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	Instructions: Below you can find a sample Human Rights procedure. If you decide to use it as a template for your own procedure, fill it out with your own business information and be sure to align the policy as much as possible with your organisational structure and processes. 
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1. Scope and Objectives

In our Human Rights Policy, we commit to respecting human rights and observing the UN Guiding Principles on Business and Human Rights. 
This procedure establishes the standards that executives, managers and employees should observe to make sure that the business is able to prevent, mitigate, and manage potential and actual human rights impacts associated to our own operations. The Human Rights Policy and Procedure are to be integrated with [NAME OF BUSINESS] Responsible Sourcing Policy and Procedure.
In particular, this procedure establishes:
· The roles, responsibilities and duties of relevant functions and departments;
· The operating procedures for identifying, preventing, mitigating and remedying potential and actual human rights impacts.
2. Definitions

Human rights impact: A negative human rights impact occurs when an action removes or reduces the ability of an individual to enjoy his or her human rights.
3. Responsibilities
· [CEO / DIRECTOR] 
· [HUMAN RIGHTS MANAGER] 

[NAME OF BUSINESS] has designated a [HUMAN RIGHTS MANAGER], with full responsibility for implementing the Human Rights Policy and this procedure. The [HUMAN RIGHTS MANAGER] has a working knowledge of relevant laws and regulations of [COUNTRY NAME] international human rights standards and is qualified by experience, knowledge and training. 
The duties of the [HUMAN RIGHTS MANAGER] include: 
· Monitoring the business’s compliance with human rights laws and regulations; 
· Overseeing the correct implementation of this procedure;
· Communicating with and training employees the human rights policy and procedure; 
Ensuring that the business keeps and maintains all required records.
4. Procedural Steps 
3.1. The [HUMAN RIGHTS MANAGER] operationalises the human rights policy in all the company policies and procedures and reviews the human rights policy, on an annual basis.
3.2. (a) The human rights policy is communicated by the [HUMAN RIGHTS MANAGER]  to all employees, business partners, contractors, subcontractors and suppliers through company noticeboards, emails and through the company website. 
         (b) The [HUMAN RIGHTS MANAGER] trains employees upon hiring and yearly as refresher. 
         (c) The [HUMAN RIGHTS MANAGER] ensures that the communication is done timely. 
3.3. The [HUMAN RIGHTS MANAGER] maps existing company policies and identifies human rights coverage and gaps. 
3.4. The [HUMAN RIGHTS MANAGER], with the help of cross-functional personnel e.g. human resources, legal, procurement, security, maps potential human rights impacts. 
3.5. The cross-functional team consults with internal and external stakeholders to identify and respond to expectations.
3.6. A Human Rights Impacts Assessment is completed and reviewed annually by the [HUMAN RIGHTS MANAGER]. The assessment will include at minimum an action plan to identify and respond to impacts, and ongoing monitoring and evaluation of efforts within [NAME OF BUSINESS] and its supply chain.
3.7. If adverse impacts are identified during the assessment, the [HUMAN RIGHTS MANAGER] will inform executive management. 
3.8.  The [HUMAN RIGHTS MANAGER] will draft the action plan. 
3.9. The [HUMAN RIGHTS MANAGER] monitors the effective implementation of the action plan and reports findings to [CEO / DIRECTOR] on a regular basis.  
3.10. Progress on human rights performance is communicated to external and internal stakeholders annually through emails, website and sustainability report. 

	DISCLAIMER: The information provided in this document is intended only to provide general guidance. It is not intended as a customized recommendation, nor does it constitute legal advice. TDI Sustainability and other associated or affiliated individuals assume no liability on the basis of the information provided in this document. The document can only be used for non-commercial purposes. It is the responsibility of businesses when following this guidance to ensure that they are compliant with all applicable laws and regulations.



1

	Created by TDI Sustainability for the Gemstones and Jewellery Community Platform[image: A picture containing chain, necklace

Description automatically generated]
www.gemstones-and-jewellery.com   |   www.tdi-sustainability.com



		2

	[image: A picture containing chain, necklace

Description automatically generated]
	Created by TDI Sustainability for the Gemstones and Jewellery Community Platform
www.gemstone-and-jewellery.com   |   www.tdi-sustainability.com
image2.png
World Jewellery
@ﬂb © Confederation




image3.png
THE

GEMSTONES AND JEWELLERY
COMMUNITY PLATFORM




image1.png




