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“To Serve Sri Lankan Migrant Workers Better”

Foreword

Sri Lanka’s Diplomatic Missions play a vital role in
safeguarding the rights of Sri Lankans employed outside
the country. In countries that employ a large number of
Sri Lankans, primarily in low skilled categories of labour,
these Missions are expected to provide myriad services
including addressing migrant worker grievances. The Sri
Lanka National Labour Migration Policy recognises this
important role played by Sri Lankan Diplomatic Missions
in labour receiving countries in safeguarding the rights and
ensuring the protection of Sri Lankan workers.

The International Labour Organization ILO through
the project titled “Promoting decent work through good
governance, protection and empowerment of migrant workers:
Ensuring the effective implementation of the Sri Lanka
National Labour Migration Policy” supports the Ministry
of Foreign Employment Promotion and Welfare (MFEPW)
to take forward the commitments in the Sri Lanka National
Labour Migration Policy. The project is financed by through
Swiss Development Corporation.

In 2011, with the aim of improving of the current system of
migrant worker grievance handling in Sri Lanka and in Sri
Lankan Diplomatic Missions in labour-receiving countries,
two studies were commissioned to review grievance redress
mechanisms available to Sri Lankan migrant workers within
Sri Lanka and in countries of employment.

The two reviews were titled:

1. Strengthening Grievance and Complaint Handling
Mechanisms to Address Migrant Worker Grievances in
Sri Lanka: A Review and Analysis of Mechanisms

2. Promoting decent work through good governance,
protection and empowerment of Sri Lankan migrant
workers : A review of operational guidelines, procedures
and process of Diplomatic Missions in labour receiving
countries

Both studies highlighted the need to lay down standard
operational guidelines, incorporating existing guidelines
and practices and to fill any gaps in the system relating to
providing services to migrant workers. In keeping with this
task, the Secretary of the MFEPW appointed a committee
of experts with experience serving in Diplomatic Missions
in destination countries to facilitate the formulation of an
Operational Manual for Diplomatic Missions to address
migrant worker issues. The committee members are
comprised of representatives of the MFEPW, Sri Lanka
Bureau of Foreign Employment (SLBFE), Ministry of
External Affairs, and the Ministry of Labour and Labour
Relations (ML&LR).

In support of this process, a regional consultation on
welfare and protection of migrant workers was held in
May 2012 in Amman, Jordan to share the findings and
recommendations of the two review reports. Views of
relevant officers i.e. Diplomatic Officers, Labour Attaches
and Labour Welfare Officers, were obtained on the findings
and recommendations were gathered for the drafting
of operational guidelines to be followed in Diplomatic
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Missions to address migrant worker issues including migrant
worker grievances.

The consultation contributed to strengthening knowledge and
raising awareness of international standards on the rights of
migrant workers; laws applicable to expatriate workers in
Middle Eastern countries for protection of their rights; and
priority issues on labour migration faced by the Government
and Missions, including: the effectiveness of bilateral
agreements/Memoranda of Understanding (MOUs) entered
into with Middle Eastern countries, standard employment
contracts, and future labour migration flows.

The regional consultation brought together, 67 participants,
which included Hon. Dilan Perera, Minister of Foreign
Employment Promotion & Welfare; Secretaries of the Ministry
of Foreign Employment Promotion & Welfare, the Ministry
of External Affairs, and the Ministry of Labour and Labour
Relations; and Ambassadors, High Commissioners, Consul
Generals, and Honorary Consuls of Sri Lankan Diplomatic
Missions in the Middle East as well as Cyprus, Singapore,
Malaysia and the Maldives. The Chairman, the Sri Lanka
Bureau of Foreign Employment, senior officials of MFEPW
and SLBFE, Labour Counselors, and Labour Welfare Officers
of Diplomatic Missions also participated, providing valuable
inputs to the process. ILO regional experts from Geneva and
regional offices in Beirut and Bangkok, as well as staff from the
ILO Colombo Office, also participated.

The Secretaries of all three Ministries who attended the
regional consultation, while endorsing the importance of the
Consultation and collaboration, urged their respective staff to
give due attention to the guidelines as well as the presentations
of the ILO experts. Minister Hon. Dilan Perera emphasized the
importance of having a set of suitable guidelines in handling
routine operations related to migrant worker affairs in
destination countries.

The ILO facilitated the process of developing and finalizing
this Operational Manual for Labour Sections of Sri Lankan
Missions in labour-receiving countries, which guides officers
on how to attend to the day to day work of the Section more
efficiently and effectively. The Manual includes sample forms in
the English, Sinhala, and Tamil languages to guide the labour
sections and streamline the operations related to Sri Lankan
migrant workers.

The Sub-Committee for drafting the Operational Manual was
comprised of Mrs Padmini Ratnayake, former Additional
Secretary of the Ministry of Labour and former Labour
Counsellor of the Sri Lankan High Commission in Singapore,
present Coordinating Secretary to the Secretary, ML&LR and
Member of the National Advisory Committee on Labour
Migration; Mr D.Swarnapala, Additional Secretary of the
MFEPW and Member of the National Advisory Committee
on Labour Migration; Mr D.D.P. Senanayake, Deputy General
Manager, Foreign Relations, SLBFE; Mr L.K. Ruhunage,
former Additional General Manager, SLBFE and former
Labour Counsellor Sri Lankan Consulate in Dubai, United
Arab Emirates; and Mr W.M.S. Bandara, former Actg. Director
General, Consular Affairs Division, MEA.
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I 1. General Introduction

The development benefits of labour migration depend
on the degree to which the migrants are protected and
empowered by origin and destination countries. During
the three main stages of the labour migration process,
that is, pre-migration, in-service, and post-migration, the
rights and welfare of migrant workers must be promoted.
Although their specific responsibilities may differ, origin
and destination countries have a shared responsibility to
protect and promote the rights and welfare of migrant
workers. For continuous monitoring of the treatment and
welfare of their citizens in destination countries, one of the
most effective means of intervention and protection that
can be performed by origin countries is the utilization
of labour welfare officers attached to their diplomatic
Missions.

The most trustworthy place for migrant workers to
seek assistance during their stint in a foreign land is
the Diplomatic Mission of their country of origin. The
perception of many migrant workers is that recognized
official representation on their behalf while in the host
country can only be provided by a Diplomatic Officer
from their home country who is mandated to look after
their interests as a priority task. In this context, the Labour
Welfare Officer of a Diplomatic Mission in a labour-
receiving country has to engage in rather sensitive and
responsible work related to migrant workers, who are more
vulnerable to abuses and exploitation or otherwise in need
of official assistance to overcome the variety of difficulties
they may confront in a foreign country.

The National Labour Migration Policy (NLMP) declared
by the Sri Lanka Government in 2008 concentrates on the
protection and welfare of the country’s migrant workers
while promoting good governance and practices in the
recruitment process. Enriched with the essence of the
International Labour Organization’s (ILO) “Decent Work”
concepts, the NLMP, which is now being implemented
under the purview of the Ministry of Foreign Employment
Promotion and Welfare, shapes most of the recent migrant
worker policies to ensure a better future for Sri Lankan
migrant workers and their families.

Acknowledging the prime responsibility of the Sri Lanka
Government for the security, protection, and welfare of its
nationals employed overseas, the NLMP emphasizes the
need to further strengthen the services offered by the Sri
Lanka Diplomatic Missions in labour-receiving countries
as a major strategy towards fulfilling such an objective.
The NLMP states, “Sri Lankan Embassies in host countries
shall have a well defined system to be in contact with all
migrant workers in each country. Officers in Sri Lanka
Diplomatic Missions in host countries, particularly the

Labour Sections shall have the special capacity and ability
to handle grievance of migrant workers and to work
towards their protection and welfare in proactive manner.”

Therefore, it is necessary to enhance and develop the
competencies of labour welfare officers to handle the
issues and concerns of migrant workers. Additionally,
the standardization of procedures, especially transactions
that deal with migrant workers, is necessary for avoiding
corruption and opportunism. The availability of
procedures and programmes in written form is essential
for good management and is helpful in institutionalizing
and  standardizing  operations/procedures,  which
ensures a rational environment for all parties concerned.
Accordingly, the main objectives of formulating this
Operational Manual for Diplomatic Missions in labour-
receiving countries are as follows:

a. To institutionalize and standardize operations related
to the migrant labour functions of a Mission for the
purpose of effective delivery of services;

b. To frame a set of procedures and guidelines for
handling migrant worker issues related to the
protection and promotion of their rights, welfare, and
wellbeing in host countries, with special attention to
country-specific arrangements if applicable;

c. To frame a modality to speed up resolutions of
migrant worker disputes;

d. To streamline the actions of Diplomatic Missions,
particularly the Labour Sections, including Honorary
Consulates, in delivering services for migrant worker-
related issues in a more transparent manner within a
structured framework; and

e. To limit the application of ad-hoc policies and
different formulas by officials involved in addressing
migrant worker grievances and the promotion of safe
migration.

This Manual concentrates on services that are provided by
Sri Lankan Diplomatic Missions pertaining to the process
oflabour migration and the associated concerns of migrant
workers. Within the limited scope of migrant worker
transactions entrusted to a Diplomatic Mission, this
Manual provides a more detailed guideline on conducting
such transactions, and therefore, can be considered as an
effort to strengthen further the existing Consular Manual
used by Consular Officers of the Mission at present.
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I 2.

2.1. Introduction

Accepting the grievances/complaints of migrant workers
and intervening for settlement of such grievances/
complaints should be a priority task of the Labour Welfare
Officials of a Diplomatic Mission in a labour-receiving
country. Migrant workers who encounter various
difficulties feel that their most immediate and most trusted
party from who they can seek assistance is the Sri Lanka
Mission. Hence, Labour Section officials who are specially
mandated to assist Sri Lankan workers in distress have to
act speedily in a transparent manner to bring relief to these
workers within the legal system of the host country.

2.2. Objective

Pave the way for migrant workers to feel that their foreign
employment is comfortable, rights-oriented, and trouble-
free.

2.3 Authority
a. SLBFE Act No.21/1985 (Sec.15.m, 21.b,21.¢,21.d)

b. Consular Act No. 4/1981.
c.  Vienna Convention on Consular Relations/1963

d. SLBFE-Overseas Workers Welfare Fund Committee
Decisions.

e. MOU/Agreement on labour cooperation with
reference to the host country.

2.4 Procedure of attending to a grievance/complaint
of a migrant worker

2.4.1 Determination of the source of complaint

By a personal visit to the Mission by the migrant
worker or a representative of that worker

b. By communication-telephone/ fax/ e-mail by the
worker/ representative.

c. By Next of kin from Sri Lanka or from another
country.

d. By a Sri Lanka Recruitment Agent
e. By Foreign Recruitment Agent,Sponsor, or Employer

f. By the Sri Lanka Bureau of Foreign Employment
(SLBFE)

g. By the Ministry of External Affairs (MEA)

h. Bya Non-Governmental Organization (NGO),Civil
Society Organization, or Trade Union

i. By the Media

j. By other sources
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2.4.2 Determination of the nature of a complaint
Non-payment/ under-payment of wages

Physical harassment

Sexual harassment

Overwork/excessive targets

Lack of communication with next of kin

Medical issues/sickness

Breach of contract/substitution of contract

P ome ap oo

Change of job category

—-

Work stoppage without a justified cause

Lack of food/poor quality food

Runaway domestic workers

Runaway of non-domestic workers from work place.
Home-front issues

Accommodation problems

o p g~ F

Any other issues

2.5 General Procedures for handling grievances/
complaints related to migrant workers

i. The grievance/complaint lodged with the Mission
(except for those dispatched by the SLBFE) is to
be recorded through the web-based complaint
management system by the officer(s) assigned.

ii. Open a case file, with the appropriate complaint form
to be filled out (See Annex I-A/I-B).

iii. Ascertain and obtain necessary details about the
worker through SLBFE online registration data. If the
worker seeking assistance from the Labour Section
is not registered with the SLBFE, the Labour Officer
must seek advice from the SLBFE or assist the worker
to report directly to the respective host government
authorities.

iv.  Complaints referred through the SLBFE web-based
system must be obtained by the officer assigned and
referred to a labour official assigned to the task of
settling such complaints.

v.  Decide on the order in which cases are to be attended
to and the appropriate modalities to adopt, for
example, negotiating with the worker, negotiating
with the sponsor/employer/agent, or taking legal
action within the system, such as referring the matter
to Police, Immigration, and/or Labour officials of the
host country.

vi. Report progress to the complainant party within a
week and take follow-up actions until settlement.



