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HOTEL SHAMBALA SUSTAINABLE POLICIES

We at Hotel Shambala believe that climate change isthe single biggest threat to human life, not only in the
Himalayan region but across the entire planet. As responsible and ethical global citizens, it is our
responsibility not just to minimize the negative impact on the environment, but also to create a positive
impact on the lives and businesses we touch. We plan to achieve this by keeping in mind our sustainable
goals in everything we do.

Our sustainable goals include:

Environment:
o Completely stopping the use of single-use plastic in our hotel rooms by the end of July 2024,
« Consistently measure water use, reduce wastage and re-use water when possible to reduce
overall water usage.

o Ensuring all waste is measured, sorted, and properly disposed of.

.

Consistently measuring electricity consumption from different outlets, investigating sources of
consumption, and creating practices to reduce usage.

e Ensuring a safe and healthy environment for all who work at and visit Hotel Shambala.

Community:
* Support local charities and initiatives that help disadvantageous groups.
* Support local business to reduce carbon emissions, support the local community and provide

economic benefit to our local community.

Human Rights & Fair Labour:
o Create an environment where all staff are treated fairly and without discrimination
throughout every stage of their employment.
+ Create aworkplace where all employees are clearly informed of their rights and benefits and
implemented as per our policy.
« Continue to implement a clear and fair disciplinary process that is transparent and consistent
for all staff.

Child safeguarding:
o We will not employ anyone under the age of 18.

o We will always strive for the well-being of all children (under 18 years old).

Our goal is to lead the way sustainably in tourism in Nepal and inspire others to do the same.

Tseten Tsatultsang
CEO
15 October, 2023
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EHT 12l ATRITATHT T8 Mot T STotarg IfEdT (climate change) TERTEE eMeT AT HH 99
ot el AT, A SATaAATY GaT=T 3l Gall €11 Ueb "R T ATde {9 AT AT, 31
eTdl SR €1 T BTHTE ITATaROTHT TbTTcHE THTIATE BH | THE BRI B4 STdq { AT I ]
THEITHE T 8T T4 9T H5d T | SI’-I(\IZﬁ“é@ﬁbl’-l"l?{fswlﬁf‘ﬁ?f%(sustainable goals)c_fﬂ_sf
AT TR T FSATAT B |

ETHT T T eTEHHT THTAST =sq (Our sustainable goals include):

CIGIEE (Environment)
o SeATS 20%% Bl AIYHHAT BTH] EICAD] BISTEEEE Ubel-UI T WATEEE (single-use plastic)
B TN Yuf OHT 9 75|
o TR T (water use) TS =L HIGT T4, BIEN BH T (reduce wastage) T AT T eiE3
GUd P T GRTg T UTHTh] YT: TATT (re-use) T |

o Td BIER (waste) HTUA TSB! T SSATSTH] AT T T 3T dRPBTel FIFITUT (disposed
of) T |

TI= HTdesdre Taeeil @ud (electricity consumption) ©T8 T ATUA T, Teoll U]
HIAEs T T4 1 TTHTESATE BH T sITHES (practices) THSAT T |

g1l ITTRITATHT BTH T4 T YHIT T4 Feds] AT G erd T T8 aTdTeT (safe and healthy
environment) YHTHd 7|

.

.

T2 (Community):
CIEr Hiﬁé{wilé (dis-advantageous groups) Had T SHY YUUBH] HEITEE (charities) T
Ugolgoo é (initiatives) T T

s BT IAS (carbon emissions) BH T, ©ITHI GHSIATE AL T4 T ETHT ©ITHIT GHSIATE
TP A (economic benefit) T T TIHT HIHHeEde Ted T T |

HTe ATHHR T el 99 J1fd (Human Rights & Fair Labour policy):
o ST THTRT €4 TSR UTBATHT e FHAREBATE HeITafeAT (without discrimination)
fIsoer egerer TRA Frarerer fEsAT T
o I PHARTEGATE IATE6®H] ATTBR (rights) T ATHEE (benefits) TR T TYAT Ffad THA 2
IO HITd TR 1 TRA BRI s 7|

o T4 FHIRIEEH] 11 TRES (transparent) T §dTd (consistent) W I A HIRMHATH P
PIER (disciplinary process) GIEAGISESSIURIEN

