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Participant Handbook

Welcome to the “Sampling Coordinator” training programme. This PHB is designed to provide 
participants with comprehensive knowledge about the principles and practices of sample management, 
ensuring accuracy, and safeguarding data quality. It also focuses on planning, executing, and managing 
routine sampling tasks, conducting checks, and verifying the integrity of materials and records as part 
of field operations. 

This Participant Handbook is designed based on the Qualification Pack (QP) under the National Skill 
Qualification framework (NSQF) and it comprises of the following National Occupational Standards 
(NOS)/ topics and additional topics.

1.	 AMH/N1801: Preparing for sampling
2.	 AMH/N1802: Coordinate the flow of samples
3.	 AMH/N1803: Maintain the records
4.	 AMH/N0620: Promote and sustain safety, health, and security in workplace, while fostering 

Gender and Persons with Disabilities (PwD) Sensitization
5.	 AMH/N0621: Adhere to industry, regulatory, and organizational standards and embrace 

environmentally sustainable practices
6.	 DGT/VSQ/N0102: Employability Skills (60 Hours)

About this book
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Bridge Module

1. �Introduction and 
Orientation to 
Sampling Coordinator

Unit 1.1 - �Apparel Industry and the Role of a Sampling 
Coordinator
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By the end of this module, the participants will be able to:

1.	 Describe the size and scope of the apparel industry. 
2.	 Explain the roles and responsibilities of a ‘Sampling Coordinator’. 
3.	 Describe various employment opportunities for a ‘Sampling Coordinator’ in the apparel industry. 
4.	 Describe the apparel production process and the role that the ‘Sampling Coordinator’ plays in 

the process.

Key Learning Outcomes
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UNIT 1.1: Apparel Industry and the Role of a Sampling 
Coordinator

By the end of this unit, the participants will be able to:

1.	 Describe the size and scope of the apparel industry.
2.	 Explain the key roles and responsibilities of a Sampling Coordinator.
3.	 Analyse the apparel production process and the Sampling Coordinator’s contribution within it.
4.	 List various employment opportunities for a Sampling Coordinator in the apparel industry.

Unit Objectives

The apparel manufacturing sector in India is one of the biggest industries in the country. It includes 
making clothes like shirts, pants, dresses, uniforms, and traditional wear. It also includes items we use 
at home, such as bed sheets, towels, curtains, cushion covers, and tablecloths. Many factories and 
small units across India manufacture these garments for both domestic consumption and export to 
other countries.

This sector provides employment to millions of people, particularly women and workers in rural areas. 
It includes many types of work such as stitching, cutting, embroidery, ironing, checking, and packing. 
India is renowned for its skilled workers and exquisite designs, which is why clothing made in India is in 
high demand worldwide.

The apparel industry in India is growing every year. With an increasing number of people purchasing 
clothes in India and other countries, there is a growing need for more workers and enhanced skills. New 
machines, better training, and government support are helping this sector grow fast. It is a strong part 
of India's economy and offers good job opportunities for skilled workers.

Market Size and Growth:

•	 Current Value: The Indian apparel 
market size was valued at USD 115.70 
billion in 2024. The broader Indian 
textile and apparel market was valued 
at USD 222.08 billion in 2024.

•	 Projected Growth: The Indian apparel 
market is projected to grow to USD 
171.60 billion by 2034, exhibiting a 
compound annual growth rate (CAGR) 
of 4% from 2025 to 2034.
Source: textileinsights.in

 

Fig. 1.1.1: Apparel manufacturing unit

1.1.1 Apparel Manufacturing Sector
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India is known around the world for its beautiful embroidery, traditional designs, and skilled work. 
Because of this, there is a high demand for Indian-made clothes and home products in many countries.

The work in this sector is done by hand and by machines. It requires workers who are careful, skilled, 
and hard-working. Jobs like those of embroidery machine operators are crucial in maintaining the 
quality and design of products.

This sector helps many families earn a living and plays an important role in the country's growth.

Key Strengths and Growth Drivers of India's Apparel Industry

India's garment and textile industry is strong and growing fast. Here are the main reasons why:

1.	 Plenty of Raw Material
India grows a lot of cotton, the highest in the world and is also the top producer of jute and jute 
products. India is also the second-largest producer of silk. India also produces and exports various 
types of blended and synthetic yarns.

	 Fig. 1.1.2: Cotton tree and pre-processed jute plant

2.	 Large Domestic Market
India has a big population that buys clothes. People in India now have more money to spend and 
like to wear new styles. This means there is always high demand for new garments in the local 
market.

3.	 Government Support
The government is giving help through special schemes like PLI and PM MITRA Parks. These programs 
help build better factories, support workers, and attract more companies to invest in India.

4.	 Strong Export Business
India exports clothes and textiles to many countries, including the USA and those in Europe, making 
it the sixth-largest exporter of textiles and garments in the world.

5.	 Use of New Technology
Modern machines and computers are now used in many factories. This makes the work faster, 
better, and more accurate.
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	 Fig. 1.1.3: Advanced garment manufacturing technology

6.	 Focus on Sustainability
Many companies are now using eco-friendly methods. They are making clothes from organic cotton 
and trying to reduce waste. This is good for the environment and future generations.

Apparel, Made-Ups and Home Furnishing Sector Skill Council (AMHSSC)

The Apparel, Made-Ups, and Home Furnishing Sector Skill Council (AMHSSC) is an organisation that 
helps people acquire the necessary skills to work in the clothing and home furnishing industry.

AMHSSC (Apparel, Made-Ups and Home Furnishing Sector Skill Council) plays an important role in 
helping people learn and grow in the garment and home furnishing industry. It creates special training 
courses for different jobs such as embroidery machine operators, tailors, pressmen, fashion designers, 
etc. These courses teach workers how to do their jobs in a safe, fast, and correct way.	  

	 Fig. 1.1.4: AMHSSC logo

AMHSSC also works with factories and companies to understand what kind of workers are needed. This 
helps ensure that the training aligns with what the industry is looking for. Trained workers can get jobs 
in factories, export houses, or even start their own small businesses. By learning the right skills, workers 
can make better-quality products, feel more confident, and earn more money. In this way, AMHSSC 
connects skilled workers with good job opportunities and supports their future growth.

5



Participant Handbook

Who is a Sampling Coordinator?

A Sampling Coordinator plays a critical role in the apparel, textile, or manufacturing industry by 
managing the entire sampling process from concept to approval. They act as a communication bridge 
between design teams, production units, vendors, and buyers. Their goal is to ensure that the right 
samples are developed, reviewed, and approved within set timelines, adhering to quality, design, 
and cost expectations. This role demands precision, organization, attention to detail, and effective 
coordination skills.

Key Roles and Responsibilities

1.	 Sample Request Management
The Sampling Coordinator receives and verifies sample requests from clients, designers, or 
merchandisers. This involves documenting the specifications, understanding the required quality 
standards, quantity, timelines, and type of sample (fit, size set, photo shoot, sales sample, etc.).

•	 Ensure accurate sample request forms are filled.
•	 Cross-check client specifications with internal capabilities.
•	 Clarify doubts with clients or design teams.

2.	 Material & Resource Planning
Sampling requires coordination for raw materials, trims, dyes, packaging, and workforce. The 
coordinator ensures that all materials are sourced or available before sampling begins.

•	 Coordinate with the procurement or store departments for raw materials.
•	 Forecast usage and ensure minimal wastage.
•	 Track inventory of sampling materials separately from production stock.

3.	 Interdepartmental Coordination
A Sampling Coordinator interacts with various departments like cutting, stitching, dyeing, printing, 
finishing, and quality control.

•	 Communicate sample details to relevant departments.
•	 Ensure each unit understands the expected quality and design.
•	 Schedule processes to avoid delays or bottlenecks.

4.	 Sampling Workflow Monitoring
One of the most important responsibilities is to track the sampling progress from start to finish. This 
involves maintaining timelines and identifying risks or delays early.

•	 Maintain a sampling tracker or logbook.
•	 Update stakeholders on sample status.
•	 Identify and resolve workflow issues (e.g., machine breakdown, material shortage).

5.	 Quality Control and Inspections
Before sending samples to clients, internal inspections must be conducted to ensure conformity 
with specifications.

•	 Check the sample for measurement accuracy, colour, stitching, trims, print alignment, and 
finishing.

•	 Coordinate with the Quality Assurance (QA) team for technical checks.
•	 Ensure client-approved standards (like AQL levels) are followed.

1.1.2 Roles and Responsibilities of a Sampling Coordinator
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6.	 Communication with Clients / Buyers
The coordinator is the point of contact for any buyer queries regarding sample progress, 
modifications, or approvals.

•	 Send samples for buyer approval via logistics or courier.
•	 Track feedback or approvals.
•	 Maintain communication logs for every sample dispatched.

7.	 Documentation and Record-Keeping
All sampling activities must be documented for audit, re-orders, and future reference.

•	 Maintain sampling reports and technical sheets.
•	 Archive buyer comments, corrections, and approval notes.
•	 File images and physical samples if needed.

8.	 Follow-Up and Feedback Implementation
After client feedback, the coordinator ensures corrections are done promptly and re-submitted if 
required.

•	 Coordinate with design and production for implementing changes.
•	 Compare approved samples with corrected samples.
•	 Ensure timely re-submission to avoid shipment delays.

9.	 Support in Production Handover
Once the sample is approved, the coordinator ensures smooth handover of the tech pack, approved 
sample, and relevant documentation to the production team.

•	 Cross-check bill of materials, pattern, and measurements.
•	 Confirm approval timelines to production heads.
•	 Transfer all buyer approvals to merchandising/production department.

Responsibility Area Detailed Tasks

Sample Request 
Management Collect sample requests, verify specs, clarify doubts

Material Planning Arrange fabrics, trims, accessories, dyes, and maintain sample 
inventory

Department Coordination Share design, measurements, and timelines with cutting, stitching, 
finishing teams

Progress Tracking Use trackers, logs, or software to monitor sample status

Quality Inspection Inspect sample dimensions, sewing, colour matching, fabric feel, 
print accuracy

Client Communication Share sample dispatch details, handle approvals, coordinate 
corrections

Documentation Maintain records of all sample stages and client approvals

Post-feedback Correction Coordinate sample revisions and ensure re-submission

Handover to Production Transfer approved sample, tech pack, BOM, and comments for 
mass production

Table 1.1.1: Roles and Responsibilities
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Skill Area Details

Technical Understanding Knowledge of garment construction, patterns, fabrics, 
accessories

Coordination & Communication Liaising between design, production, and buyer teams

Time Management Prioritizing multiple sampling deadlines

Quality Orientation Ensuring all samples meet required standards before dispatch

Documentation & Reporting Keeping clear records for tracking and reference

Problem Solving Addressing bottlenecks or quality issues promptly

Table 1.1.2: Skills Required for a Sampling Coordinator

Type Examples

Sample Management Tools Excel trackers, ERP systems (like SAP, BlueCherry, WFX)

Communication Tools Email, WhatsApp, Microsoft Teams, Slack, Zoom

Documentation Sampling request forms, buyer spec sheets, tech packs

Quality Check Tools Measurement tape, GSM cutter, shrinkage scale, lab dip cards

Table 1.1.3: Tools and Software Used

A Sampling Coordinator plays a crucial role in the product development cycle, particularly in industries 
such as apparel, textiles, pharmaceuticals, FMCG, and R&D. The primary function of this role is to 
manage and coordinate the entire sampling process from initiation to completion. This involves 
facilitating communication between various departments, ensuring timely delivery, maintaining quality, 
and tracking all activities related to sample creation.

1.	 Managing Sample Requests
The Sampling Coordinator is responsible for receiving, reviewing, and logging sample requests 
from clients, designers, or merchandising teams. Each request is analyzed for feasibility based 
on timelines, materials, technical requirements, and purpose—such as for fitting, photoshoots, 
testing, buyer approvals, or exhibitions.

They ensure all details like size specs, fabric or ingredient details, embellishments, packaging 
requirements, and delivery dates are clearly recorded. Clarifications, if any, are communicated with 
the requester to avoid future rework.

2.	 Coordination with Internal Departments
Effective coordination between departments is essential for sample development. The Sampling 
Coordinator liaises with designers, production teams, sourcing, quality control, and stores to ensure 
each unit understands their responsibilities.

They facilitate:

•	 Material procurement from the store or vendor.
•	 Handing over design and tech packs to relevant teams.
•	 Scheduling of cutting, printing, dyeing, stitching, or assembly tasks.
•	 Monitoring handover between departments to maintain workflow.

8
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3.	 Material Planning and Resource Allocation
Before initiating sampling, the coordinator ensures that all necessary raw materials, trims, and 
accessories are available. They may raise requisitions for in-house stores or follow up with suppliers 
for timely delivery. Any delay or shortage is escalated and resolved quickly to prevent sampling 
delays.

4.	 Sample Production Monitoring
The Sampling Coordinator tracks every stage of the sample creation process. They maintain a 
sampling schedule or tracker, updating the progress and ensuring the sample is developed as per 
specifications and on time.

They:

•	 Monitor each process (cutting, stitching, etc.)
•	 Identify and resolve delays or bottlenecks
•	 Adjust timelines in consultation with stakeholders if required

5.	 Quality Inspection and Compliance
Before dispatching a sample to the client or approving department, the Sampling Coordinator 
ensures thorough quality checks. They examine whether:

•	 Measurements are accurate
•	 Materials and colours match the requested specifications
•	 Finishing meets industry or buyer standards
•	 Defects are reported and corrected before final dispatch
•	 They may work closely with the Quality Assurance (QA) team to maintain consistency.

6.	 Communication with Buyers/Clients
The coordinator is often the main point of contact between the organization and the buyer/client 
for any sample-related communication. They update the client on:

•	 Sample dispatch status
•	 Feedback on sample approvals or rejections
•	 Implementation of changes or corrections
•	 They also maintain documentation of feedback, approval comments, and re-submission records.

7.	 Documentation and Record Maintenance
All sampling activities are carefully documented to ensure traceability and compliance. The 
Sampling Coordinator:

•	 Maintains digital and/or physical records of all samples
•	 Tracks versions of samples for correction and resubmission
•	 Ensures storage of approved samples for production reference
•	 Files buyer tech packs, notes, and images for future production

8.	 Feedback Handling and Corrections
If a sample is rejected or needs modification, the Sampling Coordinator arranges the necessary 
corrections based on feedback. They verify the revised version against the updated specifications 
and ensure timely re-submission.
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9.	 Production Handover and Finalization
Once a sample is approved, the Sampling Coordinator ensures a smooth handover to the production 
department. They transfer:

•	 Approved samples
•	 Final tech pack and specifications
•	 Comments and buyer notes
•	 Measurement charts and BOM (Bill of Materials)

Role Area Key Responsibilities

Sample Request Handling Receiving, verifying, and documenting sample requests

Department Coordination Communicating with design, production, QA, and stores

Material and Resource 
Planning

Arranging required fabrics, trims, ingredients, and allocating 
resources

Workflow Monitoring Tracking each step in the sampling process and updating schedules

Quality Assurance Checking sample quality, measurements, color matching, finishing

Client Communication Updating buyers/clients, sending samples, receiving feedback

Documentation Maintaining records of sample status, approvals, tech packs

Handling Corrections Managing revisions and re-submissions based on buyer feedback

Production Handover Transferring final approved sample and documents to the production 
department

Table 1.1.4: Roles and Responsibilities

Skill Area Description

Technical Knowledge Understanding of product specs, materials, trims, manufacturing 
processes

Organizational Skills Managing multiple samples and timelines efficiently

Communication Skills Clear interaction with internal teams and external buyers

Time Management Prioritizing urgent samples and ensuring timely deliveries

Quality Orientation Ensuring high standards of output during inspection

Documentation Skills Accurate maintenance of sampling logs and feedback records
Table 1.1.5: Skills and Competencies Required
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The apparel production process is a complex and coordinated series of steps that convert a creative 
design concept into a tangible, sellable garment. It encompasses various stages, from designing and 
sampling to production, quality assurance, and final delivery. Among these stages, sampling plays a 
critical role in setting the foundation for successful production, as it determines the feasibility, accuracy, 
and market readiness of the product.