2.6

Progress toward complaint settlement is to be reported
to the Head of Mission and the SLBFE on a monthly
basis. However, complaints of a critical nature should
be reported to the Head of Mission and the SLBFE at
the time when such complaints are reported.

Specific Procedures of handling grievances/
complaints related to migrant workers

2.6.1 Issues related to domestic workers who have

fled their place of employment

Handling complaints by female domestic workers who
have fled their place of employment is a sensitive matter
and may be complicated, as the nature of such complaints
varies from case to case. Therefore the skills of the officer,
in the form of counselling, patience, listening, and quick
decision-making, are very important.

ii.

Vi.

Vii.

viii.

A 24-hour receiving counter must be maintained
at the Mission for women who have fled their place
of employment, with the assistance of a safe-house
keeper/authorized officer.

Register and record the initial complaint at the time of
the complaint is reported.

The appropriate form is to be filled out (see Annex II-
A) and a case file opened. It is also necessary to record
the complaint in the SLBFE online registration profile
(see Annex II-B).

The belongings of the complainant are to be examined
by the safe-house keeper and inventorized.

Gold, money, and other valuable items are to be taken
under safe custody by the supervising officer in the
presence of another officer from the Labour Section or
the safe-house keeper. A receipt (see Annex IIT) must
be issued to the worker, after first placing a copy of
same in the case file.

The safe-house keeper is to examine and inquire
whether immediate medical attention is needed, and
if so, to refer the worker to medical attention.

Inform the worker’s sponsor/employment agent as
early as possible that the worker is in the custody of
the Mission.

Make attempts to find an amicable settlement with
the recruitment agent/sponsor. If a female domestic
worker who has fled her place of employment reports
to the Mission during the off-time of the officers, she
should be enrolled into the safe house by the safe-
house keeper/assigned officer, and then she should be
referred to the supervising officer(s) the very next day
of their duty for routine action.

ix. Take following steps as appropriate for the case at hand:

If the negotiations with the worker/agent/sponsor are
successful, refer the complainant to the agent/sponsor,
giving the complainant a form acknowledging that she
is free to leave the custody of the Mission (see Annex
IV-A).

An officer should not hand over a complainant to the
sponsor/agent without the consent of the complainant,
and also should not hand the complainant over to a
second party other than the sponsor/agent or legal
authorities.

When the complainant is to leave the Mission’s custody,
the supervising officer will release the complainants
belongings, including inventoried valuables. As part
of this transaction, the supervising officer will obtain
the receipt previously issued to the complainant (see
Step v above) with an acknowledgement signed by the
complainant in the presence of another officer/safe-
house keeper that she has received back all possessions
kept in the custody of the Mission.

If the complainant does not want to go back to the
agent/sponsor, then she has to be detailed for routine
country-specific legal procedures for investigation
and repatriation (see Annex IV-B).

In some countries, such as Saudi Arabia and Qatar,
domestic workers who flee their place of employment
are required to be handed-over to the respective host
government-run Welfare Camps for conducting
formal investigations and repatriations. Countries
like Lebanon and the Fujairah Emirate in the United
Arab Emirates, require domestic workers who
have fled their place of employment to be handed
over to Immigration-run detention centres until
investigations are finalized and repatriation takes
place. Countries like Kuwait, Jordan, and some
Emirates in the United Arab Emirates, allow Embassy
officials to bring such complainants to the respective
departments of Interior and Immigration authorities
for investigations and organise their repatriation while
permitting the complainant to reside at the Embassy's
safe house.

In the event that a female domestic worker who has
fled her employer is reported to have been subjected
to sexual abuse or physical torture, immediate action
must be taken to produce her to the appropriate legal
authorities to secure her rights.

If legal assistance is needed to pursue her case and a
Legal Officer is not attached to the Mission, approval
must be sought from the SLBFE to retain a lawyer.

Update the safe-house management webpage of
SLBFE with any actions taken to notify the next of kin
of the complainant’s status. The most vital document
needed from a worker who seeks repatriation is their
passport. Hence, the officer must first attempt to
secure the passport of the worker.
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Since the passport of the worker is normally kept by
the sponsor, the officer must explore the possibility
of obtaining it from the sponsor. If the sponsor is at
fault, normally they tend to return the passport to the
mission without going through any legal procedures.
However, in the event that a passport has been
surrendered to the Police/Immigration by the sponsor
as the law requires in the host country, there is no
option other than following country-specific routine
legal procedures for accessing the passport and
repatriation.

2.6.2 Issues related to domestic workers in-service
Procedures to be followed;

i.  Recording the complaint, registering and opening of a
case file. (Annex-1A,1B)

ii. Contact the recruitment agent (foreign) and seek
assistance to settle the issue.

iii. Contact the sponsor/employer if possible, and explore
the possibility of settling the case amicably.

iv. In the event of a serious case (physical and sexual
harassment, torture, medical disorders, etc.)
intervention through the legal system of the country
of employment is to be pursued with the concurrence
of the worker.

v.  If the grievance is of a personal nature, and does not
concern any other party, negotiate with the SLBFE for
an amicable settlement and seek assistance from the
respective recruiting agents on both the receiving and
sending ends.

i. In the event of needing a Third Person Note to seek
assistance from the authorities, such documentation
must be arranged through the Head of Mission.

vii. When the concerned domestic worker wants to
surrender to the Mission, after they have left their place
of employment, officers must explore the possibility
of providing assistance for such action through legal
means and conduct follow-up actions within the given
context.

Generally, immigration fines or overstaying fines
should not be paid from the government funds.
The worker or the next of kin or any other private
party must bear such expenses. If a special situation
arises due to unavoidable circumstances (e.g., sudden
closure of the working place) arrangements must be
made to provide government funds. However, prior
approval of the SLBFE must be obtained to meet such
expenses.
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2.6.3 Issues related to non-domestic sector workers

Procedures to be adopted;

i

ii.

iii.

iv.

Vi.

Vii.

viii.

ix.

Xi.

Record the complaint. Register and open a case file (see Annexes I-A
&I-B).

Ascertain whether the complaint is of a personal
nature or corporate nature.

If the complaint is of a corporate nature, (eg. non-
payment/delay in payment of wages, excessive work,
poor food, poor accommodation) inform the worksite
management and make a visit to assess the situation
on the ground.

If the complaint contains a reasonable claim, conduct
discussions with the management of the worksite to
settle/mitigate the issue.

Make every attempt to obtain written statements
from the management on the settlement proposed,
whenever it is possible, in order to provide an
explanation to the workers in a more authentic way.

Always stick to the terms and conditions stipulated
in the employee/employer agreement as a base for
negotiations with the employer and employee.

If the negotiations fail, resort to country-specific
official action with the competent authority (e.g.,
the Ministry of Labour, Management of Free Trade
Zones) to settle the issue with the knowledge of Head
of Mission and the SLBFE.

Since Missions can only assist workers in making
formal complaints to the appropriate authorities, it is
important to obtain a written statement signed by the
worker to support the complaint when lodging it with
the competent authority. Arrange legal assistance, if
necessary, with the consent of the aggrieved worker(s).

Persuade workers to accept the ruling of the competent
authority.

Notify SLBFE of the progress of the case from time
to time. In the event of work stoppage, explain to the
workers the country rules and regulations that they are
expected to adhere to. When conducting negotiations
with management, it is necessary to arrange for the
participation of a few worker representatives. These
representatives must also witness the negotiations
in order to establish the transparency of the actions
taken by the Mission.

Strict advice must be given to workers not to
become involved with nationals of other countries
at the worksite in making complaints, as terms and
conditions differ from nationality to nationality in
most worksites (e.g., , with regard to monthly salary,
food, etc.).

If the complaint is of a personal nature, negotiate with
management for an amicable settlement, and seek
assistance from the respective recruiting agents on
both the receiving and sending ends.



2.7 Blacklisting of errant recruitment agents/
employers/sponsors and workers

Introduction

The involvement of errant recruitment agents/employers/
sponsors and workers with bad practices has contributed
towards creating a low standard in labour migration which
is harmful for all stakeholders. Framing measures to arrest
such situations within the system is deemed necessary to
minimise negative impacts to the labour migration process.

Objectives

To establish a decent and dignified work ethic in the
process of labour migration by identifying and expelling
errant agents from the system.

Authority

SLBFE ACT No. 21/1985 and its amendments of 1994 and
20009.

2.7.1 Conditions for blacklisting errant recruitment
agents

i. Severe negligence of handling of complaints of
migrant workers.

ii. Abusing migrant workers, especially females, during
their time in the agency’s custody.

iii. Non-cooperation with the Mission in recruitment
dealings and breach of contract entered into with Sri
Lankan workers.

iv. Unethical business practices which result in the
exploitation of Sri Lankan migrant workers and Sri
Lankan agents. (E.g. Recruitment of workers without
genuine job opportunities, trading of workers)

v.  Violation of host country regulations.

vi. Any act against the national interest of Sri Lanka.

vii. Based on a recommendation by any other Mission of
any other country located in the host country.

2.7.2 Conditions for blacklisting errant employees/
sponsors

i. Severe violation of terms and conditions of an
employment contract entered into with a Sri Lankan
worker.

ii. Physical and sexual abuse towards migrant workers.

iii. Trading of workers.

iv. Using workers for illegal activities.

v.  Violation of host country laws.

vi. Engaging in activities which bring economic
disadvantage to the Sri Lankan Government,
including sabotaging the recruitment of Sri Lankans.

2.7.3 Conditions for blacklisting errant workers
i.  Violation of immigration laws of the host country.

ii. Conviction for civil and criminal offences imposed by
a court of law in the host country.

ili. Engaged in immoral and criminal acts in the host
country.

iv. Involvement in theft, forgeries and fraudulent
activities in the host country

v.  Engaging in activities against the national interest of
Sri Lanka.

vi. Engaging in activities against the national interest of
the host country.

vii. Engaging in activities which sabotage the business
interest of the employer.

viil. Influencing or organising the workers for illegal
activities against the employer or the establishment.

ix. Refusal of work without a valid reason.

x.  Entry into the host country with forged documents.

2.7.4 Procedures to follow in the blacklisting of
recruitment agents/employers/sponsors/
workers

i.  Careful collection of evidence necessary for the
determination of blacklisting.

ii. In the event of a recruitment agent/establishment
is found to be engaging in activities warranting
blacklisting; sending of prior warning to rectify the
reported allegations

iii. Careful review of the evidence that will lead to
blacklisting.

iv. Taking the decision for blacklisting.

v.  Submit the decision for the approval of the Head of
Mission and the SLBFE.

vi. Effecting the blacklisting alongside the registration in
the appropriate database maintained for this purpose.

When an errant agent/employer/sponsor is
blacklisted, it should be clearly mentioned in the
files that this blacklisting is applied only for the
recruitment of Sri Lankan workers. Whereas if the
blacklisting is applied on a worker, it must be clearly
mentioned in the files that this blacklisting is applied
only for re-employment in a foreign assignment.
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B 3. Repatriation of Workers

3.1 Introduction

Repatriation of destitute workers due to numerous reasons
has been accepted as a dedicated service to be rendered
by the officers in the Labour Sections of Diplomatic
Missions in labour- receiving countries. Repatriation
of migrant workers is associated with premature
termination of an employment contract by either side
(employer or employee) or due to industrial disputes. In
the case of domestic workers, the main reasons attributed
to such repatriations are physical and sexual harassment,
non/under payment of wages, overwork, poor food and
accommodation provisions, and medical unfitness.

3.2 Objective

To relieve the migrant worker of his/her grievances by
providing assistance to return to the home country.

3.3 Authority
i.  SLBFE Act No.21/1985

ii. Consular Functions Act No.4 of 1981

iii. Vienna Convention on Consular Relations of 1963

3.4 Procedures for repatriation

i.  Determine the reason why repatriation is required.

a. Repatriation of domestic workers due to the fault
of a sponsor.

b. Repatriation of non-domestic workers due to the
fault of an employer.

c. Repatriation of domestic workers due to the fault
of the worker.

d. Repatriation of non-domestic workers due to the
fault of the worker.

e. Repatriation due to medical grounds.

f. Repatriation of workers for personal reasons
relating to family at home.

g. Repatriation due to war or national disaster
situation in the host country.

ii. Arrange legal clearance for exit from the host country
through the appropriate host country authority:
typically the Ministry of Interior/Immigration for
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3.5

domestic workers, and the Ministry of Labour and
Ministry of Interior/Immigration for non-domestic
workers.