Tl HIEIT (Child safeguarding):
o T ¢¢ g9 g BT Ui AT fed 84T
o ETH TF T ITATTRT (2¢ T HBT) B IoTTE (well-being) BT T TATH T |




T &g AUTTHT GHETAT (tourism) T TUHT A T T 37eelTs I F8 T Uit 7 =71
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LABOUR AND HUMAN RIGHTS POLICY

People First: People always come first as a priority in everything we do. People include our guest's
and our staff. Their happiness is at the core of why we do, what we do. That is one Hotel Shambala’s
core values entrusted throughout the organization.

We believe that we have our responsibility to manage our business in a manner consistent with the
protection of the human rights irrespective of their race, gender, caste religion and gender while
practicing a zero tolerance policy for any form of discrimination.

We believe the strength of Hotel Shambala comes from the people within it. For our staff to excel we
believe we need an environment that is safe, fair, and empowering.

We plan to achieve our objectives by through the following:

o A commitment to equal opportunity and zero tolerance on discrimination and harassment in
the work place.

* Having a fair and transparent recruitment, employment policy which is unbiased on
individual's caste, creed and gender.

» Drafting and implementing training modules and generating awareness amongst the
member of the staff on labour standards and human rights related sectors.

« We respect the freedom to form and join labor union in a collective support of their mutual
interest without a fear of repercussion.

« The Health and safety of our associates is the sighificance of our organizational structure thus
the compliance of the associate law and regulation and policy must be in place herby
addressing identified risk to an individual's health.

o Forced labour, child labour or any form or labour deemed unsanctioned and unconditional
and marked as illegal by law and any sort of physical punishment or abuse to the member of
the staff is prohibited by the company’s code of conduct.

« We ensure the full compliance of the current labour law drafted by the constitution of Nepal
under Labour law act which states applicable wages, work hours, overtime and other benefits
sanctioned by the government and the company itself.

« An employee feedback collection post has been kept at our staff engagement area from
where the suggestions for improvement of their wellbeing in the work place are surveyed for.

o Disciplinary procedures according to its sheer nature of the incident with fair and transparent
panel of investigators are formed to regulate the proceeding for final verdict.

* We ensure that the employment agencies we work with have a clear breakdown of wages
and benefits availed to the employee and that they comply with Labour laws.

The above directive is set forth in the policy whereby the implementation and acknowledgement is

communicated in both written verbally by the HR manager.

Tseten Tsatultsang
CEO
15 October, 2023
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COMMUNITY ENGAGEMENT POLICY

Since the start of our venture Shambala has always been linked within the community in one way or the
other as without community support we cannot sustain as it is always the integral part within us. Thus,
Shambala has always been engaged in the periphery geared towards supporting in every aspect
whether it's a charitable occasion or uplifting or supporting the local businesses in any form which will

always positively impact the socio and economic aspects within the community.

Our Goals

We always support the local initiatives and empowerment of the local community irrespective of
their caste, race and religion.

We respect our local culture, tradition and always engage in safe guarding the values attached
with it.

Our vision and mission are always guided to ensure that the local people are not subjected to
discrimination, either as individuals or communities, race and gender for recruitment and
employment.

Support the local community by choosing to purchase Made in NEPAL products in the quality
meet the minimum standards for Hotel Shambala.

Support local community by identifying charities in heed of such support and find ways to

support them.

What we do to achieve our goals:

We always encourage our guests to go on local excursion and explore the rich history that
beholds within and promote about their local custom and tradition and as well that they offer.
We Shambala have always been supporting our local community for its cause or any charity
organized by the local community thus we have been supporting an institution called FRIENDS
OF PARENTS OF CHILDREN WITH AUTISM {FPCA) which was founded to provide services to
people/children with Autism.