The Sampling Coordinator acts as a key facilitator in the pre-production phase, bridging the gap between 
the design and production teams. They ensure that every sample produced meets technical, quality, 
and buyer expectations before bulk manufacturing begins. Their expertise helps prevent costly errors, 
reduce waste, and improve the overall efficiency of the apparel supply chain.

Stages of the Apparel Production Process

Below is an overview of the standard apparel production workflow and how the Sampling Coordinator 
fits into each stage:

Stage Description Sampling Coordinator's Contribution

Design & Concept 
Development

Fashion designers create 
initial sketches, mood boards, 
and colour themes.

Collects design details, tech packs, 
and communicates them to relevant 
departments.

Sampling & Prototype 
Creation

Development of various 
sample types: proto sample, 
fit sample, photo shoot 
sample, size sets, etc.

Coordinates the entire sampling cycle: 
materials, departments, timelines, and 
quality checks.

Sample Approval Buyers review and approve or 
request changes in samples.

Acts as a liaison between buyer and 
internal teams to ensure timely revisions 
and approvals.

Pre-Production 
Planning

Finalization of BOM, costing, 
line planning, and resource 
allocation.

Transfers all approved sample specs, 
BOM, and comments to the production 
planning team.

Fabric & Trim 
Procurement

Ordering and inspection of 
bulk raw materials.

Ensures sample materials are aligned 
with final production requirements.

Cutting
Fabric is laid, marked, and 
cut according to approved 
patterns.

Confirms approved patterns from 
samples are used; ensures accuracy of 
cutting layout.

Stitching / Sewing Garment panels are stitched 
in assembly lines.

Ensures sample stitching standards are 
transferred to sewing line SOPs.

Finishing
Includes thread trimming, 
ironing, labelling, folding, and 
packing.

Provides reference of approved sample 
finish; ensures product matches buyer 
standards.

Quality Inspection Final garment quality is 
checked before dispatch.

Supports QA with reference samples and 
past corrections.

1.1.3 Analysis of the Apparel Production Process and the 
Sampling Coordinator’s Contribution
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Stage Description Sampling Coordinator's Contribution

Shipment Goods are dispatched to the 
buyer or retailer.

Confirms that shipped goods are as 
per final approved sample and buyer 
requirement.

Table 1.1.6: Stages of the Apparel Production Process

Types of Samples and Sampling Coordinator’s Role

The Sampling Coordinator must handle different types of samples throughout the production cycle:

Sample Type Purpose Sampling Coordinator’s 
Role

Proto Sample

First prototype to visualize 
the design

Collects design data 
and manages initial 
construction with 
available fabric

Fit Sample

Evaluates garment fit and 
measurement accuracy

Coordinates fitting 
sessions and alteration 
notes

Size Set Sample

Checks grading across 
various sizes

Organizes samples 
for each size; records 
feedback

Sales Sample Used for marketing, trade 
shows, or buyer pre-orders

Ensures visual quality; 
coordinates sample 
readiness on tight 
deadlines
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Sample Type Purpose Sampling Coordinator’s 
Role

Pre-Production (PP) Sample

Final approval before bulk 
production begins

Ensures it matches 
approved specs and BOM; 
obtains final buyer sign-off

Shipment Sample

Sent with bulk shipment for 
reference

Ensures sample matches 
final delivered garment

Table 1.1.7: Types of Samples and Sampling Coordinator’s Role

Critical Contributions of a Sampling Coordinator

•	 Bridging Design and Production
	ᴑ Sampling Coordinators interpret designers’ visions and convert them into workable 

production guidelines. They ensure the creative intent is maintained without compromising 
manufacturability.

•	 Minimizing Errors in Bulk Production
	ᴑ By identifying flaws in sample stages (measurement issues, material mismatches, stitching 

problems), they help avoid costly errors during mass production.
•	 Ensuring Buyer Satisfaction

	ᴑ Coordinators ensure the sample reflects exact buyer expectations. Any deviation in fit, fabric, 
colour, or finish is corrected before bulk work begins.

•	 Time and Cost Efficiency
	ᴑ They monitor sampling timelines closely to avoid production delays. Early identification of 

production challenges during sampling helps save time and cost in later stages.
•	 Documentation and Compliance

	ᴑ Sampling Coordinators maintain detailed documentation—sample approval records, buyer 
comments, tech packs, and internal communication—which is critical for audits, client trust, 
and re-orders.
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A Sampling Coordinator plays a pivotal role in bridging product design and production, ensuring 
that samples meet client expectations and internal standards. As industries such as apparel, home 
furnishing, and textiles continue to evolve, this role offers a dynamic career path with opportunities 
for both vertical advancement and lateral movement across related functions. With growing expertise, 
professionals in this field can take on supervisory responsibilities, lead cross-functional teams, and 
eventually manage entire sampling or product development divisions. The progression is marked by 
increasing levels of responsibility, decision-making authority, technical know-how, and leadership 
capability—making it a rewarding trajectory for individuals with a blend of creative, analytical, and 
coordination skills. 

Sampling Supervisor 
/ Team Lead

Sampling/
Development 
Manager

Production 
Planning & 
Control (PPC) 
Manager / 
Product 
Development 
Manager

	 Fig. 2.2.5: Career Progression

1.1.4 Employment Opportunities for A Sampling Coordinator 
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•	 An Export Executive handles international shipments of stitched garments and ensures timely, 
accurate export operations.

•	 The Export Department acts as a central hub between buyers, production teams, logistics providers, 
and finance departments.

•	 They manage order coordination, ensuring product specifications, timelines, and quantities align 
with buyer requirements.

•	 Constant buyer communication is crucial to keep them informed about order status, documentation, 
and dispatch details.

•	 Accurate export documentation (e.g., invoices, packing lists, certificates of origin) is essential for 
customs and payments.

•	 Logistics coordination involves booking cargo, arranging transport, supervising packing, and 
tracking shipments.

•	 Compliance with export regulations and certification standards (GOTS, OEKO-TEX, etc.) is 
mandatory to avoid penalties or rejections.

•	 They handle banking procedures like document submission under Letters of Credit, and follow up 
for payment clearance.

•	 The executive must manage risks like delays, quality disputes, or customs issues, and resolve them 
proactively.

•	 Strong soft skills (communication, multitasking, attention to detail) are vital for managing cross-
functional tasks efficiently.

Summary
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Multiple-choice Question:
1.	 What is one of the primary responsibilities of an Export Executive in stitched garments?

a. Designing new garment styles	 b. Preparing export documentation

c. Setting retail prices in local stores	 d. Auditing factory accounts

2.	 Which document is essential for customs clearance during export?
a. Internal meeting notes	 b. Marketing flyers

c. Packing list	 d. Salary slips

3.	 Who does the export department mainly coordinate with for logistics and cargo movement?
a. Graphic designers	 b. Freight forwarders

c. HR executives	 d. Tailors

4.	 What ensures that an exporter receives payment securely from a buyer?
a. Social media promotion	 b. Invoice stamping

c. Letter of Credit	 d. Verbal agreement

5.	 Which of the following is NOT a responsibility of an export executive?
a. Supervising cargo loading	 b. Conducting buyer market surveys

c. Submitting documents to the bank	 d. Following up on shipments

 

Descriptive Questions:

1.	 Explain the role of the export department in stitched garment operations. What departments does 
it coordinate with and why?

2.	 Describe the key responsibilities of an export executive from the point an order is received until the 
goods are shipped.

3.	 What are the major documents involved in export operations? Explain their purpose briefly.
4.	 Why is compliance important in export, and what risks are associated with non-compliance? 

Provide examples.
5.	 How does an export executive manage buyer relationships and ensure satisfaction throughout the 

export process?

Exercise
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__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

Notes

Scan the QR codes or click on the link to watch the related videos

https://youtu.be/ddisteV3tOo?si=uFDW4QKnItoOKknY

Textile Sector in India

https://youtu.be/akCsvdROUXA?si=AV34Prx8I2YUikR9

Sampling Process in Garments Order 

https://youtu.be/dSn7iz-bFN8?si=75Mh9FlblyWvsdLa

Introduction to Apparel Industry

17
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By the end of this module, the participants will be able to:

1.	 Describe the organization’s policies, procedures, guidelines, and standards for dealing with 
buyers/clients, including adapting to cultural differences in workplace interactions and 
behaviour.

2.	 Explain the basic principles of sampling, the procedure for preparing samples, and identifying 
sampling requirements as per the sampling plan.

3.	 Conduct research on the target market, materials, fabrics, trims, and identify better or new 
sources/suppliers for procurement.

4.	 Review specification sheets, previous designs, and samples developed by the business to assess 
relevance, identify improvements, and plan according to sample delivery dates.

5.	 Describe the cost process involved in making apparel, including budgeting for materials, trims, 
production, and sampling.

6.	 Explain garment construction techniques, processes, and methods to complete work 
systematically with attention to detail, avoiding damage to goods and equipment.

7.	 Describe the characteristics of sampled materials, common contaminants, and conditions 
under which contamination is likely to occur, along with measures to prevent it.

8.	 Check that the preparation and cutting of patterns, detailed drawings, and prototype samples 
meet standards, coordinating with concerned personnel.

9.	 Verify sample work orders, ensure all specifications are incorporated, obtain necessary approvals 
for print/embroidery, over dye/wash, and distribute all required items to departments for 
prototype preparation.

Key Learning Outcomes
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UNIT 2.1: Organisational Systems and Professional Conduct

By the end of this unit, the participants will be able to:

1.	 Describe the organisation’s policies, procedures, guidelines and standards for dealing with buyers 
and clients.

2.	 Describe how to recognise and adapt to cultural differences in the workplace, including modes of 
behaviour and interaction.

3.	 Explain how to complete work systematically with attention to detail, without damage to goods 
and equipment.

Unit Objectives

In a professional environment, clear policies and standard operating procedures (SOPs) ensure 
consistency, professionalism, and customer satisfaction when dealing with buyers and clients. These 
frameworks help all departments — especially merchandising, sampling, sales, and customer service — 
to interact effectively, resolve issues quickly, and maintain long-term relationships with clients.

1.	 Communication Policy
Objective:

Ensure all communication with buyers is professional, timely, accurate, and documented.

Aspect Standard Practice

Official Channels Use only company-approved platforms (email, CRM systems, Teams/
Zoom for calls)

Language & Tone Maintain polite, formal, and respectful tone

Response Time Respond to buyer/client queries within 24–48 hours

Record Keeping Maintain written records of all conversations, approvals, and changes

Escalation Protocols Report unresolved issues to supervisors or client service heads

Table 2.1.1: Communication Standards for Interacting with Buyers and Clients

2.	  Sample Approval and Feedback Procedures
Objective:

To ensure product samples meet buyer expectations and all feedback is systematically incorporated.

Aspect Standard Practice

Sample Dispatch Send samples with accurate tech packs, dispatch forms, and labels

Feedback Tracking Document buyer comments (fit, quality, colour, trims)

Revision Protocol Coordinate revisions internally and inform buyers of progress

2.1.1 Organizational Policies, Procedures, Guidelines, 
and Standards for Dealing with Buyers and Clients
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Aspect Standard Practice

Re-submission Policy Send corrected samples promptly, along with explanation of changes

Table 2.1.2: Sample Approval and Buyer Feedback Management Procedures

3.	 Order Handling and Contract Policy
Objective:

To manage buyer orders ethically and according to organizational capacity and terms.

Aspect Standard Practice

PO (Purchase Order) 
Verification

Check all terms (price, quantity, delivery date, payment terms) before 
accepting

Contract 
Documentation

All orders must be supported by formal contracts or written 
agreements

Capacity Review Confirm internal production capacity before committing to large or 
urgent orders

Cancellation Terms Follow buyer's agreed cancellation policy and document all changes

Table 2.1.3: Order Handling and Contract Compliance Guidelines

4.	 Pricing and Quotation Guidelines
Objective:

To ensure pricing transparency, consistency, and profitability.

Aspect Standard Practice

Quotation Format Use standardized format approved by the finance or sales department

Price Validity Mention price validity period (e.g., 30 days)

Inclusions/Exclusions Clearly define what is included (e.g., packaging, freight, tax)

Negotiation Protocol Only authorized personnel may negotiate prices with buyers

Table 2.1.4: Pricing and Quotation Guidelines

5.	 Quality Standards and Assurance
Objective:

To deliver products that meet buyer specifications and regulatory requirements.

Aspect Standard Practice

Internal Quality Checks Conduct pre-dispatch inspections (AQL, measurement, 
finishing checks)

Compliance Standards Follow buyer-specified standards (ISO, OEKO-TEX, etc.)

Defect Reporting Maintain defect logs and corrective action records

Return/Replacement Policy Honour buyer claims according to contract terms

Table 2.1.5: Quality Standards and Assurance
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6.	 Client Relationship Management
Objective:

To build trust and ensure long-term engagement with clients.

Aspect Standard Practice

Client Onboarding Introduce new buyers to policies, contacts, and processes

Regular Updates Share production and delivery updates weekly or as agreed

Feedback Mechanism Conduct post-delivery reviews or satisfaction surveys

Dispute Resolution Use internal dispute resolution process before involving legal/legal 
counsel

Table 2.1.6: Client Relationship Management Practices

7.	 Ethical Conduct and Confidentiality
Objective:

Maintain professional ethics, safeguard client information, and prevent conflicts of interest.

Aspect Standard Practice

NDA / Confidentiality Sign NDAs with sensitive clients or new buyers

Data Security Protect buyer documents and proprietary designs

Fair Dealing Avoid bias or preferential treatment among buyers

Anti-bribery Policy Do not accept gifts or favours in exchange for business deals

Table 2.1.7: Ethical Conduct, Confidentiality, and Professional Code of Buyer Interaction

8.	 Delivery and Logistics Policy
Objective:

Ensure timely and accurate delivery of goods to the buyer.

Aspect Standard Practice

Shipping Mode 
Confirmation Confirm air/sea/road shipping preferences in writing

Delivery Timelines Commit to realistic delivery dates and monitor lead times

Documentation 
Compliance

Ensure invoice, packing list, AWB/BL, and other documents are 
accurate

Delay Notification Inform buyer in advance about any unavoidable delays with reasons

Table 2.1.8: Delivery and Logistics Policy for Client Shipments
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9.	 Post-Sale Service Guidelines
Objective:

Provide after-sales support and ensure buyer satisfaction.