Repatriation procedures vary from country to
country and between administrative provinces within
the host country. While authorities in countries like
Qatar and Lebanon directly handle migrant worker
repatriation through their respective deportation
camps, Kuwait, the United Arab Emirates (some
Emirates only), Jordan, and Saudi Arabia allow
Embassies to take responsibility for repatriating exit-
cleared workers. As such, the Labour Officers of the
Mission must first familiarize themselves with host
country procedures and apply same when the need
arises, while developing a good working relationship
with the relevant authorities for easy access and to
expedite the process.

General conditions to be applied on the
requirement of Air Ticket

In the event of a non-domestic worker being
repatriated due to the fault of the employer, the
air ticket cost is to be borne by the employer (such
requirements must be brought to the notice of the
foreign recruitment agent and the agent in Sri Lanka).
The agent in Sri Lanka must be notified through
the SLBFE to persuade the employer to pay for the
air ticket. If the employer refuses to pay the ticket
cost, the payment requirement has to be referred
to the competent authority of the host country for
a settlement. Under such circumstances, both local
and foreign agents should be warned and kept under
temporary suspension, with the concurrence of the
SLBFE, until the case is settled.

In the event of a repatriation of a domestic worker
who has fled their place of employment due to the
fault of the sponsor, attempts must be made to secure
the ticket cost from the sponsor. If the sponsor
refuses to pay for the ticket, the matter must be
brought to the attention of the competent authority
for a settlement. In such circumstances, the sponsor
must be suspended from receiving further Sri Lankan
workers.

For cases where Labour Officials decide that
repatriation should take place immediately due to the
nature of the case, and there is no way of obtaining
the air ticket cost from the sponsor or agent, the
approval for the cost of the air ticket has to be sought
from the SLBFE. This can be requested under the



3.5.1

iii.

iv.

SLBFE maintained insurance programme (for valid
holders of SLBFE registration) or the Workers
Welfare Fund (for those whose SLBFE registrations
have expired).

What is the Workers Welfare Fund
(WWE)?
Section 45 of the SLBFE Act stipulates:

The Bureau shall, for the benefit of Sri Lankans
employed outside Sri Lanka establish a ‘“Workers
Welfare Fund. The Fund is enriched with collection
of revenue out of Agency/Company registration,
Job Order and Individual Contract registration
process at the Missions. The Fund also receives a
compulsory allocation of 10 per cent out (Sec.4.b
of SLBFE Amendment Act No0.09/1994) of every
migrant worker registration fee, as outlined in the
Government Gazette dated 1.9.1995. As per Section
48(d) of the SLBFE Act No0.21/1985, the Fund intends
to meet ‘all expenses incurred in providing assistance
to Sri Lankans employed outside Sri Lanka and their
families.

The fund is subject to the administration of a
special committee which consists of senior officers
of the SLBFE, the Ministry of Foreign Employment
Promotion & Welfare, and the Ministry of External
Affairs.

However, if the worker has qualified for an air ticket
under any host country-operated insurance policy
(e.g., like that operated by Jordan), the requirement
for such a ticket needs to be claimed from the
insurance provider.

When the ticket cost is sought from the SLBFE, the
following supporting documents must be enclosed
with the request:

Name/Names of the persons with their passport
numbers and confirmation of a SLBFE valid/expired
registration.

If a ticket is needed on medical grounds, a copy of
the medical certificate.

If repatriation is needed due to physical/sexual
harassment, a certified letter from the Head of
Labour Section to that effect.

A copy of the quotation for the ticket. (If it is required
that the ticket be purchased from an airline other
than the lowest bidder, justifications for that decision
must be provided.)

3.6

Air ticket costs for destitute workers who have never
registered with the SLBFE have to be supplied by the
worker/next of kin or any other source.

Once the repatriation arrangement is finalized, the
flight details are to be communicated to the SLBFE
‘Sahana Piyasa’ with a copy sent to the Chairman/
SLBEE to facilitate the arrival and the updating of
files (see Annex V).

Once the repatriation is finalized, an individual
confirmation statement from each of the repatriated
workers must be furnished to the SLBFE to
be submitted to the Insurance Provider for
reimbursement of the ticket cost to the SLBFE (see
Annex VI)

If a repatriating worker suffers from a medical
condition or disability as a result of the foreign
employmentand is therefore entitled to compensation
under the insurance policy operated by the SLBFE,
supporting documents, such as medical reports and
an Embassy certification letter, are to be provided to
the worker to facilitate their claim on arrival.

In the event that the ticket cost is borne by the worker
with the assistance of the Labour Section, the original
receipt from such a ticket purchase must be provided
to the worker with a standard letter confirming that
the worker has incurred the cost of their ticket (see
Annex V-B). Such documents, along with a copy of
the ticket, are needed for when the worker applies for
reimbursement of the ticket cost from the Insurance
Provider upon their return.

Repatriation due to personal reasons

3.6.1 Procedures of Repatriation

i

ii.

iii.

iv.

Ascertain the real personal need of the worker, and
collect evidence for justification of the case. (For
example, in the event of a death of a family member,
secure a copy of the death certificate, etc.)

Negotiate with the employer/sponsor. If the foreign
agent was involved with the original recruitment,
seek the assistance of the foreign agent to persuade
the employer/sponsor to allow repatriation.

If a claim is made by the employer/sponsor with
regard to repayment of recruitment costs and/or air
ticket costs, negotiate for a reasonable cost in line
with the circular of instructions from the SLBFE.

If the worker does not have access to the
reimbursement amount claimed by the employer/
sponsor, the worker’s next of kin are to be notified of
the amount required through the SLBFE.
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Arrange payment of money received from the
worker/next of kin to the employer/sponsor directly
or through the foreign agent as appropriate, and
obtain an acknowledgement that payment was made.

vi. Provide copies of any money transactions to the

3.7

worker before their exit from the host country.

Repatriation on personal reasons cannot be claimed
as a right of the contracted worker. Therefore, it is
necessary to thoroughly inform the worker about
the limitations that an officer has in intervening for
such a request. When negotiating with employers/
sponsors, the officer must demonstrate a courteous
and diplomatic manner.

Repatriation due to war situations or natural
disaster situations in the host country

3.7.1 Procedures of Repatriation

i.

ii.

Notify the Ministry of External Affairs of the
situation and provide a copy of that report to the
Ministry of Foreign Employment Promotion and
Welfare through the Head of Mission. Act on the
instructions received.

Explore the possibility of mobilizing any external
assistance available in the host country to evacuate
and repatriate workers. In the event of a crisis situation
in the host country that necessitates the workers’
immediate evacuation and repatriation, officers of
the Labour Section must work as a team with all the
other officers in the Mission to assist the victimized
Sri Lankans and engage in a collective effort towards
the targets under the direct supervision of the Head
of Mission.
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3.8.

Repatriation due to ‘Special Care Needs’

3.8.1 Procedures of Repatriation

i

ii.

iii.

The procedures below apply to workers who are bed-
ridden or on stretchers.

The procedures below also apply to workers in
wheelchairs.

Obtain hospital clearance for repatriation
Obtain the airline medical officer’s permission.
Prepare a cost estimation of the repatriation

Explore the possibility of securing funds from
the recruitment agent/employer/sponsor  or
international agencies.

Fund requirements must be brought to the notice of
the SLBFE and next of kin.

After funds have been generated apply for exit
clearance of the worker

If the worker’s passport is not available, arrange a
temporary passport/out pass.

Arrange an escort on advice of the hospital/airline.

Notify the arrival flight schedule to ‘Sahana Piyasa’
of SLBFE with a copy to the Chairman of SLBFE and
the Director General of the Consular Division of the
Ministry of External Affairs to facilitate on-arrival
assistance, and update the related case files.

When repatriating workers who are bed-ridden, on
stretchers, or on wheel chairs, financial assistance
should not be sought from the Diaspora, local NGOs,
or individuals to meet the repatriation cost.



Sri Lankan migrant workers

4.1 Introduction

Recruitment of Sri Lankans for overseas employment has been
vested under the close surveillance of Sri Lanka Diplomatic
Missions in host countries for the purpose of better monitoring
their recruitment standards to ensure a safe migration process
and to safeguard the rights, security, and the welfare of workers.
The three-fold mechanism employed in this respect relates to:

a.  Registration of the prospective recruiting party (agency/
company) at the Mission.

b.  Approval of job orders and related documents.

c.  Approval of individual job contracts as applied to certain
job categories.

4.2 Objective

To ensure safe foreign employment and adherence to good
governance policies and best practices on recruitment
management for the betterment of migrant workers and all
other stakeholders.

4.3 Authority

a. Subsequent Regulations published in the Extra
Ordinary Gazette Notification No 364/9, dated
28.8.1985 after the enactment of Sri Lanka Bureau of
Foreign Employment in August 1985

b. Ministry of Foreign Affairs Circular No. CONS/1
dated 25.9.1997.

c.  Ministry of Foreign Affairs Circular No.OM/E8/
SLBFE/02 dated 6.6.2008 on ‘Revision of the fees for
labour contract registration’

d. SLBFE Circular No.FR(1)/1/37.dated 22.05.2012 and
amendments dated 05.06.2012 and 19.06.2012 on
‘Implementation of decisions taken at the Consultative
Meeting of Heads of Missions and officers in Labour
Sections of Sri Lankan Diplomatic Missions in the
Labour Receiving Countries held in Amman, Jordan.
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4.4 Procedures of registration of recruitment party
(agency/company)

i.  Accepting the duly filled application form (Annex
7-A) from the prospective recruiting party.

ii. Review of Recruiting Agency/Company registration
certificate or licence issued by the competent authority.
(If necessary check veracity of the document from the
competent authority).

iii. Review the recruiting agency/company’s profile.

iv. Review the identification details of the applicant. If a
foreigner, secure a copy of the applicant’s residence visa.

v. Review past annual reports/audit reports of the
agency/company.

vi. Verify the authenticity of the Sri Lankan recruitment
agency/agencies named in the application by the
applicant. Only five Sri Lankan agencies are allowed
for one applicant.

vii. Undertake a field visit to ascertain the location of the
recruiting agency/company.

viil. Refuse or Accept the registration.

ix. If accepted, issue a certificate with the registration
number, valid for one year (see Annex VIII), after
charging the prescribed fee for agency/company
registration.

x. Enter the company/agency registration details in the
relevant online computer database linked with the
SLBFE and store a copy of Registration Certificate in a
systematic way to be referred to when the needs arises.

4.4.1. Procedures for annual renewal of recruting
party registration

The recruitment party registered under above clause

(4.4) must renew its validity of recruitment of Sri Lankan

manpower, at the end of one year from the first registration.

At the point of such a renewal, the following criteria have
to be adopted:

i Accept the duly filled renewal application form (see Annex
VII-B).




iii.

iv.

Vi.

Vii.

4.5

Assess the first year of recruitment to determine
compliance with the terms and conditions stipulated
in the original application.

Assess the cooperation extended by the recruitment
party to the Mission and Sri Lankan recruitment
agencies in attending to the grievances of migrant
workers.

Assess the conduct displayed by the recruitment party
throughout the past year with regard to adhering to
good practices.

Refuse or accept the renewal.

If accepted, renew the licence for a further one year
under the original licence number, after charging the
prescribed fee. This practice must be carried out on an

annual basis.

Update the relevant computer database linked with
the SLBFE.

Job Order Approval

4.5.1 Authority

a.

Subsequent Regulation published in the Government
Gazette (Extraordinary) of 364/9 dated 28.8.1985

Foreign Secretary’s Circular No. Cons/1, dated
25.9.1997 on ‘Implementation of rational and standard
employment contract system for domestic and factory
workers’

Foreign Secretary’s Circular No.OM/E8/SLBFE/02
dated 6.6.2008 on ‘Revision of the fees for labour
Contract Registration’

SLBFE Chairmans Circular No. R(1)/1/37 dated
2252012 and amendments dated 05.06.2012 and
19.06.2012 on ‘Tmplementation of decisions taken at the
Consultative Meeting of Heads of Missions and officers
in Labour Sections of Sri Lanka Diplomatic Missions in
the labour receiving, countries held in Amman, Jordan:

4.5.1.1 Whatisa Job Order?

For the purposes of this Manual, a Job Order is the legal
document by which Sri Lankan labour is requested
for hiring purpose by a foreign recruitment party
(agency/company). This request goes through a Sri
Lankan counterpart who is contracted by the foreign
recruitment party for the purpose of procuring such
labour and dispatching the workers to the destination.