We provide our guests with information and ways to socially integrate to avoid any breach of
code of conduct within the community.

Preferences on employment, procurement, recruitment and vendors listing or sub-contracting
are always done at the local level of the community.

We have been donating our linen, carpets and other amenities to local orphanages whenever we
deem it is necessary.

We do not discriminate on the basis of race, culture, gender or background to any nonresident
guests or locals whether they are provided with the accommodation or they are using the facility
and are treated fairly.

We will never obstruct the right to access to public areas other than the restricted zones to all
the members of the public and Shambala will never obstruct the access of the basic essentials

that the local community relies on.



We Shambala are always committed to the community engagement policy which are always been
communicated and practiced to all the levels of the organization that are responsible and answerable for the
effective and successful implementation of the policy in every level.

This policy is communicated through our website and staff handbook.

Tseten Tsatultsang
CEO
15 October, 2023
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BTUT T&IEE (Our Goals):

L

eTHI T R Yeales T I HEHS! T [BIUTATE 3856w ST (caste), U1 (race), THH
(religion) ! UgTE T gL T |

ETHT ETHT TITHTT W51 (culture), TR (tradition) T TRTT TS T TR S TETH]
AT ATe%d TS GIferd ] 99 Holt s |

ETAT SEBITT (vision) T AT (mission) T TIHT HIHTEEATS Ald d1 T, I0T a7 ToTgah!
STIRAT VAT T USTTRIAT 9T (discrimination) TTRUHT AT T4 P B

Elee] ST A IR ATUSUE P T4 "AUTTHT 941" (Made in NEPAL) IcTEAes TRE T
12 TR AT THEIATE TEdT T |

TEATh! ATIITRATHT TehT UUTRRT =ITeE (charities) Ufed™ T SATEEATS TEA T T dIHHEE
G ST TS GedIT T |

AT Tedes Ul T BTHT & TS (What we do to achieve our goals):

ETHI ETHT UTEATEEATS TH LI FAOTHT ST T A-(%! T9& Sfd&d (rich history) =IT0T T
TTTiEd TR 1 SATE%d! ®IHTT AT (custom) T TTHT (tradition) SR U= TS|

ETHT STRIT Tl T I THREERT AT ST BTrasH a1 B Ui GuhRT B! W1 s
AT GHEIATE eI TS SATYRT B | JHLT, ETH I IESTH U] ST [olblb] AITIHE]
greiTe® (FRIENDS OF PARENTS OF CHILDREN WITH AUTISM - FPCA) ATH® HEITATE
eI T ATTHT BT, 7 AT YURT i /TTATT T BIeBelTs AT UM T TITIAT TRUST 27|

ETH ETHT UTEATEEdTS HAHM SAEREEdTh! P UM Icd a1 §e1 HTHTS TUHT G THd
(socially integrate) 4 STHBRI T ARBIEE U TS|

ST (employment), @ %2 (procurement), T (recruitment) T fehd QTJGICMUI (vendors
listing) 9T IU-ShT (sub-contracting) AT T THEHH] TR THT UTHHEHAT g |

ETH Il ATa9H ST=1 BTHT Tl 9 (linen), ToldT (carpets) T 31 GfTHTES (amenities) T
ST TTEEATS (orphanages) M TS HATYRT BT |

ETHT P4 U STTeTHT OTgT a7 B FiRTeBadTs 901 (race), BT (culture), ToTF (gender)
971 IS (background) P SATHRHT HeqTe AT, TTE IATEHATE ATTH U THREH! €14 9
IATES GIaHT WA e g1 L 36T el (fairly) HAIER T

T Ufaaf=rd &es daTed ArdsAE &5AT (public areas) T TETEEH] Tgadh! ATIHERAT
Bleed TR GATIT BAT T IMTRITAT R T 4R T8 AR TIegehdTee (basic
essentials) T TgoHT Bleed AR G B4




eTHT EI2e ST T HTHRT% Hel™dl A1fd (community engagement policy) Ifd Ufdaa BT, ST GTadaH!
o JEEBHT TR TP T 3N TRUH! ® ST A1l 8% T TMTEHRT T TR BIR-aaTdhl AT SR