Aspect Standard Practice

Complaint Handling Acknowledge complaints within 24 hours

Issue Resolution Investigate and resolve within committed timelines

Replacement or 
Credit Note Issue replacements or credit notes as per contract

Documentation Maintain service reports and closure confirmation from buyer

Table 2.1.9: Post-Sale Service and Buyer Complaint Resolution Guidelines

In today’s globalised and diverse work environments, employees often interact with colleagues, clients, 
or partners from different cultural backgrounds. Recognising and respecting these cultural differences 
is essential for effective communication, team collaboration, and a harmonious work atmosphere. 
Failing to do so can lead to misunderstandings, decreased productivity, and strained relationships.

1.	 Recognising Cultural Differences
To successfully adapt, the first step is to recognise the areas where cultures may differ, which may 
influence how people work, speak, and relate to one another.

Area of Difference Examples

Communication Style Some cultures (e.g., USA, Germany) prefer direct communication; 
others (e.g., Japan, India) may use indirect or polite language.

Body Language and 
Gestures

Eye contact may be seen as confidence in Western cultures but as 
rude in some Asian cultures.

Formality and 
Hierarchy

In some cultures, it's normal to call seniors by first name; in others, 
titles and formal respect are mandatory.

Time Orientation Some are punctual and deadline-oriented (e.g., Germany), others may 
be flexible with time (e.g., parts of Africa or Latin America).

Decision-Making 
Style

Some cultures value consensus; others prefer individual or top-down 
decisions.

Feedback and 
Criticism

Open criticism may be acceptable in some cultures but seen as 
disrespectful in others.

Work-Life Balance 
Attitudes

Some cultures value strict work hours, while others prioritize flexibility 
and family time.

Table 2.1.10: Common Cultural Differences

2.1.2 Recognising and Adapting to Cultural Differences 
in the Workplace
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2.	 Adapting to Cultural Differences
•	 Practice Cultural Awareness

	ᴑ Learn about the cultural backgrounds of colleagues or clients.
	ᴑ Attend cultural sensitivity or diversity training sessions.
	ᴑ Understand national holidays, customs, and traditions.

•	 Adjust Communication Approaches
	ᴑ Use clear, respectful, and neutral language.
	ᴑ Avoid idioms, slang, or humour that may not translate well.
	ᴑ Be open to different communication styles — listen actively and observe body language.

•	 Show Respect for Differences
	ᴑ Respect cultural clothing, dietary restrictions, and religious practices.
	ᴑ Avoid imposing your own beliefs or values on others.
	ᴑ Ask questions respectfully when you’re unsure, rather than making assumptions.

•	 Be Flexible with Workstyles
	ᴑ Adapt to both task-focused and relationship-focused styles.
	ᴑ Recognize that colleagues from different backgrounds may prefer group discussions, solo 

work, or frequent check-ins.
•	 Maintain Professionalism and Courtesy

	ᴑ Use appropriate greetings (e.g., handshake, bow, namaste) based on context.
	ᴑ Address individuals using proper titles until told otherwise.
	ᴑ Be patient if language proficiency varies — focus on clarity, not speed.

Cultural Element Potential Differences How to Adapt

Greetings
Some cultures prefer 
handshakes, others prefer 
bows or nods

Observe or ask preferred 
greeting methods

Eye Contact Seen as confident in some, 
rude in others

Adjust based on comfort and 
region

Punctuality Highly valued in some cultures, 
flexible in others

Clarify expectations and show 
respect for other norms

Communication 
Style Direct vs. indirect Use neutral language and 

confirm understanding

Feedback Giving
Public feedback may be 
welcomed or considered 
embarrassing

Deliver feedback privately and 
tactfully where needed

Decision-Making Individual vs. group consensus Be inclusive in team 
discussions

Dress Code Varies based on role, culture, 
or religion

Follow organization policy and 
be respectful of variations

Religious/Cultural 
Holidays

Observed differently around 
the world

Respect leave requests and 
plan for inclusivity

Table 2.1.11: Cultural Differences and How to Adapt
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Benefit Impact

Improved communication Fewer misunderstandings, stronger team collaboration

Enhanced employee 
morale Inclusive environment promotes loyalty and engagement

Better client relationships Builds trust and strengthens long-term partnerships

Increased innovation and 
creativity Diverse perspectives lead to fresh ideas and solutions

Global competency Prepares employees to work with international partners

Table 2.1.12: Benefits of Cultural Adaptation in the Workplace

In any professional setting — especially in manufacturing, apparel, logistics, or service industries — 
completing work systematically with attention to detail is essential for maintaining quality, safety, 
efficiency, and cost control. It also prevents damage to goods and equipment, reduces rework, and 
enhances client satisfaction. This requires a disciplined, organized, and mindful approach to every task.

•	 Planning Before Execution
	ᴑ Systematic work starts with effective planning. Before beginning any task, it is essential to 

understand the objective, gather the necessary materials, tools, and information, and ensure 
everything is in working order. For instance, in a garment sampling or production setup, this 
may involve reviewing tech packs, checking fabric availability, and scheduling operations in 
sequence. A well-planned approach avoids confusion, reduces delays, and prevents the misuse 
of resources or equipment.

•	 Following Standard Operating Procedures (SOPs)
	ᴑ Every task in a professional environment should be performed according to Standard Operating 

Procedures. SOPs outline the correct steps, tools, techniques, and safety precautions required. 
By strictly following these guidelines, employees reduce errors and protect goods and machinery 
from damage. For example, while cutting fabric, using the correct machine settings and blade 
angle can prevent material wastage and ensure precise cuts. Skipping steps or taking shortcuts 
often results in product defects or equipment breakdowns.

•	 Using Equipment Properly
	ᴑ Proper use of equipment is crucial to avoid damage and ensure personal safety. Employees 

should be trained on how to operate machines or tools according to the manufacturer’s 
instructions. For example, in apparel production, pressing irons, sewing machines, or cutting 
tools must be handled with care — incorrect temperature settings or mishandling can damage 
garments. Routine maintenance and regular inspections also help identify wear and tear, 
preventing sudden malfunctions.

•	 Paying Attention to Detail
	ᴑ Attention to detail means carefully observing each aspect of the task, no matter how small. 

This includes checking measurements, ensuring alignment, verifying labels, and maintaining 
cleanliness. Overlooking minor details can lead to bigger issues, such as producing the wrong 
sample size or stitching errors. A careful review of work before moving to the next stage helps 
maintain high quality and avoids the need for costly corrections later.

2.1.3 How to Complete Work Systematically with Attention 
to Detail, Without Damage to Goods and Equipment
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•	 Maintaining a Clean and Organized Workspace
	ᴑ A cluttered or disorganized workstation increases the risk of accidental damage to goods or tools. 

Systematic workers ensure that materials are stored correctly, tools are placed in designated 
areas, and the workspace is cleaned regularly. For instance, sharp tools like scissors or fabric 
cutters should be stored securely after use to prevent injury or fabric damage. Clear labelling 
and logical arrangement of components also supports smooth workflow.

•	 Double-Checking and Quality Control
	ᴑ Before declaring any task complete, it's vital to review and verify the work. Double-checking 

measurements, re-inspecting finished products, or confirming packing lists helps identify errors 
early. Establishing checkpoints in the workflow — such as initial inspection, mid-process review, 
and final audit — ensures quality is maintained and damage is minimized.

•	 Handling Goods with Care
	ᴑ Whether it's raw materials, semi-finished items, or final products, goods should be handled with 

clean hands, appropriate tools, and safe methods. Fabric should not be dragged across dirty 
surfaces, and packaged items should be stacked carefully to avoid crushing. Tagging, folding, 
and packing should be done gently and precisely to maintain the integrity of the product.

•	 Time Management Without Rushing
	ᴑ While meeting deadlines is important, rushing through tasks often leads to errors or accidents. 

A systematic worker manages time efficiently by allocating sufficient time to each activity based 
on complexity and priority. Working at a steady pace allows for accuracy, reduces stress, and 
ensures both goods and equipment are treated with care.
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UNIT 2.2: Sampling Procedures and Material Handling

By the end of this unit, the participants will be able to:

1.	 Explain the basic principles of sampling.
2.	 Explain the procedure for preparing samples.
3.	 Describe the characteristics of materials used in sampling, including common contaminants and 

conditions under which contamination may occur.
4.	 Identify sampling requirements in accordance with the sampling plan.
5.	 Check the specification sheet prepared in accordance with a standard format.
6.	 Review previous designs and samples to assess their relevance to current designs or samples.
7.	 Identify possible improvements to enhance current designs or sampling outcomes.
8.	 Identify a range of fabrics and trims relevant to the sampling process.
9.	 Conduct research on the target market, materials, and trims.
10.	Identify better or new sources or suppliers for procurement.
11.	Plan sample production timelines in accordance with sample delivery dates.

Unit Objectives

Sampling is the process of creating a prototype or small batch of a product to evaluate its design, 
fit, functionality, workmanship, quality, and overall feasibility before proceeding with bulk production. 
It acts as a bridge between design and manufacturing, helping brands and clients make informed 
decisions and prevent large-scale production errors.

The basic principles of sampling ensure that the process is systematic, cost-effective, and accurate, 
while meeting the expectations of both the manufacturer and the buyer.

1.	 Accuracy and Precision
One of the core principles of sampling is to ensure that the sample is an accurate representation 
of the final product. It must precisely reflect the specifications given in the tech pack or buyer 
requirement sheet — including measurements, materials, trims, colours, prints, stitching, and 
finishing.

•	 Any deviation in the sample can mislead the buyer or lead to rejections.
•	 Measurements must be consistent with the size chart.
•	 Stitching, construction, and material use must reflect mass-production standards.

2.	 Representativeness
The sample must be representative of the production batch. It should simulate real production 
conditions to accurately evaluate feasibility and quality.

•	 It should be made using actual production machinery (not by hand or different machines).
•	 Materials and trims should come from the actual suppliers, if possible.
•	 Skilled operators should follow production-ready techniques.

2.2.1 Basic Principles of Sampling
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3.	 Timeliness
Sampling must be completed within the required timeline to allow sufficient time for approval, 
corrections, re-submission (if needed), and production planning.

•	 Delays in sampling can impact delivery timelines and buyer satisfaction.
•	 Effective coordination between design, sourcing, and production is necessary.

4.	 Cost Efficiency
While sampling involves trial and error, it should be carried out in a cost-effective manner. Excessive 
wastage of materials, overuse of manpower, or repeated sampling increases costs.

•	 Proper planning and clear communication reduces rework.
•	 Multiple samples should only be made when necessary (e.g., for fit, photo shoot, or buyer 

meeting).
5.	 Feedback and Improvement

Another key principle is using the sample as a tool for evaluation and improvement. Buyers, 
designers, and internal teams use samples to identify areas for enhancement.

•	 Feedback from buyers must be carefully recorded and incorporated.
•	 Corrections should be noted and implemented for final production.

6.	 Documentation and Traceability
Every sample must be documented properly to ensure traceability and consistency. This includes 
maintaining records of:

•	 Sample request forms
•	 Tech packs and measurement sheets
•	 Comments and approvals
•	 Photos and physical samples
•	 Material sources used in the sample

7.	 Quality Assurance
Sampling should also test whether the product meets the desired quality standards, both internal 
and client-specified.

•	 The sample should pass internal quality control (QC) checks.
•	 Standards for seam strength, colourfastness, shrinkage, and other technical parameters may be 

evaluated during the sampling stage.
•	 Any potential defects or process limitations should be identified and corrected before mass 

production.
8.	 Buyer Satisfaction and Approval

The sample is the first impression the buyer receives of a potential order. It must instil confidence 
in the manufacturer’s ability to deliver on the full production run.

•	 A well-made sample often results in buyer trust and repeat orders.
•	 Poor sampling can lead to rejection, loss of orders, or reputational damage.
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Sample preparation is a critical step in the apparel production cycle that involves transforming design 
concepts into physical garments for buyer evaluation and approval. These samples serve as a benchmark 
for quality, fit, and construction. Proper preparation ensures that the production team aligns with buyer 
expectations and avoids costly errors during bulk manufacturing.

Detailed Procedure for Preparing Samples

1.	 Understanding Buyer’s Requirements: The first step is to thoroughly review the buyer’s tech pack 
or specification sheet, which includes design sketches, measurements, construction details, fabric 
type, colour, trims, and any special instructions.
•	 Identify the type of sample required (e.g., development, proto, fit, photo, size set, pre-

production, top of production).
•	 Clarify doubts with the buyer or the merchandising team to ensure full alignment.

2.	 Coordination with Design and Merchandising Teams: Collaborate with the in-house design and 
merchandising departments to finalize:
•	 Fabric swatches and trims.
•	 Garment construction techniques.
•	 Style codes and sample quantity.
•	 A pre-sample meeting may be conducted to ensure everyone is on the same page.

3.	 Material Sourcing and Approvals
Source the necessary materials, including:

Fabrics

•	 Trims and accessories (zippers, buttons, lace, threads, labels)
•	 Packaging materials (if needed for photo or showroom samples)
•	 Obtain lab dip approvals for colours and fabric test results if required. Some buyers demand 

certified components.
4.	 Pattern Making and Grading

Based on the sample size requested (usually Medium or base size), a pattern master or CAD 
technician develops the pattern. This includes:

•	 Accurate pattern drafting as per measurements.
•	 Necessary allowances for seams, darts, pleats, etc.
•	 Grading to other sizes if a size set is requested.

5.	  Cutting the Fabric
•	 Once the pattern is finalized:
•	 Lay the fabric properly using manual or machine methods.
•	 Cut each part of the garment accurately.
•	 Bundle the pieces along with trims and pattern reference.

The cutter must check for fabric defects, grain line, and shrinkage allowances.

2.2.2 Procedure for Preparing Samples in Apparel Industry
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6.	  Sample Garment Stitching
The sewing operators, often part of a sample room team, stitch the garment based on the 
construction details. This step includes:

•	 Precise seam placements.
•	 Stitching techniques matching final production standards.
•	 Attaching trims, linings, and accessories.
•	 Following buyer-specific construction requests (e.g., French seams, bartacks, etc.)

As a Sampling Coordinator, your role involves handling and managing raw materials, semi-finished 
goods, and finished samples to represent the product accurately for buyers, designers, or production 
teams. Understanding the characteristics of materials, their susceptibility to contamination, and the 
conditions under which contamination can occur is essential to maintain quality and credibility.

1.	 Common Materials Used in Sampling

Material Type Examples Key Characteristics Special Handling 
Needs

Textiles & 
Fabrics

Cotton, silk, 
polyester, blended 
fabrics

Fibre content, weave/
knit type, colourfastness, 
texture, tensile strength

Avoid creasing, protect 
from dust & moisture

Metals
Gold, silver, copper, 
alloys, oxidised 
finishes

Luster, hardness, corrosion 
resistance, weight

Store in dry conditions, 
avoid abrasive contact

Leather & 
Synthetics

Natural leather, PU, 
PVC

Flexibility, texture, colour 
stability, odour

Protect from direct 
sunlight & high 
humidity

Food & Organic
Grains, spices, 
processed food 
ingredients

Aroma, flavour, moisture 
content, shelf life

Store at specific 
temperature/humidity

Chemicals Powdered dyes, 
solvents, adhesives Purity, reactivity, viscosity Keep sealed, avoid 

exposure to air/light

Plastics & 
Polymers

PET, ABS, acrylic, 
nylon

Strength, flexibility, impact 
resistance, transparency

Protect from heat, UV 
light

Table 2.2.1: Material Types, Examples, Characteristics, and Handling Requirements

2.	 Common Contaminants
Contamination refers to the presence of unwanted physical, chemical, or biological substances in 
the material, which can compromise quality and accuracy of the sample.