4.5.2 Procedures to be followed for foreign

ii.

iii.

iv.

vii.

viii.

recruitment agencies/companies
Accept two duly filled copies of the following:

The Job Order (see Annex IX);

The Service Agreement of agency/company entered
with Sri Lankan counterpart (see Annex X); and

The Power of Attorney form filled out by the foreign
agency/company in favour of their Sri Lankan
counterpart (see Annex XI).

Verify whether the correct formats are used when
submitting the Job Order and ensure the Power of
Attorney and Service Agreement is on an official
letterhead of the Foreign Recruitment Party.

Verify whether the terms and conditions stipulated in
the Job Order, in terms of salary, age, accommodation,
medical facilities, food provision, air transport, leave etc,
are within the minimum approved limits of the SLBFE.

Determine whether the particular job requirement has
been approved by the local competent authority.

Determine the credibility of the worksite by scrutinizing
the commercial registration with local authorities and
relevant Chambers of Commerce.

Physically verify the conditions of the worksite, when
and where such requirement is deemed necessary. Such
verification is important, especially in the event of group
recruitment.

In cases where an outsourcing agency demands
manpower on behalf of principals (other than domestics
in a particular worksite), verify whether a proper Power of
Attorney issued by the principal employer in favour of the
applicant (outsource company) has been submitted.

Verify whether a specimen of the genuine job agreement
(scheduled to be issued to the employee) has been
submitted as a supporting document with an endorsement
by the employing party, thereby making sure such an
agreement is authentic.

the Sri Lankan
counterpart named in the Job Order is authentic and
credible.

Determine whether recruitment

Determine whether the Sri Lankan counterpart has
already been named in the recruiting party’s registration
application.
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xi. Determine whether the Power of Attorney form (see
Annex XI) and Service Agreement form (Annex X)
have been correctly filled out in favour of the Sri Lankan
counterpart(s).

xii. Refuse or accept the Job Order.

xiii. If accepted, enter the Job Order registration reference
number on the top right hand side of the document and
refer to the Cashier for levying the Job Order registration
fee.

xiv. Accept the set of documents with the payment receipt for
final endorsement.

xv. Endorse the full set of documents by using the date stamp,
crown seal, and the payment receipt number, and issue the
original set to the applicant.

xvi. Enter the Job Order registration details into the online
database linked with the SLBFE, and store/file a copy in
a systematic way in order to trace in the event of need.
The Mission must adopt a user-friendly mechanism in
the dissemination of specific formats and instructions to
the workers/agencies/employers/sponsors so as to arm
them with the materials needed when visiting the Mission
to obtain various services. The Mission’s official website,
Agency Associations, the Mission’s reception counter, and
notice boards can be used as tools for such dissemination
of instructions and related formats.
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5.1 Authority

Foreign Secretary’s Circular No.CON/1, dated 25.9.1997
which instructs Diplomatic Missions in the labour-
receiving countries to process the registration of individual
job agreements applied to female domestic workers.
The scope of this provision has been further widened by
extending this coverage to cover female garment factory
workers by the SLBFE Chairman’s Circular No.14/2003
dated 17.9.2003 and all female unskilled workers, in 2010.
SLBFE Chairmans Circular No.FR/01/PFS/MER/11 dated
6.12.2011 on, Manual of Procedures for Labour Sections
and SLBFE Chairmans Circular No.FR(1)/1/37 dated
22.5.2012, has further updated the above requirements.

The need for initiating individual job contracts pertaining
to female domestic and garment factory workers from
the receiving end with the clearance of the respective Sri
Lanka Diplomatic Mission was a recommendation made
by the Presidential Taskforce on Security and Protection of
Migrant Workers in 1997.

5.2 Procedures for registration of individual job
contracts

i Acceptof two sets of the individual job contracts issued
in the name of the worker by the recruiting party
(e.g., a sponsor or a recruitment agent or authorized
representative in the event of a domestic worker; a
company’s Human Resources Manager/authorized
officer, in the event of a non-domestic sector worker).

ii. Inthe case of a garment factory worker, verify whether
the contract format is in practice and is a standard one.

iii. If the job contract submitted by a company is specific
to the company itself, verify that the terms and
conditions are within acceptable standards and satisfy
the minimum requirements of the SLBFE, especially
in terms of salary, accommodation, food, transport,
leave, medical facilities, and contract period, etc.

The contract period of a domestic worker originally
should not be more than two years, while the contract
period of a garment factory worker originally cannot
be for more than three years. However, the accepted
contract period for Cyprus-bound workers is
considered to be four years.

iv.  Ascertain whether the particular job contract is related
to a Job Order already approved by the Mission as per
Section 4.5.2 of this Manual.

v. Ascertain whether the applicant agency/company
has been registered by the Mission for the purpose of
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recruiting Sri Lankan workers as per Section 3.4.1 of
this Manual.

vi. Ascertain whether the signatures on the job contract
have been properly placed in the contract by the agent/
employer/sponsor. In the event that the contract is that
of a company/agency, the company/agency’s official
seal must be placed under the signature.

vil. Accept or refuse the individual job contract.

viii. If accepted, enter the individual job contract
registration reference number on the top right-hand
side of the document and refer to the Cashier for
levying the job contract registration fee.

ix. Accept the job contract with the payment receipt for
final endorsement.

x. Endorse the two sets of contract papers by using the
official date stamp and the crown seal of the Mission,
indicate the payment receipt number, and issue the
original set to the applicant.

xi. Enter the individual contract registration details in
the online database linked with the SLBFE and store a
copy of the contract papers in a systematic way to trace
it in the event a reference is required.

5.2.1 Documents required for registering the job
contracts of direct hires

In the event that a Sri Lankan worker is hired for
employment abroad through a direct hire (as opposed to
through a recruitment agency), the Mission requires the
following documentation related to the job contract for
registration purposes:

a. Individual job contract in duplicate

b. Copy of the identification documents of the direct
sponsor in addition to the job contract papers.

c.  Employers profile (see Annex XII-A)

d.  Sponsor’s statement on how contact with the employee
was established

e. If the prospective worker is a relative of a worker
already in service in the host country, a statement
from the relative to that effect, along with the relatives
profile (If any suspicion arises, refer the case to the
SLBFE for verification of relationship before approval.)



If a second party has proposed the worker to a sponsor,
an authority letter from the sponsor to the second
party for their involvement in proposing the worker

Income certificate of the sponsor
A copy of the prospective worker’s passport
A copy of the prospective worker’s visa

In the event of a direct recruitment of a female domestic
worker, a refundable deposit of US$1,000 or equivalent
currency value of the host country is charged from the
employer and an acknowledgement of receipt must
be issued. The employer will be entitled to receive the
deposit back after producing the required documents
to the Mission within a three month period after the
termination of the employment contract and the
departure of the worker (See Annexes XII-B and
XII-C)

The refundable deposit of US$1,000 charged in the event of
direct recruitment of a female domestic worker will be used
to recover dues from the employer in cases of non-payment
of salaries, non-provision of return air ticket, medical
expenses of the worker, repatriation of mortal remains,
compensation in the case of physical harassment, etc.

5.2.2 Presently applicable fee structure

L

iii.

Agency/Company registration for recruitment of
Sri Lankan workers - US$ 35 or equivalent in local
currency.

Annual Renewal of Agency/Company registration -
US$ 35 or equivalent in local currency.

Job Order approval:

Approval and registration of Job Order - US$ 35 or
equivalent currency value of the host country.

Approval and registration of Power of Attorney - US
$35 or equivalent currency value of host country.

Approval and registration of Service Agreement
between Sri Lankan Agent and Foreign Agent/
Company - US$ 35 or equivalent currency value of the
host country.

Individual job contract registration fee — US$50 or
equivalent currency value of the host country

New registration of an employee under the SLBFE

compulsory registration scheme - Sri Lankan Rupee
(LKR) 7,700/= or equivalent in local currencies if the
monthly salary is less than LKR20,000 in value and
LKR10,200/= or equivalent if the monthly salary is
more than LKR20,000/= (see Annex XIII)

Renewal of the SLBFE registration of an employee -
LKR 3,200/= or equivalent in local currencies.

In cases when a worker has changed their employer
and is requesting an SLBFE registration renewal,
Section 5.2.2.e above is to be applied.

5.2.3 Coding of employment-related documents

a.

Registering a recruitment agency - AG/country
code/serial no. assigned to the agency. (For example,
registering an agency in Riyadh, Saudi Arabia, would
be AG/RYD/10.)

Registering a company - COM/country code/serial
no. assigned to the company. (For example, a company
registered in Riyadh, Saudi Arabia, would be COM/
RYD/07.)

Registering a Job Order by an agency - AG/no.
assigned to the agency/country code/serial no. of the
Job Order. (For example, a Job Order registered in
Kuwait would be AG/05/KT/JO/10.)

Registering a Job Order by a company - COM/no.
assigned to company/country code/serial no. of the
Job Order/year. (For example, a Job Order registered
in Kuwait would be COM/07/KT/JO/12.)

Registering an individual Job Contract by an agency-
AG/no. assigned to agency/country code/serial No.
of the job contract/year. (For example, a job contract
registered in Dubai, United Arab Emirates, would be
AG/01/DXB/02/12.)

Registering an individual Job Contract by a company
— COM/no. assigned to company/country code/serial
no. of the Job Contract/year. (For example, for a Job
Contract registered in Dubai, United Arab Emirates,
would be COM/04/DXB/05/12.)

Registering an individual Job Contract on direct basis
by the sponsor/employer — PVT/country code/serial
no. of the job contract/year. (For example, for a direct
job contract registered in Lebanon would be PVT/
LBN/20/12.)

For a list of Country Codes, refer to Annex XIV.

Registration of the Individual Job contracts | 21




B 6. General administration

6.1 Introduction

Labour Sections of Sri Lankan Missions situated in
major labour-receiving countries are confronted with
a myrid of issues. They are inundated with numerous
requests of migrant workers and manage all aspects
related to foreign employment of Sri Lankans at the host
country level. In addition, the Labour Section manages
a considerable amount of general administrative work
related to personnel and day-to-day functions of the
Labour Section.

6.2 Objective

To ensure accountability and transparency in transactions
pertaining to the Labour Section of a Diplomatic Mission
in a labour-receiving country.

6.3 Assigning duties to officers

i. The Head of Mission, with the consultation of the
Head of the Labour Section must issue duty lists to
all of the home-based and local-based staff members
of the Section.

ii. When issuing such duty lists to home-based officers,
in Missions where more than one officer is stationed,
the duties must be reasonably allocated among the
officers, so as to balance the day-to-day functions of
the Section.

iii. There is no limitation to allocating similar duties
among the officers, considering the work load.

iv. Irrespective of duty lists with different assignments,
officers must adhere to the “one country approach” in
the event of attending duties at special occasions and
work as a team.

v.  Duty lists issued to the home-based officers should
be copied to the Chairman/SLBFE for administrative
purposes.
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6.4

i

ii.

6.5

ii.

iii.

6.6

ii.

iii.

Maintenance of registers

The Head of the Labour Section should maintain and
update an inventory for fixed assets supplied to the
Section through SLBFE votes (see Annex XV).

Disposal of such fixed assets due to being worn out
or any other reason must be clearly recorded in the
inventory.

Officers are encouraged to maintain a computerized
database of the inventoried valuables of safe-house
residents.

Should items need to be disposed of, the SLBFE
must be notified to get the approval of the Workers
Welfare Fund committee before any such action is
taken. Approved government procedures must be
adopted during such occasions.

Annual Board of Survey

An annual Board of Survey should be carried out
during the month of December of each year.

A Board of Survey for this purpose should be
appointed by the Head of Mission.

A report related to the Board of Survey with their
recommendations, if any, must be forwarded to
the SLBFE through the Head of Mission for audit
purposes.

Vehicle utilisation

Vehicles supplied by the SLBEE for the use by the
Labour Section should be managed by the Head of
the Labour Section.