I STATEET B
T AT TTHT JIHTES (website) T FAART TTEYD (staff handbook) HThd TR THUH] B |
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QUALITY ASSURANCE POLICY

Our Commitment

Hotel Shambala believes that the key to being successful business is to have a clear open communication

between all members for the Hotel Shambala. Receiving honest and critical feedback from guests and staff

alike is crucial in understanding how the hotel is performing and how to perform even better. Feedback from

our staff and guests is regularly considered to provide new and improved services to our guests.

GCuest Feedback

We have certain implementation for the quality assurance policy to ensure that the services are always

streamlined.

L

We collect guest feedback through multiple sources. Firstly, through our frontline staff who are
continuously check in on guests requests and satisfaction. Secondly, at the end of the stay or visit
we request feedback from guests through comments cards as well as TripAdvisor or google
reviews. We also place TripAdvisor review request signs in the front office for easy access to the
review forms. Feedback forms are also available in-rooms or along with your bill at payment.

Cuest feedbackis shared and reviewed weekly meetings and any critical feedback is discussed in
detail. Positive feedback is applauded and further shared with the rest of the departmental teams.

Our rankings on OTA’s are reviews regularly and tracked against previous periods.

Any feedback that is considered critical is taken into account to be addressed in our strategy
meetings for a long term solution.

Major guest's complaints are recorded through an incident report and submitted to higher
management for escalation and resolution. SOPs and policies are created, revised or reviewed to
ensure such issues are not repeated.

Staff Feedback

The Hotel Shambala management team collects feedback from staff from multiple ways to ensure that staff
issues and challenges are addressed.

L

A suggestion box has been placed at the staff cafeteria with a visible signage encouraging staff to
place their feedback anonymously.

Staff appraisals held with HODs and HR managers are conducted twice a year. This is an opportunity
for staff to provide one-on-one feedback and also receive one-on-one feedback.

Feeback from staff is also obtained from staff during training workshops where trainers encourage
feedback from staff about challenges and issues in their departments and the company as a whole.

All feedback received from different sources is considered to determine priorities for trainings or
further investment in the company.

All the members of the staff are notified and trained when new initiatives are implemented to
address these challenges and issues.

Tseten Tsatultsang
CEO
15 October, 2023
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HEALTH AND SAFETY POLICY

Hotel Shambala is committed to providing a safe and healthy environment for our guests, employees, and
visitors. We recognize the importance of hezalth and safety in our operations and are dedicated to
preventing accidents, injuries, and illnesses. This Health and Safety Policy outlines our commitment to
achieving and maintaining high standards of health and safety within our hotel.

Our responsibilities include the following:

Employees:
« All employees are responsible for their safety and the safety of others.

« Employees are encouraged to report any unsafe conditions, incidents, or near misses to their
supervisor promptly.

« Employees must follow established safety procedures and use personal protective equipment (PPE)
when required.

o Training will be provided to ensure employees are competent in performing their duties safely.

Guests:
Hotel Shambala values the safety and well-being of our guests and encourages them to follow any
posted safety instructions.

o Inthe event of an emergency, guests should familiarize themselves with exit routes and assembly
points.

Contractors and Suppliers:

« Contractors and suppliers working on our premises must comply with our health and safety
policies and procedures.

« Hotel Shambala will assess the safety records of contractors before they commence work on our
property.

Health and Safety Procedures:

Risk Assessment:

Regular risk assessments will be conducted to identify potential hazards and implement measures to
mitigate them.

2. Fire Safety:

e Fire safety equipment, including fire extinguishers and alarms, will be regularly inspected and
maintained.

* Fire evacuation plans and procedures will be communicated to all employees and guests.

