SAMPLE NOTICE ON THE RIGHT OF EMPLOYEES TO HOLD THEIR PASSPORT (FOR EMPLOYER TO
SOCIALIZE)

“All migrant workers have the right to retain their own
passports”
Foreign workers must be informed of their right to hold their passports at any time, without delay or approval
of any other individual, and without consequence to their status and relationship with their employer or their
recruitment agency.
Employers may provide secure facilities (for example personal lockers) to enable workers to safe keep their
own passports, and to create conditions whereby workers can feel safe and comfortable keeping their own
passport.
Employers must not hold their worker’s passport for any circumstance except for administrative purposes
where this is required and permitted by law (i.e. to submit to the Immigration Department for the annual
renewal of a worker’s pass and permit).

Foreign Workers’ Responsibilities
Upon receiving their passports or any forms of travel documents, foreign workers have the responsibility:
•

To keep their passport in a secure place;

•

To keep their passport in good condition and take precautions to avoid damages;

•

To provide their passport to management 3 months prior to their visa expiry for renewal purposes;

•

To pay for replacing stolen, lost or damaged passports when under their care; and to immediately
inform management upon such loss or damage.

Company’s responsibilities
Upon returning foreign workers’ passports, the company is responsible:

•

To ensure workers’ have 24 hours 7 days a week access to secure facilities ( such as personal
lockers) to keep their passports and other valuables; and to ensure such facilities are wellmaintained and are in a location convenient for the workers;

•

To ensure workers’ are aware of their right to keep their own passport;

•

To ensure all workers’ are given back their passports in case passports have been retained
previously;

•

To ensure workers’ are made aware when they need to return their passport for visa renewal
purposes;

•

To provide workers’ with a certified copy of their passport during the renewal period; and

•

To pay for replacing stolen, lost or damaged passports when under their care.

DISCLAIMER: The information in this document is prepared for a brief and general guideline on remedy and has been
compiled using various sources publicly available. Efforts have been made to ensure that relevant information has been
included; however EF does not claim that the information in this guideline is exhaustive. Further, this document does
not purport to contain all the information that the end user or reader including but not limited to employers, buyers,
importers, manufacturers, suppliers or distributors (collectively “End User”) may desire to understand regarding the
processes, practices or laws in Malaysia in respect of forced and bonded labour or employment. The intent of this
document is to provide basic guidelines which may be of some help to the end user. With the help of this document, the
end user should ensure that the relevant laws, rules, regulations and guidelines are applicable, suitable, updated and
relevant to their company or business as a whole. EF, its subsidiaries, related corporation, affiliates, associates,
business partners (collectively, “EF Group”) and EF’s directors, shareholders, officers, employees, agents,
representatives and advisers (“Representatives”) do not:- (i) make any representation, undertaking or warranty, express
or implied, nor any of them, to the extent permitted by law, have any responsibility or liabilities whatsoever in respect of
the truth, accuracy or completeness of, or omission from, this document or any related documents or information,
whether written or oral, supplied at any time or in respect of any statement, disclosure, or opinion expressed or omitted;
(ii) owe any duty of care or otherwise owed by EF Group or its Representatives to the End User in respect of or in
connection with this document; (iii) have any obligation to update this document or to correct any inaccuracies,
incompleteness or omissions therein; and (iv) accept any responsibility or liability to any reader or third party for any
damages, loss, cost or expense, or any loss of profits, business or anticipated savings or for any consequential loss
whatsoever, whether directly or indirectly, due to or in connection with any negligence, error, misstatement,
misrepresentation or omission by EF Group or its Representatives.