The Head of the Labour Section must ensure that
running charts are properly maintained by the
drivers.

The driver assigned to each vehicle should be
responsible for proper maintenance of the vehicle
and his negligence will be liable for disciplinary
action and recovery of damages.



iv.

oo ®
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6.7

iii.

vi.

In the event of vehicle repairs/maintenance, approved
procurement/service guidelines should be followed.
The Labour section should maintain a separate
register for each vehicle provided by the SLBFE for
record keeping on following;

Replacement of tires

. Replacement of batteries

Updating vehicle servicing records

. Any other running repairs

Vehicles should be parked only at the Mission
premises during out-of-office hours.

Purchasing procedures

All purchases by the Labour Section (goods and
services), including food items that are needed for
the use of residents of the safe house, should be made
in accordance with approved purchasing procedures
as stipulated in the Procurement Guidelines (NPA
Circular No.08/25.1.2006 and its subsequent
amendments).

In the case of purchasing food items, a supplier can
be registered for a specific period at agreed prices
after undergoing tender procedures. The Head of the
Labour Section must take action with this regard in
consultation with the Head of Missions. A separate
register should be maintained for the purchase of
essential items for safe house inmates and jailed Sri
Lankans.

When air tickets are purchased, priority should be
given to national carriers such as SriLankan Airlines
or Mihin Lanka when direct flights are operated
from the host country. If not, air tickets should be
purchased after calling for quotations.

When air tickets are purchased for repatriation, prior
approval for ticket fare and the number of tickets
must be obtained from the SLBFE.

When requesting air tickets, the name of the Sri
Lankan worker, date arrived at host country, date
arrived to safe house and reason for repatriation
should be clearly stated with the recommendation of
head of the Labour Section on following format.

viil.

6.8

In the event air tickets are being requested under
the insurance scheme operated by the SLBFE,
the required document should be sent within the
stipulated time given by the insurance service
provider for reimbursement procedures.

Communication

6.8.1 Communication with the SLBFE and relevant

ii.

iii.

State Agencies

The Head of the Labour Section is responsible for
sending prompt replies to the relevant Divisions
of the SLBFE/other State Agencies on matters
pertaining to the Labour Section.

If the required information on such cases
cannot be sent immediately, an interim reply or
acknowledgement should be sent within a two week
period.

The SLBFE maintains a 24-hour complaint reception
centre at the Head Office, and a similar system of 24-
hour complaint-receiving operation/hotline must
be maintained at the Labour Section or residence of
home-based officers. This service should facilitate
both migrant workers and the SLBFE as per
instructions in SLBFE circular No. FR/1/35 dated
17.07.2012 on “Establishing toll-free hotlines for
labour sections of Sri Lankan Mission”.

6.8.2 Communication with host country

ii.

authorities

Officers of the Labour Section are encouraged to
develop good diplomatic relationships with host
country authorities, especially in sectors of Labour,
Immigration, Police, Hospitals, Airports, Prisons,
and Courts of Law, for the purpose of facilitating Sri
Lankan migrant worker requirements.

Meet with counterpart officers in the other
Diplomatic Missions of labour-sending countries
situated in the host country, build relationships and
consensus on matters of mutual interests on migrant
worker issues, and share good practices.
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6.8.3 Communication within the Mission/Labour
Division
i.  Assist common activities of the Mission under the
guidance of the Head of Mission, and develop better
coordination among all officials of the Mission.

ii. Promote team work within the Labour Section,
irrespective of the Ministry that they originated
from.

iii. Conduct monthly meetings to review work
performances, identify critical areas, and share
information. The Head of the Labour Section is to
chair such meetings, and the minutes of the meeting
are to be submitted to the Head of Mission for
possible action.

iv. Maintain a good relationship with local and
host country recruitment agencies/associations
and facilitate their requirements by providing

information/assistance when requested.

v. Maintain the following lists for references with the
guidance of Head of Mission.

a.  List of blacklisted sponsors/companies
b. List of blacklisted agencies
c.  List of available lawyers (Sri Lankan/host country)

d. List of available medical practitioners (Sri Lankan/
host country)

e. List of other Sri Lankan professionals

f.  List of NGOs/associations working with migrant
workers.

g. List of interpreters/translators
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6.8.4 Communication with media and
international agencies

i. Communication with local/foreign media and
international agencies in an official capacity should
be done only with the permission of the Head of
Mission.

ii. Before commenting on sensitive issues related to
migrant worker issues, the officer must consult the
Chairman/SLBFE for instructions.

iii. The officers must not make any comment against the
host government’s specific policies or authorities at
any time.

6.8.5 Communication with clients (sponsors/
employment agents)
i. Develop a customer-friendly environment in the
Labour Section.



I 7.Discipline / Code of Conduct

Every official in the Labour Section of the Mission is
responsible for respecting and promoting the values
and interests of Sri Lanka.

The officers should be responsible for creating and
maintaining a good impression of Sri Lanka in the
host country.

iii. Labour officials in the Labour Section should always

vi.

maintain  integrity, and
objectivity during their tenure at the Mission and

create a customer-friendly environment within the

impartiality, honesty,

Labour Section.

The officers should respect the lines of responsibility
and accountability, and always work under the
guidance of the Head of the Mission.

All officials in the Labour Section are subject to
the provisions of the Establishment Code of the
Government of Sri Lanka and Circulars issued by the
relevant Ministries and SLBFE from time to time.

All officers in the Labour Section are bound by the
relevant provisions of the financial regulations,
especially on the expenditure of public funds,
approval of payments, and collection or receipt of
public funds.

vii.

viii.

ix.

The Head of Mission can initiate an investigation
against any officer in the Labour Section, with the
consultation of home country authorities.

It is the duty of all officials and their dependents to
respect the laws and regulations of the host country,
even when the officer is entitled to diplomatic or
consular immunities.

Labour officials are prohibited from engaging in any
professional or commercial activity for the purpose
of gaining personal profits, which is inconsistent
with their diplomatic status in the host county.

Mission facilities, staff, resources, as well as official
residences should not be used for unofficial activities
which may negatively affect the reputation of the
officer, the Mission, and Sri Lanka.
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8.1. Introduction

Since migration is primarily a demand-determined
market, countries wishing to deploy their workers abroad
must be able to seek out prospective employers amidst the
competition from other labour-sending countries. Thus
marketing is the lifeblood of any overseas employment
programme.

Marketing is the management process responsible
for identifying, anticipating, and satisfying customer
requirements for profitably. Hence, the Labour Welfare
Officer must take special efforts to promote Sri Lankan
labour under the supervision and authority of the Head of
Mission.

8.2 Objective

According to the SLBFE Act (Section 22a), the promoting
of job opportunities is one of the main responsibilities
of the Labour representatives appointed to Sri Lankan
Diplomatic Missions. On the diplomatic front, Labour
Section officers shall take an active role in determining and
guiding policies and programmes that promote overseas
employment and involve the whole of the marketing
process, including identifying the market, satisfying the
customers by meeting their requirements, and fulfilling
profitability to both parties.

In this setup, Labour Welfare Officials should act as
information focal points and dissemination centres for
promotional and communication materials. They should
also conduct door-to-door visits of prospective clients.

8.3 Strategies to promote Sri Lankan manpower

i.  Labour Section officials should study and familiarize
themselves with the Corporate Plan, Marketing Plan,
and Action Plan developed by the Ministry of Foreign
Employment Promotion and Welfare/SLBFE.

ii. Prepare labour-receiving country profiles in order to
have information available on the labour, economy;,
and immigration policies of these countries.
Periodically update this information.

iii. Collect information from trade journals, regional
economic magazines, and National Development
Plans of the host country.

iv. Assist the Marketing Division of the SLBFE by
sending monthly “Market Situation Reports”, using
the information gathered from the above sources.
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Vi.

Vii.

Vviii.

ix.

Xi.

Xii.

xiii.

I 3. Promotion of Sri Lankan manpower

Conduct meetings and discuss matters directly with
the relevant officials of the host country and the
human resource development officers of private sector
companies, using these opportunities to educate them
on the skills and manpower ability of Sri Lankans.

Arrange marketing Missions/seminars for SLBFE/
Ministry officials and coordinate and contribute at
ministerial level meetings.

Facilitate Sri Lankan licensed foreign employment
agencies in arranging meetings with the host country
representatives or industry associations.

Collaborate with host country agencies and the SLBFE
for recruitment and skills training programmes.

Assist the SLBFE to disseminate information in the
host country on Sri Lankan workers through press
releases, promotional articles, skills profiles of Sri
Lankan workers, etc.

Build up mailing lists of different target sectors in the
host country and organize direct mailing campaigns.

Assist in maintaining a market information service at
the SLBFE to share with home country recruitment
agencies.

Relay the job opportunities appearing in the
mass media of the host country to the SLBFE for
dissemination among job aspirants.

Report labour market developments, policy changes
on migrant workers, and details of country plans to the
SLBEE for planning purposes.



I 9. Conducting welfare/recreation programmes for Sri Lankan
workers

9.1 Introduction

Migrant workers greatly need opportunities to engage in
welfare and recreation programmes in order to overcome
the stress, loneliness, and physiological setbacks of being
away from loved ones and their country of birth. Extending
assistance to enhance opportunities for such welfare and
recreation activities can be treated as a part of the duties of
the Labour Welfare Officer in a Mission.

9.2 Authority

i.  SLBFE ActNo.21/1985 (Sec.22b) on responsibilities of
SLBEE representatives at Overseas Missions

9.3 Guidelines

i.  Representation in the Committees of Welfare
Associations of Sri Lankan community members.

iil. Extend assistance in organising different community
activities such as cultural shows or competitions
among the children of migrant workers in the host
country.

iii. Organize skills development programmes for migrant
workers and residents of safe houses.

iv. Take an active role in national/religious events
organized by the Mission.

v.  Organize different cultural programmes for factory
workers, especially in the manufacturing sector (e.g.,
garment factories).

vi. Officers should not become involved with commercial
transactions through conducting welfare programmes.

vil. An equal share of participation by different Sri
Lankan communities must be encouraged at welfare
programmes.

Labour officials must always consult the Head of
Mission prior to organizing/participating in welfare
and recreation programmes for Sri Lanka migrant
workers.
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10. Financial procedures applicable to the Labour

Sections of SLBFE

10.1 Introduction

With the commencement of Job order approval and
registration of individual service contracts of female
domestic workers at the Sri Lankan Diplomatic Missions in
1997, the fund collection and registrations were channelled
to the Workers Welfare Fund (WWF) of the SLBFE
through the Government Treasury. In 2012, according to
the request made by the Ministry of Foreign Employment
Promotion and Welfare, the Treasury approval has been
given to SLBFE to open separate bank accounts for the
labour sections in diplomatic missions. Accordingly with
the concurrence of the Ministry of External Affairs, all
labour sections in diplomatic missions have opened a
separate bank account. Therefore at present all revenues
and expenditure are accounted through the newly opened
bank account in all labour sections.

10.2. Objective

The objective of the new system is to minimize delays in
payments and ensure smooth operations of accounting and
transfer of funds between the SLBFE and labour section in
Diplomatic Missions.

10.3 Authority

The required authority has been granted for the new
financial and accounting procedures through the under
mentioned Acts/Circulars

(a) Sri Lanka Foreign Employment Bureau Act No. 21 on
1985

(b) Ministry of Foreign Affairs Circular No. CONS/1
dated 25.9.1997

(c) Ministry of Foreign Affairs Circular No.OM/E8/
SLBFE/02 dated 6.6.2008 on ‘Revision of the Fees for
labour contract registration

(d) SLBFE’s Circular No.FR(1)/1/37 dated 22.5.2012
and amendments dated 5.6.2012 and 19.6.2012 on
‘Implementation of decisions taken at the Consultative
meeting of Heads of Missions and Officers in Labour
Section of Sri Lanka Diplomatic Missions in the
labour receiving countries held in Amman, Jordan’
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(e). Ministry of External Affairs Circular No. F/C/01/115
dated 19.9.2012 on 'Opening of Separate Bank
Accounts for the SLBFE' with accompanying Ministry
of Foreign Employment Promotion and Welfare
instruction letter No.MFE/FM/2/10 dated 18.9.2012.

In addition,

(f) Financial Regulations

(g) Establishment Code
Accounting procedure to be implemented in
labour sections.