Contaminant Type Examples Sources

Physical Dust, lint, hair, fibres from 
other materials, rust

Poor storage, open packaging, handling 
without protective gear

2.2.3 Characteristics of Materials Used in Sampling – 
Perspective of a Sampling Coordinator
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Contaminant Type Examples Sources

Chemical Residual cleaning agents, oil/
grease, solvents, fumes

Improper cleaning, exposure to 
machinery lubricants or chemicals

Biological Mould, bacteria, insect parts High humidity, exposure to pests, 
unclean storage areas

Cross-
contamination

Mixing of fibres, colours, 
flavours, or metals

Using same tools or work surfaces for 
different materials without cleaning

Table 2.2.2: Contaminant Types, Examples, and Sources

3.	 Conditions Under Which Contamination May Occur
A Sampling Coordinator must identify risk situations and ensure preventive measures. Contamination 
can happen at any stage—from receiving raw material to delivering finished samples.

Condition Possible Impact Example

Improper Storage Moisture damage, dust 
accumulation, fading of colour

Fabric rolls stored without covers in a 
humid warehouse

Unclean Work 
Surfaces

Transfer of particles, stains, or 
residues

Jewellery pieces picking up polishing 
compound residues

Poor Handling 
Practices

Fingerprints, scratches, 
breakage, mixing of materials

Touching metals with bare hands 
leading to tarnishing

Environmental 
Exposure

UV damage, oxidation, 
microbial growth Leather cracking due to direct sunlight

Tool 
Contamination

Transfer of grease, dyes, or 
chemicals

Using unwashed scissors to cut both 
dyed and undyed fabric

Mixing of Batches Incorrect representation of 
product quality

Sampling spice blends from multiple 
lots without segregation

4.	  Best Practices for Sampling Coordinators to Prevent Contamination
To ensure samples represent the true quality of the product:

•	 Use clean PPE (gloves, hairnets, masks) while handling 
materials.

•	  Store materials in sealed, labelled containers.
•	 Maintain separate work areas for different material types.
•	 Clean and sanitise tools between each sampling process.
•	 Avoid direct contact between incompatible materials.
•	 Maintain controlled temperature and humidity as required 

for each material type.
•	 Record handling and storage conditions in the sampling 

logbook.
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A sampling plan is the official guideline or blueprint that defines how, when, and how much material 
or product needs to be sampled to represent the entire lot accurately. As a Sampling Coordinator, your 
first step is to clearly understand the plan so you can align sampling activities with quality standards, 
client requirements, and industry regulations.

The sampling plan typically contains:

•	 Type of sampling (random, stratified, systematic, etc.)
•	 Number of samples required
•	 Lot or batch size
•	 Testing or inspection criteria
•	 Sampling tools and conditions
•	 Documentation protocols

Step Action Purpose

Review Sampling 
Plan

Read and interpret the sampling 
document provided by QA/Production

To understand the exact 
expectations

Identify Product 
Type

Check whether it is raw material, in-
process item, or finished product

Different handling methods may 
be required

Determine Sample 
Size

Refer to plan for quantity/weight/
volume to be taken Ensures statistical accuracy

Check Sampling 
Method

Note if samples are random, stratified, 
or targeted

Maintains consistency and 
reliability

Understand 
Acceptance 
Criteria

Refer to quality parameters (e.g., colour, 
tensile strength, moisture level) Helps in accurate evaluation

Note Handling 
& Preservation 
Needs

Temperature, moisture control, 
packaging Avoids damage/contamination

Identify Tools & 
PPE Required Sampling scoops, gloves, bags, labels Ensures correct and safe 

sampling

Table. 2.2.3: Process Workflow 

Material Type Sample Size Method Key Parameters Special 
Handling

Fabric Roll 1 metre cut from 
middle & end Random Colour fastness, 

weave quality
Keep folded & 
covered

Jewellery Piece
2 pieces from 
different production 
lots

Stratified Finish, weight, 
clasp strength

Store in anti-
tarnish bags

Grain Batch 500g from each 
storage bin Composite Moisture content, 

purity
Use moisture-
proof pouches

2.2.4 Sampling Requirements in Accordance 
with the Sampling Plan
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Material Type Sample Size Method Key Parameters Special 
Handling

Powdered Dye 100g from sealed 
container Random Purity, colour tone Avoid light 

exposure

Leather Sheet 0.5 sqm from centre Targeted Grain pattern, 
elasticity

Store in 
humidity 
control

Table 2.2.4: Sampling Requirements for Different Materials

1.	 Factors to Consider When Identifying Requirements
•	 Regulatory or Buyer Standards: Some buyers specify exact sampling protocols (e.g., ISO, ASTM, 

BIS standards).
•	 Product Variability: Highly variable products need larger or more frequent sampling.
•	 Batch Size: Bigger batches may require more samples for accuracy.
•	 Testing Method Availability: Sampling should match the testing capability (lab equipment, 

inspection tools).
•	 Time Sensitivity: Perishable materials must be sampled quickly to avoid changes in 

characteristics.
2.	 Role of the Sampling Coordinator

In practice, the Sampling Coordinator must: 

•	 Cross-check the plan with the actual production schedule. 
•	 Ensure availability of required tools and containers before starting. 
•	 Communicate with QA and production teams if any deviation is necessary. 
•	 Maintain traceability — each sample must be labelled with batch number, date, and sampler’s 

name. 
•	 Keep a record in the sampling log for audit and quality tracking. 

It is essentially a blueprint that outlines every technical, physical, and quality detail of the product 
or material. For a Sampling Coordinator, it acts as a reference guide to ensure that the sample taken 
matches the agreed standards set by the company, the buyer, or regulatory authorities.

The specification sheet is not just a formality—it is the quality benchmark against which samples will 
be judged. If any detail is missing or incorrect, it can lead to sampling errors, production delays, or even 
rejection from the client. Therefore, the coordinator must check the sheet thoroughly before using it.

Purpose of Checking the Specification Sheet

•	 Accuracy: Ensure all parameters match the latest approved requirements.
•	 Completeness: Confirm no essential data fields are blank.
•	 Compliance: Verify that the sheet follows the standard company/buyer format.
•	 Traceability: Ensure proper identification of product, lot, and revision history.

2.2.5 Checking the Specification Sheet – Sampling 
Coordinator Perspective
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Area Details to Verify Why It Matters

Document Header Product name, product code, batch/
lot number, date, buyer/client name

Avoids confusion with similar 
products

Material Description Material type, grade, finish, source Defines exactly what is being 
sampled

Dimensions & Size Length, width, height, thickness, 
tolerances

Maintains uniformity in 
production

Physical Properties Strength, weight, density, flexibility Ensures functional performance

Chemical Properties pH, purity, moisture content For safety and compliance

Colour & 
Appearance Pantone code, texture, pattern Meets visual expectations

Packaging 
Requirements

Type of packing, number per pack, 
label details

Prevents damage during 
transport

Testing & Inspection 
Criteria

Quality tests to be done, acceptable 
limits Ensures correct evaluation

Revision History Version number, change notes, date of 
revision Tracks document updates

Approvals Signatures from QA, design, or 
production head Confirms official validation

Table 2.2.5: Small-to-Small Details to Check

Step-by-Step Process for Checking

•	 Compare with the Standard Format
	ᴑ Use the company’s master template as reference.
	ᴑ Check that all sections appear in the same order and style.

•	 Verify Identification Details
	ᴑ Ensure product code, lot number, and date are correct.
	ᴑ Match with the sampling order or production sheet.
	ᴑ Cross-Check Technical Data
	ᴑ Confirm that the measurements, tolerances, and values align with buyer specifications.

•	 Check Consistency of Units
	ᴑ Ensure SI units or buyer-specified units are used consistently throughout.

•	 Review Packaging Instructions
	ᴑ Look for missing details like barcode placement or label size.

•	 Confirm Approval Status
	ᴑ Only work with spec sheets that have been officially signed and dated.

•	 Document Observations
	ᴑ Note any missing or incorrect information in the sampling log before starting.
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A Sampling Coordinator’s job is to examine these older materials carefully to determine if they can be 
reused, adapted, or improved for the current order. This process helps ensure design consistency, saves 
development time, reduces costs, and prevents repeating mistakes from earlier production runs.

Reviewing previous samples is not just about copying an old design — it’s about evaluating its suitability 
for the new requirements, considering factors such as trend relevance, buyer expectations, material 
availability, and compliance with current standards.

Why This Review Is Important

•	 Maintains brand/buyer identity across orders.
•	 Identifies successful past designs worth repeating.
•	 Avoids designs with past quality complaints or rejections.
•	 Speeds up sampling by starting from a tested reference.
•	 Reduces waste by reusing proven materials or patterns.

Area What to Examine Relevance to Current Project

Material Type, grade, source, finish quality Check if it’s available, cost-effective, 
and meets current needs

Dimensions & Size Length, width, weight, tolerances Must match current spec sheet 
requirements

Colour & Finish Shade codes, texture, polish Determine if they fit current trends or 
buyer preferences

Design Features Patterns, motifs, structural details Identify reusable or modifiable 
elements

Performance History Durability, wear resistance, test 
results

Ensure it meets present quality 
expectations

Buyer Feedback Likes, dislikes, complaints from 
past orders Helps avoid repeating issues

Compliance Standards and certifications Check if still valid under current 
regulations

Table 2.2.6: Key Areas to Check in Previous Designs/Samples

Step-by-Step Review Process

•	 Gather Reference Materials: Retrieve physical samples, digital design files, and archived notes 
from past projects.

•	 Compare with Current Requirements: Match against the latest spec sheet and sampling plan.
•	 Assess Material Availability: Confirm whether the same materials can be sourced in required 

quantities.
•	 Check Quality & Performance Records: Review past quality control reports and buyer feedback.
•	 Shortlist Usable Elements: Identify patterns, colours, or construction details that fit the new project.

2.2.6 Reviewing Previous Designs and Samples – Sampling 
Coordinator’s Role
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•	 Document Observations: Use a review log to record suitability, modifications needed, or rejection 
reasons.

•	 Recommend Action: Suggest reusing, adapting, or discarding the old design.

Previous 
Sample ID Description Past Feedback Suitability for 

Current Project Action

F-110 Cotton blend 
shirt

Excellent comfort, 
mild shrinkage issue

Matches buyer 
requirement, 
shrinkage fixable

Modify & reuse

J-208 Oxidised brass 
pendant

Highly praised for 
antique look

Current trend 
supports antique 
jewellery

Reuse without 
change

T-305 Polyester tote 
bag

Colour faded in 3 
months

Buyer requires long-
lasting colour Discard

Table 2.2.7: Previous Design Review Log

Role of the Sampling Coordinator in This Step

•	 Act as the link between design, production, and QA teams. 
•	 Maintain accurate documentation of review findings. 
•	 Ensure only compliant and trend-relevant designs move to the sampling stage. 
•	 Communicate clearly to avoid confusion between old and new requirements. 

In any production or design workflow, continuous improvement is vital to remain competitive and meet 
evolving buyer expectations.

For a Sampling Coordinator, this means closely analysing current designs and sampling processes to 
identify opportunities for enhancement—whether in product aesthetics, material quality, functionality, 
or the efficiency of sampling itself.

By proactively suggesting improvements, the Sampling Coordinator contributes to better quality, 
reduced rework, faster approvals, and greater customer satisfaction.

Why Improvements Are Necessary

•	 Market Trends Evolve: Designs must reflect current styles, colours, and consumer demands.
•	 Material Technology Advances: Newer, more durable, or eco-friendly materials may be available.
•	 Process Efficiency Gains: Small workflow changes can speed up sampling and reduce errors.
•	 Buyer Feedback: Issues from previous samples should be addressed to avoid repeat problems.

2.2.7 Identifying Possible Improvements – Sampling 
Coordinator’s Perspective
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Area Possible Improvement Ideas Expected Benefit

Material Selection Use higher-quality or sustainable 
alternatives Better durability, eco-compliance

Dimensions & Fit Adjust measurements to improve 
comfort or usability Increased buyer satisfaction

Colour & Finish Introduce trend-based colours, 
improve coating or dyeing method

Modern appeal, better wear 
resistance

Construction 
Technique

Upgrade stitching, joining, or 
polishing methods Enhanced product strength & finish

Sampling Workflow Implement better labelling, digital 
tracking Fewer errors, faster approval cycles

Testing Protocol Add extra quality checks in 
sampling stage Reduced risk of rejections

Packaging for 
Samples Use protective, branded packaging Prevents damage, better presentation

Table 2.2.8: Key Areas for Improvement in Current Designs/Sampling

Step-by-Step Process for Identifying Improvements

•	 Review Current Design & Sample Output: Compare against buyer’s latest specifications and current 
market trends.

•	 Collect Feedback: Gather inputs from designers, QA team, buyers, and production staff.
•	 Analyse Past Issues: Identify recurring problems like colour fading, fitting issues, or breakage.
•	 Research Alternatives: Explore new materials, manufacturing methods, or finishing processes.
•	 Test Potential Changes: Implement small trial runs to evaluate improvement effectiveness.
•	 Document & Propose: Record findings in an improvement log and present to design/production 

teams.

Current 
Sample ID Observed Issue Proposed Improvement Expected Outcome

T-112 Fabric wrinkles easily Switch to wrinkle-resistant 
cotton blend

Smoother finish, less 
ironing

J-305 Pendant scratches during 
handling

Add protective coating 
layer Increased durability

B-210 Bag straps tear under 
heavy load

Use reinforced stitching 
with stronger thread Longer lifespan

Table 2.2.9: Example – Improvement Suggestion Log
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Role of the Sampling Coordinator

In this stage, the Sampling Coordinator:

•	 Acts as an observer and problem solver in the design-sampling loop.
•	 Bridges communication between creative and technical teams.
•	 Keeps records of proposed improvements for future reference.
•	 Ensures suggested changes are practical, cost-effective, and aligned with buyer expectations.

In apparel and textile product development, fabrics form the base material, while trims are the 
additional components used for construction, function, or decoration.

For a Sampling Coordinator, identifying the right fabrics and trims is crucial because they directly 
influence the appearance, performance, and cost of the final product.

The choice must align with:

•	 The sampling plans. 
•	 Buyer’s specifications. 
•	 Seasonal trends. 
•	 Functional requirements of the product. 

1.	 Range of Fabrics Used in Sampling
Fabrics vary in fibre content, weave/knit structure, weight, and finish. The selection depends on the 
intended use, target market, and design concept.

