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IMPLEMENTING GUIDELINES - Standard Operating Procedure to Return Passports to Workers
These implementing guidelines can assist employers who are currently retaining their foreign employees’
passports to return passports in an orderly way.

STEP 1: Preparation of passports

« Photocopy all foreign workers passports and working permits for employer records
+ Create/update employer database of foreign workers passport and work permit details including
expiry dates

STEP 2: Return of passport briefing

« Employer organises a half-day information session for foreign employees to:

« Inform on current legal and policy employee passport, travel and identity document retention
requirements

» Provide full understanding of employee and employer responsibilities once foreign workers keep
their own passport. (Refer below Sample Notice on The Right of Employees to Keep their
Passport)

« Display notices at strategic locations and in foreign employee languages to inform workers of their
right to hold their own passport

STEP 3: Letter of Acceptance

« Provide Letter of Acceptance, in foreign employee languages, which includes responsibilities of
employee and employer when passport has been returned

« Upon understanding of their responsibilities, each of the foreign worker must sign a letter of
acceptance

« Upon signingthe letter of acceptance, employer returns passport to all foreign workers.

STEP 4: Employees keep their passport

« Upon receiving their original passports, foreign workers can choose where to keep their passport;
either in employer-provided secure facilities which is accessible by the foreign worker or elsewhere.

STEP 5: Return passport to employer

« All foreign workers are responsible to submit their original passports to management 3 months
before expiry date for the purpose of passport renewal or renewal of insurance or application of
check out memo;

« Atthistime, management must provide them a certified copy of their passport and work permit; and

+ Management (employer) shall record expiry date of their foreign workers’ passport.

STEP 6: Maintain employee records

» Upon completion of renewal process (renewal of passport / insurance / check out memo),
management must make copy of the renewed foreign workers passports / document. All copies
must be kept in management office.

STEP 7: Return of original (renewed) passports to employees

« All foreign workers’ passports or any other travel documents must be returned to workers for their
safe keeping.
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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, requlations 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; (ij) 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.