10.4 Receipts of Overseas Workers Welfare Fund
(WWE)

The Following sources of receipts are accounted under the
revenue of WWF

(a) Fees on registration of foreign employment agencies/
companies which demand Sri Lanka manpower

(b) Job order approval and registration fees
i.  Registration of Job demand order
ii. Registration of service agreement
ili. Registration of Power of Attorney

(c) Fees on registration of individual service contracts of
female domestic workers

(d) Non-refundable deposit for recruitment of female
domestic workers

(e) Refundable deposit of recruitment of female domestic
workers

(f) Registration Fee under SLBFE compulsory registration
scheme

i. New registrations—

Equivalent of Sri Lankan Rupees (LKR) 7,700 If the
monthly salary is less than Rs.20,000 or



Equivalent of Rs. 10,200 if the monthly salary is more
than Rs.20,000

ii. Renewals

Equivalent of LKR. 3,200 if worker should go to same
place of work

(g). Safe deposits of migrant workers

(h). Any other receipts to the WWF

10.4.1 Receipts

i

iii.

Vi.

SLBFE cash receipt should be issued for every cash
payment with a duplicate. An official receipt in three
(03) copies should be issued for all receipts in pre-
numbered receipts books provided by the SLBFE.
The original receipt to be given to the payee and the
second copy to be sent to the SLBFE, 3rd copy of the
same receipts should be kept in the labour section for
accounting and audit purposes.

Type of Local currency should be mentioned in cash
receipts.

Embassy seal should be placed on the cash receipt.

Daily collection should be deposited in the Bank on a
daily basis.

Daily collection report and monthly summery report
should be forwarded to the SLBFE at the end of
month.

Daily collection should be entered in

Cash Book receipts side
Revenue Ledger(Relevant Ledger accounts) (Annex
XVI)

10.5 Financial Practices

Periodic financial practices within the Labour Section

ensure the effectiveness of the Section. It is important to

assign an officer within the Section who is responsible for

each of these tasks.

1.

2.

Preparation of monthly Bank reconciliation statement

Monthly summary of accounts to be forwarded to
the SLBFE before the second week of the following
month.

3.

4.

Imprest application (See Annex XVII) to be forwarded to
SLBEE on or before the beginning of every month

Other reports requested by applicable circulars.

10.6 Payments made by the Labour Sections

i

ii.

iii.

iv.

Vi.

Vii.

viii.

ix.
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Opverseas service allowances, salary and allowances

o OSA - home based staff

o Salary - local staff

Medical for home based staft

Residence telephone bill of home based staff

o Over time - local staff

Travelling

« Home based staff

o Local staff

o Vehicle hire charges./taxi fare/rent a car/toll fee/
parking fee

Capital Expenditure

» Labour section/safe house
o Home based officer’s residence

Repatriation and other expenses of house maids and
other workers

 Insurance

« OWWEF

o Other related expenses

o Despatch charges of human remains and burial
charges.

Rent

o Labour section/safe house
« Annual Rent/Monthly Rent - Home Based staff

Food and Medicine

» Food
o Medicine

Legal fees

Other welfare expenses

Purchase of clothes and travelling bags for house
maids etc.

Vehicle running expenses

o Fuel

o Repairs

o Other charges, Insurance etc.




X.

Miscellaneous expenses

+ Water/electricity

o Telephone/fax/internet

« Stationery

« Maintenance of safe house (repairs and others)

10.6.1 Other Expenses

Advance Payments

i. Special programmes
ii. Official delegations
iii.Special death cases
iv.Special court cases

v. Others

Conditions

a. Use advance voucher (See Annex XVIII) for advance
payment

b.  All advances should be settled within 14 working days

Petty Cash Payments

Small payments could be incurred out of petty cash
Imprest

« Approved petty cash Imprest should be obtained in
the beginning of the year and be settled at the end of
the year.

o Formal petty cash voucher form should be used in
respect of all expenses out of the imprest.

 Maintain and update petty cash book

Deposit Payments

« Deposited amounts (Specially Repatriation) by the
Next of Kin (NOK)

« Refundable deposits
o Safe deposits i.e.; salary dues etc.

o Others
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10.6.2 Steps to follow when making payments

i.  Proper prior approval from relevant authority (Head
of Labour section, Head of Mission and SLBFE)
should be obtained before making the payment

ii. Prepare proper payment vouchers including

supporting documents

ili. Authorized signatures should be obtained on the
voucher (ex: prepared by, checked by, recommended
by, approved by and certified by)

iv. A cheque should be drawn every payment

v. Daily payments should be entered in cash book
payment

vi. End of the month cash book should be balanced

vii. All payments should be entered in the Ledger (Annex
XIX)

10.7 Procurement

All procurements of the Labour Section including
food items for the use in safe houses should be made
in accordance with the Procurement Guidelines (NPA
circulars and subsequent amendments thereof) and the
relevant SLBFE approval.

10.8 Cash Management (Imprest)

The labour section in the foreign mission is authorized
to use the revenue, collected by them within the limit
authorized by the annual budget. The SLBFE prepares
the annual budget and the monthly budget limit for each
expenditure category before commencing the month.
In an instance where revenue collection is insufficient to
meet the payment, additional imprest will be released by
the SLBFE. When excess revenue is available in any labour
section beyond the monthly expenditure, that excess
revenue should be remitted to the SLBFE.

The SLBFE will closely monitor the revenue collection and
imprest requirement of every labour section in foreign
missions and should ensure that no shortage of money or
no excess money is available in labour sections.



10.9 Monthly submissions to the SLBFE

a. Cash Book (Annex XX)

b. Bank Statements

c. Bank Reconciliation statement

d. Vouchers (Annex XXI)

e. Petty Cash Book (Annex XXII)

f. Petty Cash Vouchers (Annex XXIII)

g. Cash Receipts

h. Daily Collection Sheets (Annex XXIV)

i. Monthly Collection sheet (Annex XXV)

j. Details of payment schedule (Annex XXVI)
k. Details of SLBFE registration fees (New/Renewal)

(Annex XXVII)

1. Refundable Deposit schedule (Annex XXVIII)

m. Non-refundable Deposit schedule (Annex XXIX)
n. PSPF schedule (Annex XXX)

o. Stamp Fees Schedule (Annex XXXI)

p- Loan recoveries Schedule (Annex XXXII)

g Unsettled Advance Schedule (Annex XXXIII)

10.10 Registers to maintained by the Labour Section

Following registers should be maintained by the Labour
Section which have been introduced together with the
format by the SLBFE. These registers to be duly filled with
the correct information reconciled periodically as per the
instruction given.

2.
3.

Consumable Items Register (Annex XXXIV)
Telephone Register (Specially for IDD calls) (Annex
XXXV)

4. Safe House inmates details Register

5. Safe house inmates’ register for valuables belonging to

O o N O

the safe house inmates

. Food Register (Annex XXXVI)

. Vehicle Repair Register (Annex XXXVI)

. Refundable Deposits Details Register (Annex XXXVIII)
. Non-refundable Deposits Details Register (Annex

XXXIX)

10.Registration stamps (Security stamps) Register (Annex

XL)
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Annexures Sample Forms in English Sinhala & Tamil

Annex I - A : Complaint form for migrant workers (domestic & non-domestic)

who visit the Mission in person

Date

Time ‘

| Ref. No. |

Name in Full

Address of the Work Place

Tel No.

Job Category

Passport No.

Date of
Arrival

Address in Sri Lanka

Contact No. of NOK in
Sri Lanka

Tel No.

Agency in Sri Lanka

Foreign Agency

Contact No.

Sponsor
(If Domestic Worker)

Address

Contact No.

Complaint

Relief Requested

Signature of the Complainant

For Official Use Only

Welfare Officer

Action taken by the Labour
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Annex I - B : Complaint form workers who make contact over the Phone

Date

Time

Name of the Complainant
(Worker/Second Party)

Contact Details of Worker/Second Party

Name of Distressed Person

Contact No. of NOK in Sri

Address of Distressed Person (Sri Lanka

Lanka)

Address of Distressed Person (Foreign)

Passport No. Job Category Date of Arrival

Name of the Sponsor

Address

Contact Details

Name of Sri Lankan Agency

Address

Contact No.

Name of Foreign Agency

Address

Contact No.

Complaint

Relief Requested

Action Taken By Labour Welfare Officer
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Annex II - A : Complaint form for female domestic workers who have fled their place of employment

Complaint No.
Registration No.
Full Name
NOK’s details in Sri Lanka
Civil . .
Passport No. Status Married Single

Name, Address & Tel No. /Fax No. Of Agent in Sri Lanka

Country

Name, Address & Tel No. /Fax No. Of Agent in Foreign

Name, Address & Tel No. /Fax No. Of
Sponsor

Name & Telephone No. of contact person in the country | Your Telephone No.

Date of Arrival in the Country

Date & Time you left the
sponsor’s house

Date

Time

Arrival at the
Embassy

Amount of Money in
your hand

Have you served in other countries

If Yes, Country and Period of Service

Yes No

Are you suffering from any diseases, or
exposed to any assault or harassment.

If so, Details

Complaint

Name of Labour Welfare Officer

Signature

Date
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Annex II - B : Registration form for Workers Admitted to the Safe-House

Admission Date of Time of Previous Yes
No. Admission Admission Admissions
No
Name in Full Job
Date of Arrival for Foreign Employment Passport
No.
Address in Sri Lanka (For Emergencies)
Telephone No. / Other Contact Nos.
Method of Arrival at the Safe-House
Self With Emplo- With From the From the From | Others
yer Agent Agency Police the

Police
Date of Leaving the Period of Service No. Of Period of Employment at Last
Workplace Workplaces | Workplace

Employer Details

Name of the Employer

Tel No. / Contact No.

Official
Mobile / Home

Details of the Foreign Employment Agent in the Host Country
Name Area Contact No.

Nature of the complaint in brief

Relief Expected

Signature of the Worker

Action taken by the Labour Welfare Officer

Signature of the Officer
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Annex I1I : Details of the valuable items brought to the Sri Lankan Embassy safe-house by a female migrant
worker

Date Time

Passport No. Registration No.

Name in Full

Identification .
Item Marks Quantity

Necklaces

Earrings

Jewellery Bangles

Rings

Others

Money

Mobile Camera Phones

Phones Normal Phones

Others

I certify that the valuables owned by me have been handed over to the Embassy for safe keeping and received a copy of this
form duly signed by me and the Labour Welfare Officer. I also certify that I am not in possession of any other valuable items
except those declared above. I am aware that I have no entitlement to claim for any other items from the Embassy.

Signature of the Worker

For Official Use

1 | I have received the above items and the money belonging to the above named person entering the safe-house, for
safe-keeping.

A duly signed copy of this form was provided to the above named worker as acknowledgment.

Signature of the Labour Welfare Officer

Date

2 | I have received all the items which were deposited by me for safekeeping at the Sri Lankan Embassy and I certify
that I have no other valuable items to be claimed / received from the Embassy. I have received a copy of this form as
the acknowledgment of receipt for my belongings.

Signature of the Worker
Date

Handed over all the valuable items to the worker

Signature of the Labour Welfare Officer

Date
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Annex IV - A : From granting permission for the worker to leave the Sri Lankan Embassy/ Safe-house

Name

Complaint No.

Date of Admission
to Safe House

Exit

With the Sponsor

With the Foreign Employment Agent

Others Please Specify :

Consent of the Worker to leave the safe-house with Sponsor/Foreign Agent/Legal Authority
(in OWN handwriting with signature or thumbprint)

Signature or Thumbprint

Signature of the
Recommending
Officer

Signature of the
Authorized Officer
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Annex IV - B : From granting permission to leave the Sri Lankan Embassy Temporarily

Date

Serial
No.

Registration No.

Name with Initials /
Passport No.

Place of Travel

Name of the
escorting person

Signature of the
Worker

10

keeper

Signature of the Safe-house

Signature of the
Authorized Officer

Security Division
This form should be submitted to the relevant officer for the purpose of data entry.
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Annex V : Form detailing the flight details of stranded workers

Chairman, SLBFE
DGM (FR)
Manager (Sahana Piyasa)

Please be informed that the under mentioned worker(s)/ housemaid(s) is scheduled to return to Sri Lankan as per details

given below.

Name (s)

Flight No.

Departure
Time

Arrival Time

Address of
NOK and
Contact No.

