories.
iii. It is immaterial whether the information is con-

fidential and whether the incident occurred, 
occurs or would occur in the country where 
the person is based or elsewhere and whether 
the law applying to it is that of the country the 
person is based in or of any other country or 
territory.  A legal obligation can include a con-
tractual or other civil obligation as well as an 
obligation under criminal law.
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iv. Anyone who is uncertain if something is within 
the scope of this policy, should seek advice from 
the Chief Risk & Compliance Officer.

IV. Raising A Whistleblowing Concern

i. All whistleblowing disclosures will be treated 
as confidential and should be reported to the 
Chief Risk & Compliance Officer (CRO), the 
contact details of whom are given below: 
Name:  Mr. Swaminathan 
  Kumaraswamy                                     
Telephone: ………………………………… 
E-mail:  swaminathan@olamnet.com

ii. It should be made clear that the whistle-blower 
is making the disclosure within the terms of this 
policy. This will ensure that CRO realizes this 
and takes the necessary action to investigate 
the disclosure and protect the whistle-blower’s 
identity. The CRO shall then then get in touch 
with the person to discuss their concern.  

iii. The whistle-blower, in turn, should treat any in-
formation about the investigation as confiden-
tial.  While the Group cannot always guarantee 
the outcome the whistle-blower is seeking, it 
shall deal with the concern fairly and in an ap-
propriate way. 

iv. The person may report their concern to a desig-
nated board director in the following cases:

a. The person is not happy with the way in 
which your concern has been handled.

a. The issue relates either to another member 
of the Board or to the Compliance officer.

a. A situation occurs in which the person has 
reasonable cause to fear countermeasures 
as a result of the internal report.

a. There has been a previous internal report of 
a substantially similar abuse, which has not 
stopped the abuse.

The designated Board member will conduct the 
investigation, and may conduct further investigation with 
the designated officer or another employee within the 
company (if appropriate) or by engaging a third party.

V. Confidentiality

i. The Group hopes that staff should feel able to 
voice whistleblowing concerns openly under 
this policy and will treat all disclosures in a con-
fidential and sensitive manner.  

ii. The Group will make every effort to keep the 
whistle-blower’s identity secret so long as it 
does not hinder an investigation. However, the 
individual making the disclosure may need to 
provide a statement as part of the evidence 
gathering process.  

iii. If a criminal investigation follows, the member of 
staff may be needed as a witness. If this occurs, 
the CRO shall notify the member of staff at the 
earliest opportunity.

iv. It should be possible for a person to report a 
concern anonymously. If so, all communication 
should be treated as confidential and the report-
ing person should not disclose any information 
to any third party inside or outside the Compa-
ny, without the prior explicit permission of the 
CRO (or designated Board director).

VI. Possible Outcomes

i. Possible outcomes of whistleblowing investiga-
tions may include:
a. No further action
b. Appropriate measures by the Group to en-

sure integrity is maintained in its business 
operations

ii. While the Group cannot always guarantee the 
outcome any whistle-blower is seeking, it will try 
to deal with their concerns fairly and in an appro-
priate way and the identity as a whistle-blower 
will be protected as far as is practically possible.
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Appendix

Appendix I - Conflicts of Interest Inventory and Conflicts Register Format
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