•	 Natural Fibres

	 Fig. 2.2.1: Cotton, silk, linen, wool

	ᴑ Key Characteristics: Breathable, comfortable, biodegradable
	ᴑ Common Uses: Shirts, dresses, scarves, home textiles

2.2.8 Identifying Fabrics and Trims Relevant to the 
Sampling Process 
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•	 Synthetic Fibres
	ᴑ Examples: Polyester, nylon, acrylic

Polyester Nylon Acrylic 

Table 2.2.10: Synthetic Fibres

	ᴑ Key Characteristics: Durable, wrinkle-resistant, quick-dry
	ᴑ Common Uses: Sportswear, jackets, bags

•	 Blended Fabrics
	ᴑ Examples: Poly-cotton, wool-nylon blend

    
	 Fig. 2.211: Wool-nylon blend	 Fig. 2.2.12: Poly-cotton

	ᴑ Key Characteristics: Combines properties of both fibres
	ᴑ Common Uses: Workwear, uniforms, everyday wear

•	 Knitted Fabrics
	ᴑ Examples: Jersey, rib knit, interlock

     
	 Fig. 2.2.13: Rib Knit	 Fig. 2.2.14: Interlock 
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	ᴑ Key Characteristics: Stretchable, flexible, comfortable
	ᴑ Common Uses: T-shirts, leggings, activewear

•	 Woven Fabrics
	ᴑ Examples: Twill, satin, canvas

  
	 Fig. 2.2.15: Twill	 Fig. 2.2.16: Satin

	 Fig. 2.2.17: canvas

	ᴑ Key Characteristics: Structured, strong, stable
	ᴑ Common Uses: Jackets, trousers, upholstery

•	 Specialty Fabrics
	ᴑ Examples: Denim, chiffon, velvet
	ᴑ Key Characteristics: Distinct textures and finishes
	ᴑ Common Uses: Fashion wear, high-end garments

Before developing a product sample, it is essential to conduct thorough research on who the product 
is for (target market), the materials used, and the trims that complement the design. This ensures 
the final product aligns with consumer preferences, quality standards, and cost expectations. Such 
research also helps in anticipating trends, avoiding production issues, and increasing the chances of 
product acceptance by buyers.

2.2.9 Conducting Research on the Target Market, 
Materials, and Trims
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1.	 Target Market Research
Understanding the end consumer is the foundation of the sampling process.

Key Steps:

•	 Demographics: Age group, gender, income level, location, and lifestyle.
•	 Psychographics: Preferences, buying habits, style choices, sustainability concerns.
•	 Season & Trends: Identify fashion trends for the target season through trend forecasting 

agencies, fashion shows, and industry reports.
•	 Competitor Analysis: Study similar products from competitors to understand quality, pricing, 

and features.

Purpose:

•	 To ensure that the design, fabric choice, and trims suit the customer’s needs, cultural context, 
and price range.

2.	 Research on Materials
Choosing the right fabric is critical for meeting both design and functional requirements.

Key Research Areas:

•	 Fibre Type & Properties: Strength, breathability, softness, stretch, and drape.
•	 Performance Factors: Durability, shrinkage, colour fastness, moisture-wicking ability.
•	 Cost & Availability: Supplier options, lead times, and cost efficiency.
•	 Sustainability: Eco-friendly fibres, recycled fabrics, and low-impact dyeing methods.
•	 Compatibility: Matching the fabric with the intended trims and garment construction techniques.

Sources for Research:

•	 Trade fairs and textile exhibitions.
•	 Supplier catalogues and swatch books.
•	 Online fabric marketplaces.
•	 Industry publications.

3.	 Research on Trims
Trims add functionality, decoration, and brand identity to the product.

Key Research Areas:

•	 Type & Function: Decorative vs functional trims (buttons, zippers, lace, piping, etc.).
•	 Material Composition: Metal, plastic, cotton, polyester, elastic, etc.
•	 Quality Standards: Strength, rust-resistance, wash durability.
•	 Aesthetic Match: Colour, texture, and finish compatibility with fabric.
•	 Cost & Availability: Bulk sourcing possibilities and lead times.
•	 Compliance: Ensure trims meet buyer’s and industry safety standards.
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Sources for Research:

•	 Trims and accessories exhibitions.
•	 Supplier sample kits.
•	 Trend forecasting reports for embellishments.

4.	 Benefits of Comprehensive Research
•	 Aligns product with market demand.
•	 Prevents material mismatches during production.
•	 Ensures cost control and timely sourcing.
•	 Improves buyer satisfaction and acceptance rates.

As a Sampling Coordinator, understanding the characteristics of materials is critical for ensuring 
the quality, usability, and accuracy of samples. Different materials—such as fabrics, trims, and 
embellishments—possess unique physical, chemical, and aesthetic properties that must be preserved 
during handling. Equally important is recognizing possible sources and conditions of contamination, as 
these can compromise quality and render samples unfit for use.

Material Type Key Characteristics Common Uses in 
Sampling

Cotton

Soft, breathable, 
absorbent Casual wear, linings

Silk

Smooth, lustrous, 
delicate High-end garments

2.2.10 Identifying Better or New Sources or Suppliers 
for Procurement
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Material Type Key Characteristics Common Uses in 
Sampling

Polyester

Strong, wrinkle-resistant, 
durable Sportswear, outerwear

Leather (imitation/natural)

Flexible, textured, sturdy Accessories, jackets

Trims (laces, buttons, zippers)

Decorative/functional 
elements

Finishing and design 
accents

Table 2.2.11: Material Characteristics Table

Contaminant Type Source Conditions Leading to Contamination

Dust & Dirt Storage area, transport Poor packaging or open handling

Oil/Grease Machinery, handling Lack of protective gloves

Moisture Humidity, spills Inadequate climate control

Chemical Residue Cleaning agents, dyeing Improper rinsing or drying

Table 2.2.12: Common Contaminants & Conditions 

Identifying Sampling Requirements in Accordance with the Sampling Plan

The sampling plan is a predefined guideline that specifies what materials to sample, how much to 
sample, and under what conditions. For a Sampling Coordinator, aligning sampling activities with this 
plan ensures consistency, traceability, and compliance with project requirements.
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Key Considerations

•	 Quantity & Size: Follow the exact amount as per the plan to avoid wastage or shortage.
•	 Material Type: Use only approved fabrics and trims for accurate representation.
•	 Sampling Method: Select the method (random, stratified, or purposive) as specified.
•	 Documentation: Record source details, lot numbers, and dates for traceability.

Sampling 
Requirement Example from Plan Coordinator Action

Fabric Type 100% cotton, dyed Select from approved lot

Quantity 2 meters per design Measure and cut precisely

Trim 1 zipper, 3 buttons Match with design specification

Timeline Within 2 days of request Prioritize in workflow

Checking the Specification Sheet Prepared in Accordance with a Standard Format

A specification sheet (spec sheet) is a detailed document outlining material properties, dimensions, 
colours, finishes, and functional details for a sample. As a Sampling Coordinator, checking this sheet 
ensures that every production and sampling step aligns with required standards.

Steps for Verification

•	 Format Compliance: Ensure the spec sheet follows the organization’s standard layout.
•	 Completeness: Check that all sections—fabric type, measurements, colors, trims—are filled.
•	 Accuracy: Cross-verify measurements and materials with actual samples.
•	 Consistency: Compare with previous approved specs for continuity.

Section What to Check Example

Fabric Composition, weight, finish 100% cotton, 150 GSM, mercerized

Trim Type, size, placement 20mm plastic button, top-center

Colour Code & shade Pantone 17-1463 TPX

Measurements Dimensions in cm/inch Bust: 90 cm, Length: 65 cm

Table 2.2.13: Steps for Verification

Reviewing Previous Designs and Samples for Relevance

Before developing a new sample, the Sampling Coordinator should review past designs to identify 
patterns, successful elements, and potential areas of reuse. This step prevents unnecessary duplication 
and helps integrate proven design features into new projects.
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Review Process

•	 Compare past and current design briefs.
•	 Assess feedback received from previous clients or production teams.
•	 Check whether old designs align with current trends and market demands.

Review Aspect Example Finding Action Taken

Fabric Choice Last season’s linen blend was well-
received Use same fabric in updated colors

Trim Style Oversized buttons outdated Replace with minimalist trims

Fit Slightly loose in shoulders Adjust pattern for better fit

Table 2.2.14: Review Process

Identifying Possible Improvements to Enhance Current Designs or Sampling Outcomes

Enhancements can range from material quality upgrades to design refinements. The Sampling 
Coordinator plays a key role in suggesting these improvements by analyzing performance, feedback, 
and production feasibility.

Common Improvement Areas

•	 Fabric Quality: Switching to higher-grade or more sustainable options.
•	 Trims: Upgrading to more durable or visually appealing trims.
•	 Construction: Adjusting stitching or seam techniques for better durability.
•	 Design Adjustments: Tweaking fit, proportions, or detailing.

Current Issue Proposed Improvement Benefit

Fabric pilling after 
washes Use combed cotton Longer garment life

Zipper snagging Upgrade to YKK zipper Smooth operation

Colour fading Use reactive dyes Retains vibrancy

Identifying a Range of Fabrics and Trims Relevant to the Sampling Process

A diverse material library enables flexibility in sampling and helps designers visualize various possibilities. 
As a Sampling Coordinator, you must curate and maintain a range of fabrics and trims to meet different 
design needs.

Fabric Type Properties Ideal Use

Cotton Breathable, soft Everyday wear

Silk Smooth, shiny Luxury wear

Wool Warm, textured Winter garments

Polyester Wrinkle-resistant Sportswear
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Trim Type Properties Usage

Lace

Decorative, delicate Dresses, blouses

Zippers

Functional, durable Jackets, trousers

Buttons

Functional, decorative Shirts, coats

Elastic

Stretchable Waistbands, cuffs

Table 2.2.15: Types of Trims 
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Conducting Research on the Target Market, Materials, and Trims

Market research helps ensure that samples meet current consumer preferences and industry trends. 
This involves studying competitor products, fashion forecasts, and material innovations.

Research Sources

•	 Fashion Forecast Reports for seasonal trends.
•	 Trade Shows for new fabrics and trims.
•	 Online Portals like WGSN, Fibre2Fashion.
•	 Feedback from sales and marketing teams.

Research Focus Method Example Finding

Target Market Preferences Customer surveys Demand for eco-friendly fabrics

New Materials Trade show visits Introduction of biodegradable 
trims

Competitor Trends Market analysis Shift toward minimalist designs

Table 2.2.16: Research Focuses

Identifying Better or New Sources or Suppliers for Procurement

Maintaining a reliable supplier base is crucial for timely sampling and production. This requires 
continuously assessing current suppliers and scouting for new, better options to ensure competitive 
pricing, quality, and innovation.

Supplier Search Methods

•	 Industry exhibitions and trade fairs.
•	 Online supplier directories and B2B platforms.
•	 Networking with other industry professionals.
•	 Visiting manufacturing hubs.

Evaluation Criteria Example

Quality Standards ISO-certified fabric supplier

Pricing Competitive rates compared to current

Delivery Reliability On-time supply history

Innovation Offers latest sustainable fabrics

Table 2.2.17: Suppliers Search
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In the role of a Sampling Coordinator, planning production timelines is crucial to ensure that samples 
are ready within the agreed delivery dates. This process involves breaking down the sampling workflow 
into stages, assigning realistic timeframes, and coordinating with various departments (design, sourcing, 
cutting, sewing, finishing, and quality control). A well-planned timeline ensures timely delivery, prevents 
last-minute rushes, and allows enough buffer for quality checks and unexpected delays.

Step-by-Step Process

•	 Review Sample Delivery Dates
	ᴑ Refer to the purchase order or client request to confirm the final delivery deadline.
	ᴑ Note any intermediate milestones such as prototype approval, lab dips, or fit sample submissions.

•	 Break Down the Sampling Stages
	ᴑ Identify each step in the sample production process — from fabric sourcing to final inspection.
	ᴑ Allocate estimated time for each stage based on past records and current workload.

•	 Coordinate with Departments
	ᴑ Align the fabric and trim procurement timeline with cutting, stitching, and finishing teams.
	ᴑ Factor in any dependencies (e.g., stitching cannot start until fabric is delivered).

•	 Include Buffer Time
	ᴑ Add 1–2 days of buffer between major stages for unforeseen issues such as machine breakdowns, 

fabric defects, or last-minute design changes.
•	 Monitor and Adjust

	ᴑ Continuously track progress against the timeline.
	ᴑ Make quick adjustments in case of delays, keeping all stakeholders informed.

Stage Activity Time Allocation Deadline Remarks

Fabric & Trim 
Procurement

Order and receive 
materials 3 days 15 Aug Ensure all materials 

are quality checked

Cutting Cut fabrics as per 
sample pattern 1 day 16 Aug Coordinate with 

pattern master

Stitching Sew garment 
according to design 2 days 18 Aug Ensure experienced 

tailor is assigned

Finishing
Pressing, thread 
trimming, 
embellishment

1 day 19 Aug Include accessories if 
required

Quality Check Inspect for defects 
and finishing quality 1 day 20 Aug Follow company 

quality checklist

Dispatch Pack and send to 
client 1 day 21 Aug Include delivery 

tracking details

Table 2.2.18: Sample Production Timeline Table

2.2.11 Planning Sample Production Timelines in Accordance 
with Sample Delivery Dates
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Key Considerations for the Sampling Coordinator

•	 Always confirm material availability before starting production.
•	 Align with courier timelines to ensure delivery dates are met.
•	 Maintain clear communication with team members to avoid bottlenecks.
•	 Keep contingency plans ready for urgent rework or corrections.
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UNIT 2.3: Garment Construction and Sample Development 
Workflow

By the end of this unit, the participants will be able to:

1.	 Explain the garment construction techniques and processes.
2.	 Describe the cost process involved in making apparel.
3.	 Check that preparation and cutting of patterns and detailed drawings are as per standards in 

coordination with concerned personnel.
4.	 Verify the sample work order and ensure that all required specifications are incorporated.
5.	 Ensure that approvals are obtained from concerned personnel for print, embroidery, over-dye, 

wash, etc.
6.	 Ensure that all concerned departments are provided with the necessary items to prepare the 

prototype sample.

Unit Objectives

Garment construction involves a series of technical and creative steps that turn fabric into a finished 
product. It begins with pattern making, where templates are created based on design specifications. 
Next is the cutting phase, which demands precision to minimize waste and ensure accuracy. Stitching 
follows, using suitable seam techniques tailored to the garment type. Pressing gives the garment its 
shape and a neat appearance. 

Finishing tasks like buttoning, hemming, or labelling are carried out before quality control inspections. 
Each step must be coordinated to maintain efficiency and consistency. The choice of techniques varies 
depending on the garment type, fabric, and end-use. Proper handling ensures durability and aesthetics 
in the final product. Training and quality assurance play a key role in maintaining standards.

Design 
Interpretation

Pattern Making 
(Manual/CAD)

Fabric Laying & 
Cutting

Sewing/Stitching 
(Seams & 
Stitches)

Pressing & 
Shaping

Finishing 
(Buttons, Labels, 

Hemming)

Quality Control & 
Inspection

Final Packing & 
Dispatch

	 Fig. 2.3.1: Garment Construction Process

2.3.1 Techniques and processes of garment production
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Common Seam Types and Their Applications:

1.	 Overlock Seam:

	 Fig. 2.3.1: Overlock Seam

The overlock seam is primarily used in knit garments like t-shirts and activewear. It sews and trims 
excess fabric simultaneously, giving a neat edge. This seam is highly stretchable, making it ideal for 
flexible fabrics. It also helps in preventing fraying of the fabric edges.