3. Emergency Response:

e An emergency response team will be established and trained to respond effectively to
emergencies.

* Emergency contact information will be readily available to all staff.



4. First Aid:
o Adeqguate first aid supplies and trained first aiders will be available on-site.

5. Health and Hygiene:
s Hotel Shambala will maintain high standards of cleanliness and hygiene in all areas of the hotel.

* Sanitation protocols will be implemented in accordance with local health regulations.

6. Training:
o Regular health and safety training will be provided to all employees.

* Training records will be maintained.

7. Reporting:
o All incidents, accidents, near misses, and safety concerns should be reported immediately to a
SUpPEervisor,

Review and Improvement:

Hotel Shambala is committed to continuously improving its health and safety performance. This policy
will be reviewed and updated as necessary to reflect changes in regulations, best practices, and our
operational needs.

Tseten Tsatultsang
CEO
15 October, 2023
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IUBIT (personal protective equipment - PPE) W Tl—gi'q?ﬁl
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.

UTgdTed (Guests):
E1 SITRITAT ETHT UTEATEED ] GRETT LHATSD] Bl T8 I IAT86ATS P Ul UTE TRUSHT GRefT Eees
qTeAT T UTeHTied Teo|

o FTUARI oI HTEITHT, gl BT HTTEE (exit routes) I Hd @ EIRFRD (assembly points)
IR IR=d gue |

o~ ©
SPIR L ATY[dRAITE (Contractors and Suppliers):

o ETHT UREHT B T ShSReh T 3-||‘i|(\dp6bdl${9vi Al MI{QZlTﬂ—{alT:l dg% (health and safety
policies) T UfhaTet® (procedures) Ted Tlﬁ'q@l

* BT ITHITATS IATESel BT HRIHT BIH & 1T 375 ShREGH] LT IS (safety records)
L RIESRIEEET

TR qYT GLaT UThATed (Health and Safety Procedures):

9. gy b SRLER] (Risk Assessment):

AT WAES (hazards) GfedT T4 TIIATEGATE BH T IUTHES 1] T4 THafHd SITEH Jedrg
(risk assessments) el

Q. 3Tﬁ:—f“{i,'{c‘HT (Fire Safety):
o 7T I IUBLTES (Fire safety equipment), STHHAT STAMAF (fire extinguishers) T 3TTH
(alarms) FATIST 4, AT TUHT L7197 X °HHT TRAS |

o AT BT IATEE (Fire evacuation plans) I UTSRITEE T8 BHARIES T ITEATEGTE
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3. 3MMUdBIc [T UTdTsFAT (Emergency Response):

o ITUABRITAT ATRITEEHT WTIBRT BUHT UTdTFAT &7 AT Th Tdddbled [ Uld AT 2T
(emergency response team) RITUAT T dTfeTd [ |

o AU G PRI (Emergency contact information) s BHAREEATS HiSTol
IYTS g5 |

¥, TP IUFR (First Aid):
* Uit YT A IU HTHUT (first aid supplies) T ATeTH YT UTHP IUARBITES (trained
first aiders) GT22HT SUcT] g1 |

L. WY q4T GBS (Health and Hygiene):

o B2 UTHTATA BTl o EFMHT HIHEIE (cleanliness) T TBATET (hygiene) 35 AIUZUSES
BIIH TS|

o YT Wred IHEE (local health regulations) HTHN HEBIE UIIBalee (Sanitation
protocols) T T |
g. dTfelA (Training):
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CHILD SAFEGUARDING POLICY

Hotel Shambala is very sensitive to this policy as it aligns with our Shambala Values of People First and
integrity. We believe that we are responsible for actively safeguarding children from any harm, abuse or
exploitation, mistreatment, or any kind of negligence and so we work closely to follow the policies under the
UN Convention of the rights of the child {CRC) and International programme of elimination of child labour
(IPEC).

We are committed to protect the children within our property. Qur executive board and the members of the
staff are aware of the importance of this policy and will be trained to handle any situation that might arise
in the vicinity at any time.