Remarks

Please make the necessary arrangements to enable the following persons to reach home safely.

Thanking You

Labour Welfare Officer

o Please mention if the cost of the ticket is borne by the worker
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Annex VI : Form for repatriation of Migrant Workers Using SLBFE Funds

Embassy Reference File No.

Name of Worker

Passport No.

Sex Male Female

Occupation

Suraksha Ins. No.

Reason for Repatriation

Reported to the
Embassy on

Cost of Air Ticket

Flight No.

Embassy Payment Voucher

Invoice No.

Estimated Date of
Repatriation

Remarks

Embassy Seal

Name and Designation of Authorized Officer of the Embassy

Included Supporting
Documents - Passport
Copy, Medical Certificate
Coupons, and Air Ticket
Coupons.

SLBFE USE ONLY

Date of Departure

Amount Claimed

Date Claimed
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Annex VII - A : Form for registration of Recruitment Party

REGISTRATION OF RECRUITMENT AGENTS/DIRECT EMPLOYERS FOR RECRUITMENT OF
WORKERS FROM SRI LANKA

(Please fill this form in English block letters)
1. Name of the Applicant:
ID or Passport Number:
Business Name & Address:
Designation / Profession of the Applicant:
Contact Numbers:
Fax Number:
Email Address:

2. a) Whether the applicant is an individual, a firm, a company or a public institute. (Please tick appropriate cage)

» An individual []
> A firm []
> A company []
» A Public Institute D

b) Ifa Firm/ Company/ Public Institute, attach Certificate of Registration/ license obtained for the business:
c) IfanIndividual attach the copy of Passport or Identity card of the applicant
3. Record of Business
a) Date of commencement of recruitment business:
b) The Countries you engage in business with at present:

4. You will be allowed to engage with a maximum of 05 Sri Lankan licensed agents. Please give name/s, address/s and
license number/s of proposed agents below:

1. Name:

Address:

Contact Numbers:
License Number:
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2. Name:

Address:

Contact Numbers:
License Number:

3. Name:

Address:

Contact Numbers:
License Number:

4. Name:

Address:

Contact Numbers:
License Number:

5. Name:

Address:

Contact Numbers:
License Number:

I certify that the above particulars are true and correct.

Signature of Applicant

Designation:

For Official Use Only
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Annex VII - B : Form for renewal of Agency Registration

1. Name of the
APPIICALION © corvtitrtriaitreieeaeise sttt ettt et

2. Business Name &
AATESS & oottt sttt bbbt ettt b A a bbb s A a At e s e s b AR A e Attt bR A A At s s e A At et et et et asasaea et et s asasasaetetennanas

3. Contact TP NO : oot nene 4. FaX NO i e s s sen e

D ErINAI] AQAIESS : ettt ettt bbb s bbbt b bbb e e b bbb e a bbb s a A e bt et s et a bt et bsasa s e e et s enenann

6. Previous Registration Reference NO. & DAt : ... sssssssesssesssesssssssssssssssssssssssssssssssssssinns

7. No. of Sri Lankans deployed in the past year: = Males  : .c.ocveereerernecnceneeneeneenensseeereenne
Female : .....oocvueeecreecnnecncrreencnienienene

8. Order of Sri Lankan Agents proposed for your partnership. (Maximum 5 agents)

1)

2)

3)

4)

5)
9. Remarks on any official recognition accorded to the Agency.

I certify that the above furnished particulars are true and correct.

Date :
Signature :

Designation :

Business Seal :

For office use only: Renewal Recommended /Not Recommended :
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Annex IX : Form for registering a Job Order for Sri Lanka Manpower

Specimen of a Job Order
Registration No . (Company/Agency Registration No. at the Mission)
From : (Name and official address of the Recruiting Company / Agency in the receiving country and country name)

To : (Name, License No. and official address of the Sri Lanka Agency

Dear Sirs,

As per Service Agreement and Power of Attorney made in favor of your Agency dated .........cocovvcenerncenerncenernceeerncnnens
........... originals of which are attached herewith, I demand following category of manpower from Sri Lanka on the basis of
terms and conditions given below.

Category of Manpower No. Required Salary per Month Hrs. of work
per day

TERMS AND CONDITION;
Contract Period:

Air travel: (whether provided by the receiving agency/company or not)

Status of Accommodation — Free / Monthly Allowance of ..........ccccccccouuuecen. / (or any other condition)
Status of Food Provision ; Free / Monthly Allowance of ...........ccccccuevunevunncee / (or any other condition)
Status Of MediCal FACIHTIES 5 .....vvuuurvveuriririisiciisicesi it ssisi st ssssi s ssssss st ssss st sn s

Status of Over Time ;

LEAVE EINIIEIMIENE & co.vivveiieceeeteee ettt ettt sttt a sttt sas b st s s a s s s et e st s s s sae s et et sasasa st et et s s asassesesetessasasastetessssasansesssananas

Signature and Seal of the Recruiting Company/ Agency.
Date ;

(The Job Order must be printed in an official letterhead of the Company/ Agency and accompanied with the specific job
agreement designed to offer to the worker)

For official use only :
Job Order Approval No;

Date;

(endorsement of the LWO and official Crown Seal)
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Annex X : Service agreement between foreign recruiter and Sri Lankan counterpart, required for Job Order
registration

THIS AGREEMENT MADE AND ENTERED INTO BETWEEN ....cooiiiiniriniicicenereresseenenesssseseseesaessessessesesssssesscssesees
........................................................ (NAME OF CHIEF EXECUTIVE/CHAIRMAN/MANAGING DIRECTOR) OF ...........
.................................................................................................... (NAME AND ADDRESS OF FOREIGN AGENT/ COMPANY)

(HEREIN AFTER CALLED AS FOREIGN AGENT) AND .....cccoouieurieeienieceeriecseniecseniecsessecsens (NAME & ADDRESS
OF SRI LANKAN AGENTS HEREIN AFTER CALLED AS LOCAL AGENT) TO RECRUIT MANPOWER FROM SRI
LANKA FOR EMPLOYMENT IN ...oovriiicicincirerneinieecenesesnessesensessessesessesenes (COUNTRY OF EMPLOYMENT) AND SHALL

HAVE THE FOLLOWING TERMS AND CONDITIONS HEREIN AFTER REFERRED TO.
1. RECRUITMENT

A) THE PERSON OR PERSON RECRUITED SHALL BE FOR THE ‘EMPLOYMENT” OR EMPLOYMENTS AS PER
DEMAND LETTER AND SHALL BE DESIGNATED AS STATED IN THE LETTER OF DEMAND.

2. DURATION OF THE CONTRACT

A) THEDURATION OF THE CONTRACT INITIALLY SHALL BE A PERIOD OF TWO YEARS AND RENEWABLE
BY MUTUAL AGREEMENT.

3. AIR PASSAGE

A) FREE RETURN (ONWARD AND RETURN) AIR TICKETS SHOULD BE PROVIDED FOR HOUSE MAIDS
WITHOUT CONSIDERING THEIR RACE OR RELIGION.

B) RETURN AIR TICKET SHOULD BE PROVIDED FOR ALL EMPLOYEES AFTER COMPLETION OF
CONTRACT, FREE OF CHARGE BY THE FOREIGN PRINCIPAL OR THE EMPLOYER.

4. WORKING HOURS
A) WORKING HOURS SHALL BE EIGHT (8) FOR SKILLED EMPLOYEES PER DAY AND 48 HOURS PER WEEK.

B) OVERTIME SHALL BE PAID FOR OFF-DUTY HOURS AND OFF-DUTY DAYS FOR WORKING ON SUCH
DAYS.

C) THE WORKING HOURS OF HOUSE MAIDS SHALL NOT EXCEED 12 HOURS PER DAY.
D) ONE DAY OFF PER WEEK FOR ALL EMPLOYEES IS MANDATORY.
5. RESPONSIBILITIES OF THE FOREIGN PRINCIPAL

A) THE SALARY AND OTHER ALLOWANCES SHALL BE PAID AS STATED IN THE LETTER OF DEMAND OR
THE LETTER OF APPOINTMENT.

B) FREE MEALS OR MEAL ALLOWANCE SHALL BE PROVIDED.
C) FREE ACCOMMODATION OR ACCOMMODATION ALLOWANCE SHALL BE PROVIDED.
D) FREE MEDICAL FACILITIES SHALL BE PROVIDED.

E) ALL COMPLAINTS MADE BY THE EMPLOYEE/ OR EMPLOYEES AND THEIR RELATIONS REGARDING
THEIR WORKING CONDITIONS SHALL BE SETTLED AS SOON AS POSSIBLE.
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6. RESPONSIBILITIES OF THE LOCAL AGENT

A) THELOCALAGENT SHALLSELECT SUITABLE CANDIDATES ACCORDING TO THEFOREIGN PRINCIPALS
REQUIREMENTS AND SUBMIT THE RELEVANT DOCUMENTS TO THE FOREIGN PRINCIPAL.

B) THE LOCAL AGENT SHALL UNDERTAKE TO ENSURE THAT ALL CANDIDATES WILL FOR THE
EMPLOYMENTS AND SHALL BE GUARANTEED FOR A PERIOD OF 90 DAYS FROM THE DATE OF
DEPARTURE. THIS 90 DAYS PERIOD WILL BE CONSIDERED AS PROBATION PERIOD.

7. TERMS OF PAYMENTS

A) THE FOREIGN PRINCIPAL SHALL PAY THESUM OFUS$ .......c.......... FOR SELECTED EMPLOYEES AS
PROCESSING AND ADMINISTRATIVE FEE / PAYABLE UPON FINAL SELECTION OF EMPLOYEE.

8. ANNUAL LEAVE

A) THE EMPLOYEE OR EMPLOYEES SHALL BE ENTITLED TO 30 DAYS PAID LEAVE ON COMPLETION OF
12 MONTHS PERIOD.

9. IN THE CASE OF DEATH
A) IN THE CASE OF DEATH OF THE EMPLOYEE OR EMPLOYEES DURING THE CONTRACT PERIOD, THE
FOREIGN PRINCIPAL SHALL AGREE TO REPATRIATION OF THE REMAINS OF THE DECEASED ALONG
WITH THE PERSONAL EFFECTS AND SAVING ON THE EXPENSE OF THE FOREIGN PRINCIPAL.
10. COMPENSATIONS
A) THE FOREIGN PRINCIPAL SHALL ENSURE THAT THE PERSONAL LIFE AND ACCIDENT INSURANCE
FOR THE EMPLOYEE OR EMPLOYEES IS PROVIDED FOR WORK CONNECTED ILLNESS, INJURY OR
DEATH AND ARE IN ACCORDANCE WITH THE PERTINENT LAWS OF THE HOST COUNTRY.
11. OTHER TERMS AND CONDITIONS.

A) ALL OTHER TERMS AND CONDITIONS OF EMPLOYMENT SHALL BE GOVERNED BY THE PERTINENT

LAWS OF THE COUNTRY.
THE FOREIGN AGENT THE LOCAL AGENT
(SIGNATURE & RUBBER STAMP) (SIGNATURE & RUBBER STAMP)
DATE: oo DATE: ...

NOTE: THIS SPECIMEN RECRUITMENT AGREEMENT SHOULD BE WRITTEN ON LETTER HEAD OF FOREIGN
PRINCIPAL.
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Annex XI: Special Power of Attorney agreement between foreign recruitor and Sri Lankan counterpart,
required for registration of Job Order
(Agency/ Company Letter Head)

(Name of Agency/ Company & Address)

do hereby appoint, as our Recruitment Agent Sri Lanka

Holding License No

Sri Lankan Foreign Employment Agent, licensed by the Sri Lanka Bureau of Foreign Employment, in terms of the Sri
Lanka Bureau of Foreign Employment Act No. 21 of 1985.
I/We confer on the said Agent and his authorized representative’s Power of Attorney to undertake, on our behalf,

the following:

1. All recruitment activities in Sri Lanka, by way of issuing advertisement in
the media, calling for application from prospective candidates, processing applications and interviewing candidates
and any other activities incidental to recruitment on our behalf.

2. Signing documents on our behalf, including contracts of employment of selected candidates.

3. To represent on our behalf, at the embassy Of .........c.coceveeverreenernernerncenens in

...................................................................... (Country) (City and Country where Embassy Situated)
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For the purpose of obtaining visa stamped on the passport f selected recruits to travel to the country of employment,

as may be instructed by us.