2.	 Flatlock Seam:

	 Fig. 2.3.2: Flatlock Seam

Flatlock seams are widely used in sportswear, swimwear, and leggings for their comfort. They 
create a flat, low-bulk seam that lies smoothly against the skin. These seams are formed by 
overlapping fabric edges and using special machines. They reduce chafing and enhance movement 
for activewear users.
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3.	 French Seam:

	 Fig. 2.3.3: French Seam

French seams are suitable for lightweight or sheer fabrics like silk and chiffon. They encase the 
raw edges of the fabric within the seam, giving a clean and professional finish. This seam is ideal 
for delicate garments where aesthetics and durability are both important. Often used in high-end 
fashion or luxury apparel.

4.	 Double Stitch:

	 Fig. 2.3.4: Double Stitch

Double stitch seams are strong and used in garments that require durability like jeans or workwear. 
They consist of two parallel rows of stitching that reinforce the seam. Ideal for heavy fabrics, this 
technique ensures the garment can withstand wear and tear. It is both functional and decorative in 
rugged designs.

The costing process in apparel manufacturing involves a systematic analysis of all elements that 
contribute to the final price of a garment. It starts with material costing, where the costs of fabrics, 
trims, threads, labels, and packaging are calculated based on consumption and supplier rates. Labour 
costing is then added, accounting for the wages paid to workers involved in cutting, stitching, finishing, 
and quality checks.

2.3.2 Cost Process Involved in Making Apparel
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Next, overhead costs are factored in, which include electricity, maintenance, rent, equipment 
depreciation, and administrative expenses. Production efficiency and wastage percentage are also 
assessed, as delays or errors can inflate the cost per unit. Other components such as sampling, freight, 
duties, and profit margins are included to determine the final selling price.

A clear cost breakdown ensures transparency and aids in price negotiation with buyers. Accurate 
costing is critical for profitability and sustainability in a highly competitive apparel industry.

Different types of Costs in 
production Various components

Material Cost Fabric, trims, labels, packaging (based on consumption)

Labour Cost Wages for cutting, stitching, finishing, and inspection

Overheads Electricity, maintenance, rent, admin, equipment depreciation

Wastage Allowance Extra percentage added to cover fabric wastage

Sampling Cost Expenses involved in sample development

Freight & Duties Logistics and customs-related charges

Profit Margin Mark-up added by manufacturer for profit

Table 2.3.1: Apparel Costing Components

Pattern Preparation in the Apparel Industry:

Pattern preparation is the process of creating templates (patterns) that represent each part of a 
garment. These templates are used to cut fabric pieces in the right shapes and sizes before sewing.

Key Steps in Pattern Preparation:

1.	 Receiving the Tech Pack or Design Sheet
•	 Designers or buyers provide technical specifications (tech pack) containing measurements, 

construction details, stitch types, trims, etc.
•	 Example: If you’re making a shirt, the tech pack shows collar width, sleeve length, button size, 

etc.
2.	 Basic Pattern Drafting

•	 Using the designer’s measurements, the basic pattern (also called block pattern) is created.
•	 Can be done manually (paper drafting) or digitally (CAD software like Gerber, Lectra, Optitex).

3.	 Pattern Grading
•	 Adjusting the basic pattern to create multiple sizes (S, M, L, XL, etc.).
•	 Ensures proportional changes in length, width, and other dimensions.

4.	 Pattern Checking & Verification
•	 Patterns are tested by creating a sample garment.
•	 Fit is checked on mannequins or live models to spot issues.

2.3.3 Pattern Preparation and Cutting Coordination
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5.	 Marker Making
•	 Arranging pattern pieces on fabric layout to minimize waste.
•	 Can be manual or computerized.
•	 Good marker efficiency = less fabric wastage = cost saving.

Importance of Pattern Preparation

•	 Ensures accurate fit across all sizes.
•	 Reduces fabric waste through efficient marker making.
•	 Minimizes production errors (e.g., wrong cutting dimensions).
•	 Speeds up production as cutters have exact templates.

Cutting Coordination in the Apparel Industry:

Cutting coordination is the process of organizing and supervising fabric cutting activities to ensure the 
right pieces are cut, in the right quantity, from the right fabric, and delivered to sewing without delays.

Key Steps in Cutting Coordination

1.	 Fabric Inspection & Relaxation
•	 Fabric rolls are inspected for defects (holes, shade variation, weaving faults).
•	 Fabric is relaxed for 12–24 hours before cutting to avoid shrinkage issues after stitching.

2.	 Spreading the Fabric
•	 Laying fabric layers evenly on the cutting table.
•	 Can be done manually or using automated spreading machines.
•	 Fabric spreading direction and nap (pile direction) must be considered.

3.	 Marker Placement
•	 Marker is placed on top of fabric layers.
•	 This ensures pattern outlines are followed exactly during cutting.

4.	 Cutting Process
•	 Methods:

	ᴑ Manual cutting – hand shears or straight knife.
	ᴑ Automatic cutting – CNC cutting machines.

•	 Accuracy is critical to avoid mismatched parts.
5.	 Bundling & Numbering

•	 Cut pieces are grouped (bundled) by size and colour.
•	 Numbering prevents mixing of different garment parts.

6.	 Passing to Sewing Section
•	 Bundled pieces are sent to sewing lines in the right sequence.

Importance of Cutting Coordination

•	 Prevents fabric loss due to mistakes in spreading/marker placement.
•	 Ensures colour consistency by cutting from the same dye lot.
•	 Reduces production delays by preparing bundles systematically.
•	 Maintains size accuracy for all garments.
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In apparel manufacturing, before starting bulk production, a sample work order is created for making a 
prototype (sample) of the garment.

This document contains all details needed to create the sample — sizes, fabric, trims, colours, 
measurements, stitching style, etc.

Verification means carefully checking these details to ensure they are correct and match the buyer’s 
requirements before production starts.

Importance of Verification:

•	 Avoid costly production mistakes (wrong colour, wrong size, wrong fabric).
•	 Ensure buyer satisfaction by following agreed specifications exactly.
•	 Prevent delays caused by rework.
•	 Maintain quality standards and brand reputation.
•	 Ensure smooth workflow between design, sampling, and production teams

Key Documents Involved

When verifying, you usually check against:

1.	 Tech Pack (Technical Package): provided by buyer/designer, includes drawings, measurements, 
stitching details, trims, colours, and fabric details.

2.	 Sample Work Order: issued internally, containing order quantity, style code, fabric type, delivery 
date, size breakdown.

3.	 Specification Sheet: detailed measurements and tolerances for each garment size.
4.	 Reference Samples: physical garment samples approved by the buyer.

Step-by-Step Process of Verification

Step 1 – Receive the Sample Work Order

•	 Get the official sample work order from the merchandising or production planning department.
•	 Confirm order number, style number, and buyer’s name.

Step 2 – Compare with Buyer’s Tech Pack

•	 Match style details in the work order with the buyer’s tech pack.
•	 Check garment style (e.g., round-neck T-shirt, polo shirt, jacket) matches exactly.

Step 3 – Verify Fabric and Trims

•	 Check that the fabric type, GSM (grams per square meter), colour, and finish are correct.
•	 Ensure trims (buttons, zippers, labels, lace, etc.) are as per buyer’s requirement.
•	 Verify fabric is available in required quantity for sample making.

2.3.4 Verification of Sample Work Order and Specifications
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Step 4 – Verify Measurement Specifications

•	 Compare the measurements in the work order with the spec sheet.
•	 Confirm tolerances (acceptable plus/minus variation) are noted.
•	 Example: Chest width 50 cm ± 0.5 cm.

Step 5 – Check Construction and Stitching Details

•	 Confirm the type of stitches, seam allowances, and finishing details.
•	 Example: Side seam – overlock stitch, 1 cm seam allowance.

Step 6 – Confirm Size Breakdown for Sample

•	 Verify sizes requested (S, M, L, XL) for the sample.
•	 Some buyers want full-size sets, others only a medium-size sample.

Step 7 – Review Colourways and Placement

•	 Check colours for fabric, trims, and prints/embroidery.
•	 Verify logo or print placement matches design sketch.

Step 8 – Approve or Return for Correction

•	 If all details are correct → approve for sample making.
•	 If errors found → return to merchandising or design team for correction before cutting starts.

Example Scenario

A buyer sends an order for 500 men’s polo shirts in navy blue.

•	 Work Order Says:
Style: Polo Shirt – Short Sleeve

Fabric: 100% Cotton Piqué, 220 GSM, Navy Blue (Pantone 19-4035)

Collar: Knitted, Navy with White tipping

Sizes: S, M, L, XL

Measurements: As per Spec Sheet Rev. 2

Stitch: Side seam overlock, hem cover stitch

Logo: Embroidery on left chest, 5 cm width

•	 Verification Findings:
✅ Fabric colour matches Pantone shade.

✅ Measurements match spec sheet.

❌ Collar tipping colour in trims list is cream, but buyer wants white → Correction requested before 
sample making.
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In the apparel industry, before moving from one stage of production to the next, certain approvals are 
needed from the buyer or internal quality/design teams.

Interdepartmental coordination is the smooth communication and collaboration between different 
departments (design, merchandising, sampling, cutting, sewing, finishing, quality, logistics) to ensure 
the order is completed on time and meets specifications.

Importance of approvals and interdepartmental coordination:

•	 Prevents costly mistakes (e.g., wrong fabric, incorrect stitching, defective trims).
•	 Ensures buyer satisfaction by strictly following approved standards.
•	 Reduces delays by keeping all teams informed and aligned.
•	 Improves quality consistency across the production cycle.
•	 Helps meet delivery deadlines through synchronized workflow.

Types of Approvals in the Apparel Industry:

Approvals can happen internally (within the factory) or externally (from the buyer).

Common Approvals:

•	 Fabric Approval: Shade, GSM, finish, feel.
•	 Trim Approval: Buttons, zippers, labels, tags.
•	 Lab Dip Approval: Colour matching for dyed fabrics.
•	 Print/Embroidery Approval: Placement, colour, size accuracy.
•	 Fit Sample Approval: Garment fit on model/mannequin.
•	 Pre-Production Sample (PP Sample) Approval: Final reference before bulk cutting.
•	 Packaging Approval: Polybag, hanger, barcode, carton details.
•	 Shipment Sample Approval: Final sample before dispatch.

Step-by-Step Process of Approvals and Coordination:

Step 1 – Initial Design & Buyer Approval

Design team creates sketches & tech packs → buyer approves style concept.

Step 2 – Fabric & Trim Approvals

Fabric swatches, trims, and accessories are submitted → buyer approves or requests changes.

Step 3 – Lab Dip & Colour Approval

Dyed fabric colour samples are sent for shade approval.

Step 4 – Sample Making & Fit Approval

Sample team makes the first garment → fit checked internally & by buyer.

2.3.5 Approvals and Interdepartmental Coordination
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Step 5 – Pre-Production (PP) Sample Approval

A final approved sample (with exact fabric, trims, stitching, labels) is sent to buyer → must match bulk 
production exactly.

Step 6 – Interdepartmental Production Coordination

•	 Merchandising shares approvals with cutting, sewing, QC, finishing teams.
•	 Cutting team proceeds only after PP sample approval.
•	 Sewing follows approved construction details.
•	 QC checks against approved sample at each stage.

Step 7 – Final Inspection & Shipment Approval

Buyer or third-party QA checks final goods before shipment.

Common Challenges in Approvals & Coordination:

•	 Delayed buyer feedback → causes production hold-ups.
•	 Miscommunication between departments → incorrect execution.
•	 Using outdated versions of specs → non-compliance.
•	 Incomplete documentation → confusion over what’s approved.

One of the most important tasks for smooth and efficient production is ensuring that every department 
has the necessary equipment before and during production. This process involves supplying each 
section of the factory with the right machinery, tools, and accessories in good working condition. These 
may include major production machines such as sewing machines and cutting equipment, smaller tools 
like scissors and measuring tapes, and supporting items such as tables, trolleys, and safety gear.

Providing the right equipment is essential because it directly affects productivity, quality, and safety. 
When departments have the correct tools, production runs without unnecessary delays, garments 
meet quality standards, and operators work more efficiently. On the other hand, missing or faulty 
equipment can lead to slowdowns, production errors, or defects, and even compromise worker safety.

Each department in an apparel factory has specific equipment needs. For example, the design and 
sampling team may require CAD software, plotters, pattern drafting tables, and mannequins. The fabric 
store might use fabric inspection machines and storage racks, while the cutting department relies on 
cutting tables, straight knife machines, and fabric spreading equipment. Sewing units require various 
types of sewing machines such as lockstitch, overlock, and cover stitch machines, while embroidery or 
printing sections need embroidery machines, heat presses, or screen-printing setups. Quality control 
teams often use measuring tapes, seam strength testers, and fabric inspection lights. The finishing and 
packing sections depend on steam irons, pressing tables, folding machines, and carton sealers, while 
the maintenance department uses toolkits, oiling equipment, and spare parts.

2.3.6 Providing of necessary equipment to 
concerned departments
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The process of providing necessary equipment starts with identifying requirements. Each department 
submits a request listing the tools or machines they need for a particular order or routine operations. 
The store or maintenance department then checks whether the required equipment is already available 
in-house. If not, the purchase department sources the items from approved suppliers, taking into 
account factors such as cost, quality, brand, warranty, and delivery time. Once procured, the equipment 
undergoes inspection to ensure it is safe, functional, and properly calibrated. It is then distributed 
to the concerned department, and allocation is recorded for inventory tracking. If the machinery is 
complex, training is provided to operators before use. Finally, the maintenance team carries out regular 
servicing to keep all equipment in good working condition.

For example, if a factory receives an order for 20,000 hoodies with embroidery, the embroidery 
department may request additional embroidery machines to meet the workload. The cutting 
department might need another fabric spreading machine, and the finishing department may ask 
for new steam presses suitable for fleece fabric. The requests are checked, the missing equipment is 
purchased and inspected, and the machines are delivered and set up. Operators are trained on their 
use, and the maintenance team ensures they remain in top condition throughout the production cycle.

To ensure this process runs smoothly, factories should keep an updated equipment inventory for each 
department, maintain spare tools for urgent needs, and follow a preventive maintenance schedule. 
Safety checks should always be performed before allocating equipment, and operators should be 
properly trained on any new machinery. By following these practices, apparel manufacturers can 
minimize delays, maintain product quality, and keep production flowing without disruptions.
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•	 Begin with research on the target market, materials, trims, and suppliers, followed by identifying 
sampling needs and setting clear timelines.

•	 Prepare detailed specification sheets and review past designs to incorporate improvements and 
align with buyer expectations.

•	 Follow precise garment construction techniques including pattern making, cutting, and assembling 
to achieve high-quality results.

•	 Conduct cost analysis and ensure contamination control of fabrics for production efficiency and 
consistency.

•	 Facilitate smooth communication among departments for timely approvals and seamless prototype 
development.

•	 Maintain professionalism through cultural sensitivity, attention to detail, and proactive damage 
prevention throughout the process.