The Front Office Manager will be the point of contact who works closely with the management and the
local authority and will be co coordinating the enforcement of this policy whereby prohibiting and
safeguarding the exploitation of children below the age of 18.

Our commitment and code of conduct to safeguard children:

« Abide by the Standard Operating Procedures and policies to prevent sexual exploitation of children
in any form within the premises.

o We are always committed to create awareness to all the members of the staff through our training
in collaboration with the HR to advocate the safeguarding policy.

o« Employment, recruitment under the age of 18 is strictly prohibited in our organization as the laws
drafted by the Government of Nepal.

« Allowing accommodation under the age of 18 and below will only be sanctioned if accompanied by
the parents or a guardian.

« Devise a special training to observe, identify and respond, when and where there is any suspicion of
child abuse or exploitation in the premises.

« We have a zero tolerance policy regarding child labour, trafficking, physical or mental abuse or
exploitation in any ways or form.

» Formulate a clause in the contracts to our contractors stating zero tolerance policy of child labour
and its exploitation.

+ Ifand when any such incidents are reported they are to be documented and accounted for.

Kathmandu Metropolitan City Police: CID Wing Children Helpline: 1098
Ward no3 local office Women, children & senior Name: National Child Right
Name: Mr. Prem Thapa citizen Directorate Council {Govt. of Nepal)
(Ward Chairman) Phone: 01-4412748 Phone: 1098

Phone: O1 - 4410885 email: contact@ncre.gov.np

Our services and our ethics are based on the Vision and Values that has been shared with each individual
within the organization whereby we are committed to the implementation of the Child Safeguarding Policy
and we will always abide by the protocols based on whilst providing the services at its best.



This policy will be reviewed and revised {if necessary) annually and communicated in written or verbally to
all members of the staff, contractors and guests.

Tseten Tsatultsang
CEO
15 October, 2023
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PROCUREMENT POLICY

Hotel Shambala is committed to a fair and transparent procurement practices that promote sustainability,
energy efficiency, water conservation, and eco-friendliness. This procurement policy outlines our
commitment to purchasing products and services that align with our core values and reduce our
environmental footprint.

Policy Statement:

Competitive Bidding: Whenever feasible, competitive bidding will be used to select suppliers and
contractors. This includes soliciting a minimum of 2 quotes and proposals from multiple sources
to ensure fair pricing and quality.

Sustainable and Eco-Friendly Products and Services: Hotel Shambala will prioritize the purchase
of products and services that are designed and manufactured with sustainability, energy
efficiency, water conservation, and eco-friendliness in mind.

Supplier Selection: When evaluating suppliers, preference will be given to those who
demonstrate a commitment

A Fair labour practices: The company complies with Nepal Labour laws and practices ethical
business policies

B. Service History: must be a reliable company with a track record for excellent products and
services.

Energy Efficiency: We will prioritize products and services that are energy-efficient, helping to
reduce our energy consumption and carbon emissions. When possible, we will consider ENERGY
STAR-certified products. Energy consumption of different products must be compared prior to
making a selection.

Water Conservation: If applicable, where products use water, water efficiency and consumption
should be taken into account as well.

Eco-Friendly Materials: Products should be manufactured using environmentally friendly
materials and processes. Preference will be given to products made from recycled materials or
those that can be recycled after use.

Locally sourced: Priority will be given to items made locally in Nepal if they meet Hotel Shambala
quality standards. If the items do not meet Shambala quality standards, then imported items be
considered.

Packaging Reduction: We will try and purchase as many items in bulk as possible. This would
help reduce extra packaging and help us reduce cost per unit. We will encourage suppliers to use
minimal and eco-friendly packaging.

Waste Reduction: Hotel Shambala will seek to reduce waste generation by purchasing products
that are durable and repairable.

Employee Training and Awareness: Hotel Shambala will provide training to employees to raise
awareness about the importance of sustainable and eco-friendly procurement practices and
encourage their active participation.