I/We do understand that the conferring for this Power of Attorney shall hold

(Name of Employer/Company)

and its authorized representatives, jointly and severally liable along with the said Recruitment Agent, for all actions

authorized and undertaken by the said Recruitment Agent, on our behalf, in terms of this instrument.

(Agency/ Company Seal) Name & THle ..o sssss s sss s s sas s sas e
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Annex XII - A : Profile of a host country employer to be filled and submitted by the employer to a Diplomatic
Mission of Sri Lanka

Employer’s Full Name

Home Address

Contact No. Residence Mobile

Official Address

Contact No.

Occupation

Monthly Income

Civil Status

Family Details

No. Of Children and their ages

Total number of family members

Are there any families other than the employer’s family occupying the same house Yes No

Are there any other houses within the compound? Yes No

Type of Residence | Villa | Flat | Upstairs Home

Are there any housemaids employed at present in the same house? | Yes | No

If so please describe | Number | | Nationalities |

Whether any previous housemaids from Sri Lanka were employed? Yes | No

If Yes; How many

From To

T ettt hereby declare that the above particulars are true and
accurate to the best of my knowledge.

Signature Date
of the
Employer

I hereby certify that the above particulars are true and correct, to the best of my knowledge.

Name of Recruitment Agent

License no.

Name of Authorized Signatory

Signature Date
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Annex XII - B : Security deposit form for employers/ Sponsors of directly recruited female domestic workers

.......................................... OF THE DEMOCRATIC SOCIALIST REPUBLIC
OF SRI LANKA

Registration No. SN
Date of Registration R
1. The Sri Lanka Bureau of Foreign Employment by its circular letter No: FR(1)/1/37 dated 22.05.2012 has imposed

that the sponsors who directly employ the Sri Lanka domestic female worker (Self basis recruitment) are required
to depositsasum of .........coeevieiiiiiiiiin... as refundable security deposit with effect from 01.06.2012

2. The deposits money will be kept in the Mission and will be used to recover the dues from the employer in case
of non-payment of salaries, non-provision of return air ticket, medical expenses, repatriation of human remains,

compensation in case of physical harassment etc.

3. If the employer and the employee enter into new employment contract or renew the current agreement at the expiry
of the current employment contract, deposit will remain the same.

4. The deposit can be returned to the employer at any time in case of premature termination of the employment
contract on the request of the respective worker after recovering the cost of repatriation.

5. The employer will be entitled to receive the deposit after producing the following documents to the Mission within
three months period after termination of the employment contract and the departure of the worker.

i. Application for refund of security deposits (Form C)
ii. Copy of the employment contract

iii. Original cash receipt

iv. Documents relating to the cancelation of visa

v. Copy of the return air ticket

vi. A letter from the employee saying that no dues from the employer. (No-claim certificate)

Other terms and conditions of the employment contract between both parties will remain the same.

Signature of the Authorized Officer Seal of the Sri Lanka Mission

NAME Of the EMPIOYET ...oucvvuiiriirrirecieriecieriecineniesiseniesasesisesssesssessse i s e s s e sase s sesesssesssesssesanesssessnesssessnesssessnessnessnssenessncs Of
the Democratic Socialist Republic of Sri Lanka

AAAIESS ettt sttt
Tel ettt ettt ettt ettt ettt n ettt
Email ettt ettt ettt s s neen

TWEDSIEE & oottt sttt sas s s aesanae
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Annex XII - C: Application for Refund of Security Deposit

01. | Name of the Employer

Employment Contract no.

Passport / ID No.

Address

Telephone Number
Residence
Mobile

Bank Account Details

02. | Name of the Employee

Passport No.

Address in Sri Lanka

Telephone No. (If available) :

Date of arrival

Date of planned departure

03. | Cash receipt No. & Date

04. | Reason for withdrawal

Signature of the Applicant

Date:

Recommended / Not Recommended

Head of the Mission / Head of the Labour Section

Signature Date
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Annex - XIII : SLBFE worker Registration/Renewal Form

Embassy Ref. No. Date of Register
Personal Particulars
Name of Applicant
Address in Sri Lanka
Contact No. Age
Passport No. Sex Male Female
Date of First Arrival
Overseas Particulars

Name of Sponsor/
Company

Address

Contact No.

Details of Nominee

Relationship to
Employee

Name of Nominee

Address of Nominee

Telephone No.

Details of Employment

Job Category

Contract Period

Date

Signature of

Applicant
For Official Use Only
Receipt No. | Stamp No.
Stamp Value
Checked By Authorized By
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Annex XIV : The list of Country Codes for encoding employment-related documents

Country

Saudi Arabia-Riyadh
Saudi Arabia-Jeddah
United Arab Emirates-Abudhabi
United Arab Emirates-Dubai
Kuwait

Bahrain

Oman

Qatar

Lebanon

Jordan

Israel

Cyprus

Malaysia

Singapore

S.Korea

Japan

Mauritius

Maldives
Bangladesh
Afghanistan

Iraq

Libya

Egypt
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DXB
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Details of Physical Verification

Date of Verification

Signatures of Board of
Survey Committee
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Annex XVI : Revenue Ledger

Title of Revenue :-

Date

Description

Cash Book Falio No.

Amount

Initiate of certifying officer
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Annex XVII : Imprest

Mission :-

Month :-

Imprest Applications (SLBFE)

Description Amount L/C Amount L/C

Opening Balance

Add:-

Monthly Receipts

Labour Contracts

Job Order Approval

Credibility of Assessment

SLBEFE Registration (New/ Renewal)

Other Receipts

Total Receipts

Less :-

Budgted Expenditure
WWF Payments

Deposit Payments

Surplus/Deficit

Requested Imprest

Signature of the Head Of Labour Section
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Description

Amount L/C

Salaries & Allowances

Travelling

Rep. & other chgs.of H/maids & Others

Rent

Food & Medicine

Legal Fees

Other Welfare Expenses

Vehicle Running Expenses

Other Miscellaneous

Water/Electricity

Telephone/Fax/Internet

Stationery

Maintenance of Safe House

(Repairs & others)

Other Expenses

Total
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Annex XVIII : Advance Voucher

Sri Lanka Bureau of Foreign Employment

Payment Category :-

Name & Address of the PAYEe:- oo

Date Description of Payment Amount

Recommended by :
Approved by

File No

Prepaired by
Checked by

Total

I certify from personal knowledge/ from the certificate in the relevant/ overleaf/ that the above supplies/ works/

were duly authorised and performed and that the payment of...................
............................................................... and cents .............cooieiiiiiiiiiieieie e e e. ... Is 0 accordance

Signature of the Receiver
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Annex XIX : Payment Ledger
Title of Expenditure :-

Date Description Cash Book Falio No. Amount Initiate of certifying officer

Annex XX : Cash Book

Mission :-

Month :-

Date Receipt No. | Description Ledger Amount Date | VoucherNo | Description | ChequeNo. | Ledger | AmountL/C
Folio L/C Folio
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Annex XXI : Vouchers

Sri Lanka Bureau of Foreign Employment

Payment Category :-

Name & Address of the PAYEe:- oo

Date Description of Payment Amount

Recommended by :
Approved by

File No

Prepaired by
Checked by

Total

I certify from personal knowledge/ from the certificate in the relevant/ overleaf/ that the above supplies/ works/

Signature of the Receiver
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Annex XXIII : Petty Cash Vouchers

Sri Lanka Bureau of Foreign Employment

| Voucher No.

| Payment Category :-

NAME OF TECIPIENT 1= ettt sttt bbbt

Date Description of Payment Amount

Recommended by :

Total

Signature of the certifying officer
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Annex XXIV : Daily Collection Sheets

Name Of the MISSION & w.vvucviveeeeeeeeeeereeeeeeee ettt as s s sssssasassanaes

| Schedule of Daily Cash Receipts

Date | Cash Receipt| Labour | Job Order | Credibility| SLBFE | Refundable Non- Other Total
NO. Contracts | Approval of Registration | Deposits | refundable | Receipts
Assessment (New/ Deposits
Renewal)
L/C L/C L/C L/C L/C LC L/C L/C
Total

Note ;- Please give the details of Other Receipts

This is to certify that all the receipts have been included and checked with cash receipts

Prepared by:

Checked by:

Date :

Certified by
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Annex XXVI : Details of payment schedule

Mission :-

Month :-

Category

Voucher NO.

Amount

L/C

1) Salaries/Wages/Allowances

2) Travelling

3) Capital Expenses

4) Rep. & other chgs.of H/maids & Others

5) Rent

6) Food & Medicine

7) Legal Fees

8) Other Welfare Expenses

9) Vehicle Running Expenses

10) Other Miscellaneous

Advance Payment

Deposit Payments

Total

Prepared by:
Checked by:

Date :

Certified by
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Annex XXVII : Details of SLBFE registration fees (New/Renewal)

Mission :-

Month :-

Date

Stamp Category

Amount L/C

3200

7700

10200

No. of Stamps
Issued

Amount L/C

No. of Stamps
Issued

Amount L/C | No. of Stamps
Issued

Amount L/C

G| W] =

10

11

12

13

14

15

16

17

18

19

20

21

22

23

24

25

26

27

28

29

30

31

Total

Prepaired by

Checked by
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Annex XXVIII : Refundable Deposit schedule

Mission :-
Month :-

Date Cash receipt No. | Name & Address of Sponser/ Migrant Employee Details | Amount Deposited

Employer
Name of the PPT No.
Employee

This is to certify that all the details given above are correct & checked with cash receipts.
Prepared Dy: .....ooovvviiiiiniiiii
Checked Dy @ ..uevnevniiiiii
Certified by : ...uivviiiiiii
Annex XXIX : Non-refundable Deposit schedule
Mission :-
Month :-

Cash receipt No. Name & Address of Sponser/ Migrant Employee Details Amount Deposited

Employer

Name of the
Employee

PPT No.

This is to certify that all the details given above are correct & checked with cash receipts.

Prepared by: ...
Checked by :...c.oooniiii

Certified by : .......ooooiii
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Annex XXX : PSPF schedule

Mission :-

Month :-

Employee No. Name

Amount L/C

Amount Rs.

Total

Annex XXXI : Stamp Fees Schedule

Mission :-

Month :-

Employee No. Name

Amount L/C

Amount Rs.

Total

70 | Annex XXX/ XXXI




Annex XXXII : Loan recoveries Schedule

Mission :-

Month :-

Type of Loan :- Distress Loan

Employee No. Name

Capital

Interest

Amount L/C Amount Rs.

Amount L/C Amount Rs.

Total

Type of Loan :- Vehicle Loan

Employee No. Name

Capital

Interest

Amount L/C Amount Rs.

Amount L/C Amount Rs.

Total
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Annex XXXIII : Unsettled Advance Schedule

Mission :-
Month :-

Date of Obtained Name of the Officer | Purpose of Advance | Amount L/C Amount Rs.

taken

Total
Annex XXXIV : Consumable Items Register
Mission :-

Date Item/ Received Unit Cost Value Disposal Balance Remarks

Descriptions QTY L/C L/C QTY QTY
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Annex XXXV : Telephone Register (Specially for IDD calls)

Mission :-

Telephone No :-

Date Name of the Officer Telephone No.| Duration Signature Remarks

Annex XXXVI : Food Register

Mission :-

Type of Item

Date Item/ Descriptions Received Disposal Balance Remarks
QTY QTY QTY
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Annex XXXVII : Vehicle Repair Register

Mission :-

Vehicle No:-

Date of Repair

Type of Repair

Bill/Invoice
No.

Amount L/C

Amount Rs.

Remarks
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Annex XXXIX : Non-refundable Deposits Details Register

Name of Mission :-

Month :-
Date of Cash Name & Sponsor/ Contact Migrant Amount
Deposit | receipt Address of | Employer ID/ person if Employee Deposited
No. Sponsor/ PPT/Phone Sponsor not Details
Employer No. available
Name ID/PPT/| Name of the PPT No.
Phone No Employee

This is to certify that all the details given above are correct & checked with cash receipts.

Prepared Dy: .....coovvuiiiiiniii

Checked by :......cooiiii

Certified by : ..o
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Annex XL : Registration stamps (Security stamps) Register

Name of Mission :-

Type of Stamp :-

Date

Descriptions

Received
QTY

Disposal
QTY

Balance
QTY

Remarks
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