Summary
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Multiple-choice Question:
1.	 Which of the following is the first step in garment construction?

a. Stitching	 b. Pattern Making

c. Pressing	 d. Finishing

2.	 What is the main purpose of verifying the sample work order?
a. To train the workers	 b. To reduce fabric usage

c. To ensure all specifications are incorporated	 d. To dispatch the final product

3.	 Which seam type is most suitable for activewear?
a. French Seam	 b. Flatlock Seam

c. Double Stitch	 d. Bound Seam

4.	 What is a critical aspect of ensuring pattern preparation is accurate?
a. Using expensive fabric	 b. Coordinating with concerned personnel

c. Focusing only on design	 d. Outsourcing pattern making

5.	 Which department should be informed for approvals of print and embroidery?
a. Dispatch	 b. HR

c. Concerned personnel/department	 d. Marketing

Descriptive Questions:

1.	 Explain the process of garment construction and its key stages from design interpretation to 
dispatch.

2.	 Describe the major cost elements involved in the making of an apparel product.
3.	 What steps should be taken to ensure that pattern preparation and cutting meet the required 

standards?
4.	 Why is it important to obtain approvals for prints, embroidery, and washes before producing a 

prototype?
5.	 How does coordination between departments help in efficient sample development and production?

Exercise
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__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

Notes

Scan the QR codes or click on the link to watch the related videos

https://youtu.be/jQBbcpuQoGI?si=8jfVgtUamNRozHlX

How do people react to cultural differences?

https://youtu.be/zQSRr8mdg1k?si=1nMXcofMN_AwU7fd

Garment sampling process

https://youtu.be/-hJEij8jJnQ?si=yAFL58ilHzLC120p

Garments sample
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By the end of this module, the participants will be able to:

1.	 Describe the organization’s templates and processes for preparing the sampling plan.
2.	 Describe how to arrange for the necessary items to make the sample.
3.	 Identify the organization’s knowledge base and how to use and update this.
4.	 State the protocol to obtain more information on work-related tasks.
5.	 Describe quality practices followed in the workplace.
6.	 Test fit finished proto-type and compare with the specification sheet.
7.	 Check the assembled garments in accordance with the specification sheet.
8.	 Ensure compliance of proper grading done as per the buyer’s specifications by checking the size 

set samples.
9.	 Incorporate the comments received from the buyer and make a fit sample with actual trims 

and fabric.
10.	Instruct the concerned personnel to make the necessary alterations in accordance with the 

revised specification sheet.
11.	Ensure that all the corrections and comments from the buyer are incorporated, before handing 

over the final approved sample to the next department.
12.	Identify various types of fabrics and garments.
13.	Explain the basic principles of sampling, including the importance of following the sampling 

plan to obtain respective sampling reflecting characteristics of the source material, the sample 
characteristics and related preservation, handling and storage requirements, and the labelling 
system purpose and requirements.

14.	Explain how to conduct tests on the samples and related handling and preparation requirements 
and responsibilities.

15.	Explain own responsibility for reporting and recording sampling information, such as legislative 
requirements and respective procedures to follow.

16.	Identify the reporting structure of the organisation.
17.	Identify who to refer problems to when they are outside the limit of own authority.
18.	Communicate assembly issues to appropriate production personnel for necessary adjustments.

Key Learning Outcomes
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UNIT 3.1: Organisational Processes and Responsibilities

By the end of this unit, the participants will be able to:

1.	 Describe the organisation’s templates and processes for preparing the sampling plan.
2.	 Identify the organisation’s knowledge base and explain how to use and update it.
3.	 State the protocol to obtain more information on work-related tasks.
4.	 Identify the reporting structure of the organisation.
5.	 Identify who to refer problems to when they are outside the limit of own authority.
6.	 Explain own responsibility for reporting and recording sampling information, including legislative 

procedures.

Unit Objectives

A sampling plan in the apparel industry is a structured roadmap that guides the development of garment 
samples before bulk production begins. It helps align the creative design with technical specifications 
and buyer expectations. The plan outlines the types of samples required, timelines for each stage, and 
roles of departments involved. It ensures accuracy in fit, fabric choice, trims, and finishing techniques. 

A well-executed sampling plan minimizes errors, saves time and cost, and enhances communication 
between design, production, and merchandising teams. It also provides room for innovation and 
quality control. Ultimately, it plays a crucial role in winning buyer approval and setting the tone for 
mass production.

Common templates:

Common templates used in the sampling process serve as standardized documents that ensure 
consistency, clarity, and efficiency across departments. These templates typically include the sample 
request form, tech pack, specification sheet, sample work order, and sampling tracker. Each template 
captures essential details such as measurements, fabric and trim specifications, construction methods, 
and timelines. By using these structured formats, teams can easily communicate requirements, track 
progress, and reduce the risk of errors or miscommunication during sample development.

3.1.1 Sampling plan
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Template Name Purpose

Sampling Request Form

To initiate sample 
development with 
design, fabric, and size 
details

Sample Tracking Sheet

To monitor the status 
of each sample from 
request to delivery
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Template Name Purpose

Specification Sheet (Tech Pack)

To include all 
technical details like 
measurements, trims, 
artwork

Approval Sheet

To record approvals 
for prints, washes, 
embroidery, etc.
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Template Name Purpose

Sampling Plan Calendar

To track timelines 
and deadlines in sync 
with buyer delivery 
expectations

Table 3.1.1: Common templates and their purposes

Step-by-Step Sampling Process:

Step 1: Sample Request Initiation

•	 Designer or merchandiser fills a Sample Request Form with style details, target delivery date, size 
set, and buyer reference.

•	 Product development head verifies feasibility and allocates the task.

Step 2: Specification Sheet (Tech Pack) Creation

•	 The Tech Pack includes measurements, construction details, colour codes, print/embroidery files, 
and fabric type.

•	 It is approved internally before proceeding to sampling.

Step 3: Resource Allocation

•	 Materials, trims, and fabric swatches are sourced or pulled from inventory.
•	 Coordinated with fabric, embroidery, and print departments.

Step 4: Sample Development

•	 Cutting master follows patterns and cuts sample fabric.
•	 Stitching team constructs the garment as per instructions in the tech pack.
•	 External vendors may be used for printing, washing, or dyeing.

Step 5: Review and Quality Check

•	 Internal QA checks fit, stitching, colour fastness, and workmanship.
•	 Sample is presented to design or merchandising heads for internal approval.
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Step 6: Submission and Feedback

•	 Sample is submitted to the client or buying agent.
•	 Feedback is recorded in the Sample Tracking Sheet and necessary revisions are made.

The sampling plan Table provides a visual representation of the key stages involved in developing a 
garment sample, ensuring all activities are carried out systematically and efficiently. It helps teams 
understand the sequence of tasks, from receiving the buyer’s brief to dispatching the final approved 
sample. By following this structured approach, coordination across departments becomes smoother, 
timelines are better managed, and quality is maintained throughout. 

Sample 
Request 
Initiated 

Tech Pack 
Prepared & 
Approved

Material & 
Trim Sourcing

Cutting & 
Construction

Internal QA & 
Review

Submission to 
Client

Client 
Feedback & 

Revisions

	 Fig. 3.1.1: Points for tracking progress and identifying any potential delays or issues in the process.

Importance of Standardization:

Standardization plays a crucial role in ensuring consistency, efficiency, and quality across all stages of 
garment production. It helps establish uniform procedures, minimizing errors and reducing variability 
in outcomes. With standardized processes, communication among departments improves, leading to 
better coordination. It also simplifies training for new employees, as they can easily follow set guidelines. 
Moreover, standardization enhances customer satisfaction by ensuring that final products meet 
consistent quality standards. Overall, it fosters reliability and professionalism within the organization.

Using structured templates ensures:

•	 Clarity in communication among departments
•	 Consistency in sample output
•	 Faster turnaround through predefined workflows
•	 Better tracking of approvals and rejections
•	 Enhanced buyer confidence in the sampling process
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An organization's knowledge base is a centralized repository that stores essential information, best 
practices, guidelines, and records that are vital for smooth operations and informed decision-making. 
This knowledge base may be digital (such as an internal database, shared drive, or cloud platform) or 
physical (such as manuals, record books, and reports). It includes information like standard operating 
procedures (SOPs), sampling plans, fabric specifications, cost sheets, client preferences, previous order 
details, quality checklists, and supplier directories.

How to Use the Knowledge Base:

1.	 Access and Navigation: Employees should be trained to navigate and retrieve relevant documents 
using indexing, tagging, or search features.

2.	 Reference for Procedures: Before starting any process like sampling, costing, or production, the 
knowledge base should be consulted to align with organizational standards.

3.	 Problem Solving: It serves as a reference point to resolve issues by checking historical cases, audit 
reports, and feedback notes.

4.	 Decision Making: Provides data-driven support for critical decisions such as vendor selection, 
design modification, or pricing.

Fig. 3.1.2: Benefits of a knowledge base in an organisation

3.1.2 Identifying the Organisation’s Knowledge Base and 
How to Use and Update It
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How to Update the Knowledge Base:

1.	 Continuous Documentation: Teams must document every new process, change in standards, or 
updated buyer requirements in a structured format.

2.	 Version Control: Maintain records of document versions to track changes and ensure the most 
current information is available.

3.	 Feedback Integration: Suggestions from employees, quality checks, or client feedback must be 
incorporated regularly.

4.	 Team Involvement: Encourage different departments—design, merchandising, quality control, 
etc.—to contribute updates related to their operations.

5.	 Periodic Review: Schedule regular reviews to remove outdated information, fix errors, and ensure 
relevance.

An updated and well-maintained knowledge base not only increases operational efficiency but also 
reduces training time, ensures continuity, and minimizes the risk of errors due to outdated or missing 
information.

Protocols to obtain more information on work-related tasks are essential for ensuring clarity, accuracy, 
and efficiency in any workplace, including the apparel industry. These protocols act as a systematic 
approach for gathering the right details from relevant sources before starting or continuing a task. They 
help employees avoid mistakes caused by assumptions or incomplete information, thereby improving 
overall work quality. Such protocols often involve identifying the right point of contact, asking clear and 
precise questions, and verifying information through official documentation. In the apparel industry, 
this could mean consulting technical sheets, production plans, or speaking directly with supervisors. 
Following these steps also fosters better communication and collaboration across departments. 
Ultimately, adhering to information-gathering protocols ensures that work is completed correctly, on 
time, and in line with company standards.

1.	 Refer to Standard Operating Procedures (SOPs)
•	 Begin by reviewing the relevant SOPs or organizational manuals.
•	 These documents often contain structured guidance on how to perform specific tasks and 

whom to approach for clarifications.
•	 Ensure you are referring to the latest version to avoid outdated instructions.

2.	 Consult Your Supervisor or Manager
•	 If SOPs are unclear or unavailable, speak directly with your immediate supervisor.
•	 Frame your query clearly: mention the task, where you are stuck, and what you’ve already tried.
•	 Record the guidance given, and follow up with written confirmation if necessary.

3.	 Approach Subject Matter Experts (SMEs)
•	 For technical or specialized queries, approach designated SMEs within your team or department.
•	 Respect their time: schedule a brief meeting or send a concise message.
•	 Ask if there are any supporting documents, videos, or manuals you can refer to.

3.1.3 Protocols to obtain more information on 
work-related tasks
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4.	 Use Internal Communication Channels
•	 Platforms like Slack, Microsoft Teams, or internal forums can be effective for quick queries.
•	 Use dedicated task-related channels or groups for posting questions.
•	 Be specific and professional when asking for support.

5.	 Access the Organization’s Knowledge Base
•	 Use the centralized knowledge management system to search for similar cases or documents.
•	 Look for FAQs, troubleshooting guides, best practices, or templates.
•	 If the information is outdated or missing, notify the knowledge base administrator.

6.	 Document the Information Received
•	 Summarize the new instructions or information in a note or checklist.
•	 Confirm the details by repeating them to the source (if necessary) to avoid misunderstandings.
•	 Store the information where other team members can access it in the future.

7.	 Follow Up and Provide Feedback
•	 After completing the task, share your experience and any challenges faced.
•	 Suggest improvements to existing protocols or documents if gaps are found.
•	 This helps in refining the process and avoiding repeated queries.

Understanding the reporting structure is vital for ensuring smooth workflow, accountability, and 
communication within an organization. It defines how information flows, who reports to whom, and 
how responsibilities are distributed. 

CEO

General Manager

Department Head (e.g., Production / Design / Merchandising)

Team leaders / Supervisors

Employees / Executives / Interns

Fig. 3.1.3: Hierarchical Structure

Definition and Purpose:

The reporting structure refers to the hierarchy or chain of command that outlines the levels of authority 
and communication in an organization. It helps employees know:

•	 Who they report to
•	 Who reports to them (if applicable)
•	 Where to escalate concerns or decisions
•	 How to coordinate tasks across departments

3.1.4 Identification of the Reporting Structure 
of the Organization
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Types of Reporting Structures:

Organizations may follow one of the following structures, depending on size, industry, or management 
style

Type Description Ideal For

Hierarchical Traditional top-down reporting; clear 
vertical chain of command

Manufacturing, corporate 
offices

Matrix Employees report to more than one 
manager (e.g., project and functional) Project-based or MNCs

Flat Fewer management levels; more autonomy 
and open communication Startups, creative industries

Divisional Organized by product lines, markets, or 
geographies

Large enterprises with diverse 
products

Team-Based/
Networked

Cross-functional teams with dynamic 
leadership roles

Agile or innovation-focused 
organizations

Table 3.1.2: Different types of management styles

How to Identify the Reporting Structure:

To accurately identify your organization’s reporting structure, follow these steps:

1.	 Review the Organizational Chart
•	 This visual representation shows departments, roles, and lines of authority.
•	 It helps identify who your immediate supervisor is and how your role connects to others.

2.	 Study the Job Descriptions
•	 Detailed job descriptions usually specify reporting relationships.
•	 Look for phrases like “reports to,” “works under the supervision of,” or “in coordination with.”

3.	 Ask During Orientation or Training
•	 HR or department heads provide clarity on reporting lines during onboarding.
•	 Training sessions often include a segment on internal communication and hierarchy.

4.	 Internal Documents and SOPs
•	 SOPs (Standard Operating Procedures) usually outline who approves what, helping clarify 

reporting paths.
5.	 Use HR or Intranet Portals

•	 Many organizations host updated structure documents on their internal employee portals or 
HR systems.
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Knowing the reporting structure in an organization offers several key benefits. It clarifies roles and 
responsibilities, ensuring that employees understand who to approach for guidance, approvals, or 
decision-making. This helps streamline communication and avoids confusion or delays in workflows. 
It also promotes accountability, as tasks and issues are directed to the appropriate level of authority. 
Employees can manage their tasks more efficiently and escalate concerns properly. Moreover, 
understanding the hierarchy supports career planning by showing clear paths for progression and 
leadership.

Tips for Working Within a Reporting Structure:

•	 Always follow the chain of command unless otherwise directed.
•	 Document communication and decisions for transparency.
•	 Clarify your reporting lines during team changes or restructuring.
•	 Respect roles and responsibilities of each position.

Proper understanding and identification of the reporting structure ensure that all work-related 
activities are aligned with the organization’s operational framework and communication policies. It is 
the foundation for organizational discipline, growth, and collaboration.

Plus, in any professional environment, it is essential to recognize the boundaries of one’s authority. 
When a problem arises that falls outside the scope of an individual's decision-making power—such 
as budget approvals, buyer disputes, quality rejections, or legal matters—it must be referred to the 
appropriate authority. This may include supervisors, managers, or specific departments such as 
Quality Control, Compliance, or Merchandising. Clear referral paths should be established in company 
guidelines or organizational charts to ensure timely and appropriate action.