Implementation:
The following steps will be taken to implement this procurement policy:

The procurement team will be made up of
A. Operations Manager

B. Financial Controller

C. Purchase officer

D. Relevant HOD

The purchase team will have authority to make one-off asset purchases upto NPR 20,000 All
purchase value above NPR. 20,000 will need to be approved by CEO or MD.

2. Regularly review and update the policy to align with evolving sustainability standards and
practices.

3. Communicate the policy to all employees, suppliers, and stakeholders to ensure its
understanding and compliance.

4. Monitor and measure the effectiveness of this policy by tracking key performance indicators
related to sustainability and environmental impact.

Hotel Shambala is dedicated to being a responsible corporate citizen by promoting sustainable,
energy-efficient, water-saving, and eco-friendly practices in our procurement processes. This policy serves
as a guiding document to help us make informed decisions that benefit not only our organization but
also the environment and society as a whole.

Tseten Tsatultsang
CEO
15 October, 2023
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GRIEVANCE HANDLING POLICY

Purpose

This Grievance Handling Policy is designed to provide a structured and fair process for employees to raise
concerns or complaints related to workplace issues, including but not limited to working conditions,
relationships with colleagues or supervisors, and application of company policies. It ensures that grievances
are addressed promptly, impartially, and with appropriate confidentiality.

2. Scope

This policy applies to all employees of Hotel Shambala, regardless of their role, location, or employment
status.

3. Principles

» Fairness: All grievances will be addressed objectively and without bias.

« Confidentiality: All grievance matters will be handled with strict confidentiality to protect the privacy
of all parties involved.

* Timeliness: Grievances will be acknowledged promptly and resolved as quickly as possible.

+ No Retaliation: Employees who raise grievances in good faith will be protected from victimization or
revenge.

4, Types of Grievances
Grievances may include, but are not limited to:

o Bullying, harassment, discrimination

e Unsafe or unhealthy work conditions

« Conflict with a colleague or manager

o Unfzair treatment or favoritism

« Concerns over pay, workload, or working hours

» Violations of any part of the company’'s Code of Conduct

5. Grievance Procedure
A. Informal Resolution

Speak Directly: Where appropriate, employees are encouraged to first speak directly with the
individual(s) involved.

Informal Discussion with Supervisor; If direct discussion is not feasible, the employee may
approach their immediate supervisor for an informal resolution.

B. Formal Grievance Procedure

If the matter is serious or unresolved informally:

Step 1: Submitting a Formal Grievance

Submit a written grievance to the HR Department. The complaint should include:
3. Details of the incident(s)

o. Names of those involved

=. Dates and locations

’



Step 2: Acknowledgement

* HR will acknowledge receipt of the grievance in writing within 3 working days.

Step 3: Investigation

* Animpartial investigator (internal or external) will be appointed.
o All parties involved will be interviewed separately.
o Areport will be compiled based on the findings.

Step 4: Resolution & Action
* The investigator's report will be reviewed by senior management and HR.
o Appropriate action will be taken depending on the findings, which may include:
* Negotiation
o Disciplinary action
« Policy review or workplace adjustments
Step 5: Feedback
o The outcome will be communicated to the complainant {within the limits of confidentiality).
o The entire process should ideally be completed within 20 working days.
6. Appeal Process

If the complainant is not satisfied with the outcome, they may file an appeal in writing within 7 working
days to the General Manager. The appeal will be reviewed by a panel not previously involved in the case.

7. Record Keeping

All records of grievances, investigations, and resclutions will be maintained confidentially by HR for a
period of at least 5 years.

8. Training and Awareness
All staff will be:

+ Informed of this policy upon induction
* Provided access to refresher training through departmental briefings

9. Monitoring and Review
HR will maintain a log of all grievances and resolutions to:

« Monitor patterns
e Ensure timely handling
s Recommend improvements to policies

This policy will be reviewed annually or sooner if required due to legislative changes or organizational
needs.

Tseten Tsatultsang
CEO
15 October, 2023
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