Accurate reporting and recording of sampling information is a critical responsibility that ensures smooth 
coordination between design, production, quality, and merchandising teams. Sampling is the stage 
where initial garment prototypes are developed to meet buyer requirements before mass production. 
The information gathered during this stage—such as fabric details, measurements, trims, construction 
methods, fit adjustments, and buyer comments—must be documented precisely for reference and 
future decision-making.

The person responsible for this task (often a sampling coordinator, merchandiser, or quality 
representative) must maintain clear and organized records for each sample. This includes noting the 
sample type (e.g., development, fit, size set, pre-production), dates of submission, buyer approvals or 
rejections, and any required changes. Records should be stored systematically, either in digital systems 
like PLM (Product Lifecycle Management) software or in physical files, to ensure easy access for all 
relevant teams.

Reporting involves regularly updating supervisors, designers, and production teams on the status of 
samples. This helps prevent delays by ensuring that all stakeholders are aware of pending approvals, 
required modifications, or urgent actions. Effective communication in reporting is essential, 
as misinterpretation of sampling details can lead to production errors, cost overruns, or buyer 
dissatisfaction.

3.1.5 Benefits of Knowing the Reporting Structure

3.1.6 Responsibility for reporting and recording 
sampling information
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Additionally, maintaining these records builds a valuable reference library for future orders, helping 
identify successful designs, recurring issues, or areas for process improvement. It also supports 
compliance and accountability, as documented sampling records can serve as proof in case of disputes 
with clients or internal quality checks.

In short, the responsibility for reporting and recording sampling information is about accuracy, clarity, 
and timely communication—forming the backbone of a well-organized apparel production process.
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UNIT 3.2: Sample Development and Quality Practices

By the end of this unit, the participants will be able to:

1.	 Describe how to arrange for the necessary items to make the sample.
2.	 Explain the basic principles of sampling, including sampling characteristics, labelling, and storage 

requirements.
3.	 Explain how to conduct tests on samples and describe related handling and preparation 

responsibilities.
4.	 Describe quality practices followed in the workplace.
5.	 Incorporate buyer comments and make fit samples using actual trims and fabric.
6.	 Instruct concerned personnel to make alterations according to the revised specification sheet.
7.	 Ensure corrections and buyer comments are incorporated before handing over the final approved 

sample.
8.	 Communicate assembly issues to appropriate production personnel for necessary adjustments.

Unit Objectives

To arrange for the necessary items to make a sample, a systematic approach is essential. This process 
begins with reviewing the sample work order to identify all required materials such as fabric, trims, 
threads, embellishments, and accessories. Coordination with the sourcing and inventory departments 
helps confirm the availability of items or triggers procurement if stock is insufficient. A checklist is 
prepared and shared with concerned departments to ensure timely provision. Clear communication 
with vendors and internal teams ensures the right quality and quantity of materials are delivered. Each 
item is then issued to the sampling team as per the production schedule.

Below mentioned points are necessary to create a checklist.

1.	 Identify All Components Needed: List all materials and trims required for the prototype sample, 
such as fabric, lining, threads, buttons, zippers, and labels.

2.	 Define Specifications for Each Item: For each component, clearly mention the type, material, 
colour, size, and any other relevant specifications (e.g., “100% cotton, blue, 120 GSM”).

3.	 Determine Quantity Required: Calculate and record the exact quantity needed for each item based 
on the sample design and size.

4.	 Assign Department Responsibility: Identify and note which department or team is responsible for 
sourcing or providing each item (e.g., Sourcing, Inventory, Sampling Room).

5.	 Check and Record Status: Verify whether each item is available, needs to be ordered, or is pending 
delivery, and update the status accordingly.

6.	 Organize into a Checklist Format: Structure the information in a clear, tabular or bullet-point format 
so all teams can track progress and take timely action.

3.2.1 Arrangement for the necessary items 
to make the sample
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Department Responsibility

Design Team

Provides sample specifications and 
BOM

Sourcing Team

Procures raw materials and trims

Inventory

Checks stock availability

Sampling Unit

Issues items for construction
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Department Responsibility

Quality Control

Verifies item quality before use

Procurement Team

Places orders for unavailable items

Table 3.2.1: Departments involved in Sample Item Arrangement

The two tables provide a structured overview of the essential materials and departmental responsibilities 
in the sample-making process. They highlight the importance of planning, coordination, and resource 
allocation. Understanding these elements ensures efficient sample development. Together, they 
support timely execution and high-quality output.

Sampling serves as a communication tool between the buyer and the manufacturer, allowing both 
parties to align on design details, fit, and material usage. Multiple sample stages—such as development, 
fit, pre-production, and shipment samples—are often required, each serving a specific purpose in the 
approval process. Accurate documentation of sampling information, including measurements, fabric 
specifications, and feedback, is essential for traceability and reference. Any changes suggested by the 
buyer during sampling must be clearly recorded and communicated to all relevant departments to 
avoid errors in bulk production. This process also helps in identifying potential production challenges 
early on, saving both time and resources. Furthermore, well-maintained sampling records assist in 
resolving disputes by providing concrete evidence of agreed specifications. Ultimately, effective 
sampling management is a critical step toward ensuring consistent quality and customer satisfaction in 
garment manufacturing.

3.2.2 Basic principles of sampling, including sampling 
characteristics, labelling, and storage requirements
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Sampling Characteristics:

•	 Accuracy: The sample must accurately reflect the approved design, including fabric quality, colour, 
trims, stitching techniques, and fit.

•	 Functionality: It must serve as a reference for production, showing exactly how the final product 
should be made.

•	 Clarity: The construction details, measurements, and trims must be clearly visible and match the 
specification sheet.

•	 Consistency: Any future samples (like size sets or pre-production samples) must maintain 
consistency with the original approved sample.

Labelling in Sampling:

Labelling in sampling is an important step to ensure that every prototype garment is easily identifiable 
throughout the approval process. Each sample should carry clear labels indicating details such as style 
number, size, fabric type, colour, buyer name, and sample stage (e.g., development, fit, pre-production).

Proper labelling helps avoid mix-ups, especially when multiple styles or variations are being developed 
simultaneously. It also enables smooth communication between departments like design, production, 
and quality control by providing quick reference information. In addition, labels can include special 
handling instructions or notes about pending changes. Accurate and consistent labelling ultimately 
saves time, reduces errors, and maintains clarity during the sampling and approval cycle.

Label Component Description

Buyer Name To identify which client the sample is intended for.

Style Number Unique number/code assigned to the design.

Sample Type (e.g., proto sample, fit sample, size set, pre-production sample).

Size and Colour Exact size and colourway submitted.

Date of Submission For tracking approval timelines.

Department Notes Any special remarks or approvals pending.

Table 5.2.2: Label components and their departments

Labels are usually attached via a hangtag or written on a sampling label format, and must be clear, 
waterproof (if needed), and securely affixed.

Storage Requirements:

Proper sample storage is essential to preserve garment quality and ensure accessibility when required. 
It involves maintaining clean, dry, and well-organized storage areas that safeguard samples from 
environmental and physical damage. Categorizing samples by type, season, or buyer streamlines 
retrieval and reduces errors. The use of barcodes or inventory systems ensures accurate tracking of 
sample status. For exclusive designs, secure storage safeguards confidentiality and protects intellectual 
property.

Sampling is a vital step in ensuring garment quality and buyer satisfaction. By following basic principles 
such as accuracy, consistency, and clear labelling, manufacturers can minimize errors in bulk production. 
Proper storage of samples maintains their condition for reference and approval. Organized systems also 
enhance traceability and accountability. When managed efficiently, the sampling process contributes 
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to smoother workflow and reduced production delays. Ultimately, it ensures the final product aligns 
perfectly with client expectations.

Key points include:

•	 Clean and Dry Storage Areas: Ensure storage spaces are free from dust, dirt, moisture, and pests 
to maintain garment quality.

•	 Controlled Temperature & Humidity: Avoid excessive heat, cold, or humidity to prevent fabric 
shrinkage, discoloration, or mildew.

•	 Adequate Ventilation: Maintain proper airflow to prevent odour buildup and fabric deterioration.
•	 Categorized Arrangement: Store samples according to buyer, season, style, or sample type for 

quick and efficient retrieval.
•	 Protective Packaging: Use garment bags, covers, or boxes to prevent physical damage and 

contamination.
•	 Barcode/Inventory Management System: Implement digital tracking to monitor location, 

movement, and status of each sample.
•	 Secure Storage for Confidential Designs: Keep high-value or exclusive samples in locked cabinets 

or restricted-access rooms.
•	 Clear Labelling: Use visible and accurate labels to avoid mix-ups and ensure easy identification.
•	 Regular Inspection: Conduct periodic checks to confirm samples remain in good condition and 

records are accurate.
•	 Compliance with Buyer/Industry Standards: Follow any specific storage requirements stated by 

the buyer or regulatory bodies.

Conducting tests on garment samples is a critical step in evaluating their quality, performance, and 
compliance with industry or buyer standards. These tests help ensure that the fabric and trims meet 
durability, colourfastness, dimensional stability, and other quality parameters before mass production. 

Below is a detailed explanation of how to conduct such tests and the associated responsibilities:

Sample Preparation Responsibilities:

•	 Collection and Identification: Select representative samples of fabric or finished garments. Label 
each sample clearly with necessary details (style number, batch number, date, fabric type).

•	 Conditioning: Prepare samples by conditioning them in a standard environment (typically 21°C and 
65% relative humidity for 24 hours) to ensure consistent testing conditions.

•	 Documentation: Maintain a record of sample details in a register or database, ensuring traceability 
for future reference or audits.

3.2.3 Conducting Tests on Samples
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Test Type Purpose Standard 
Method Handled By

Colourfastness Test

To check 
resistance 
to washing, 
rubbing, light

ISO 105 series Lab 
technician/QC

Dimensional Stability

To assess 
shrinkage or 
growth post-
wash

AATCC 135 or 
ISO 5077

Quality 
Control team

Seam Strength Test

To check 
tensile strength 
of seams

ASTM D1683 Technician
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Test Type Purpose Standard 
Method Handled By

Fabric GSM Test

Measures 
fabric weight 
per square 
meter

GSM Cutter 
and weighing 
scale

QA assistant

Wash Care Test

Ensures 
garment 
withstands 
intended 
laundering

ISO 6330 Garment 
technologist

Visual Inspection

For defects like 
stains, holes, 
misprints

In-house 
visual 
inspection 
SOPs

Quality 
checker

Table 5.2.3: Various tests and their purposes

Handling Responsibilities:

•	 Technician’s Role: Operate testing machines and follow the required standard testing protocols.
•	 QC Personnel: Analyse test results, compare with tolerance levels, and report non-conformities.
•	 Sampling Coordinator: Liaise between departments to schedule testing, ensure timely submission, 

and file reports.
•	 Documentation Staff: Update test records and attach reports to sample folders.
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Post-Test Responsibilities:

•	 Store tested samples separately from untested ones, with clear labels such as “Tested – Pass/Fail.”
•	 Share test outcomes with merchandising and production teams for further decision-making.
•	 If any test fails, initiate corrective actions, such as fabric re-selection or finishing adjustments.

	 Fig. 3.2.1: Quality Control in Garment Manufacturing

Quality practices in the garment sampling and production process ensure that the final product meets 
both customer expectations and regulatory standards. These practices begin with the selection of 
high-quality raw materials, followed by adherence to standard operating procedures (SOPs) during 
all stages of production. Continuous quality checks, documentation, and the use of checklists are 
employed to identify defects early. Team training, machinery calibration, and preventive maintenance 
are also essential to maintain consistency. Furthermore, workplace safety, cleanliness, and proper 
communication are critical components of a quality-focused environment. Finally, customer feedback 
is integrated into quality improvement processes to close the quality loop.

	 Fig. 3.2.2: Pie chart showing the frequency of quality audits and their outcomes in the 	
	 workplace (Source: Internal Quality Audit Reports, 2023–2024)

3.2.4 Quality Practices Followed in the Workplace
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Quality practices in the workplace ensure consistency, accuracy, and customer satisfaction in every 
product. They involve regular inspections, adherence to standard procedures, and continuous staff 
training. These practices reduce errors and wastage, leading to improved efficiency. A strong quality 
culture supports the organization’s reputation and long-term success.

After receiving feedback from the buyer, it is essential to carefully analyse and incorporate all 
comments into the fit sample. This version must reflect actual trims and fabrics that will be used in 
final production. Once these adjustments are made, the updated specification sheet is shared with 
concerned departments like pattern making, cutting, and stitching. Personnel must be clearly instructed 
to carry out alterations as per the revised details to ensure the sample meets expectations in every 
aspect—fit, construction, and appearance.

Stage Action

Receive Buyer Feedback Analyse and document all comments regarding fit, design, or 
material.

Prepare Revised Spec Sheet Reflect all necessary changes in construction and measurements.

Source Final Materials Gather approved trims and fabrics for accurate sample 
representation.

Instruct Concerned Personnel Direct pattern, stitching, and cutting teams to make adjustments.

Create Updated Fit Sample Construct using final materials and revised specs for buyer review.

Table 5.2.4: Different stages in the Sampling Process

	 Fig. 3.2.3: Finalizing of Samples

Before the final sample is handed over for approval, it is crucial to ensure that all corrections and 
buyer suggestions have been properly implemented. This ensures that the sample becomes a reliable 
reference for bulk production. During this phase, any assembly-related problems must also be identified 
and promptly communicated to the production personnel. Proactive problem-solving ensures high-
quality final output and minimizes delays or rejections during bulk manufacturing.

3.2.5 Incorporating Buyer Feedback and Executing Revisions
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Activity Details

Final Review of Revised 
Sample Verify all changes are incorporated as per buyer expectations.

Internal Quality Check Inspect fit, seams, trims, labelling, and finish.

Communicate Assembly 
Issues

Notify relevant teams about stitch issues, misalignment, or 
labelling errors.

Implement Corrections in 
Production

Make necessary adjustments before final approval or mass 
production.

Final Sample Submission Hand over the approved sample as the master reference for bulk 
production.

Table 5.2.5: Different Activities involved in the process

Incorporating buyer feedback and executing accurate sample revisions are essential steps toward 
ensuring product satisfaction and production efficiency. Clear communication with relevant personnel 
helps in timely adjustments and quality enhancement. Using final trims and fabrics in fit samples 
ensures precision and alignment with buyer expectations. Addressing assembly issues early prevents 
production errors and delays. These practices collectively ensure a seamless transition from sample 
development to bulk manufacturing.

Effective communication of alteration requirements is essential to ensure that the final sample or 
product meets the desired specifications. When a garment, accessory, or product needs changes based 
on buyer feedback, fit trials, or quality inspections, the sampling coordinator or supervisor must follow 
a systematic approach to instruct the concerned personnel.

1.	 Understand the Required Changes
•	 Begin by thoroughly reviewing the buyer’s comments, fit reports, or internal QC observations.
•	 Note down specific problem areas such as measurements, pattern shapes, stitch quality, seam 

placement, or trim issues.
2.	 Prepare Clear Instructions

•	 Draft alteration instructions in simple, precise language to avoid misinterpretation.
•	 Include all technical details like size adjustments, fabric changes, stitch type, seam allowances, 

and any finishing methods.
•	 Highlight measurements with exact values (e.g., “Reduce sleeve length by 2 cm”).

3.	 Provide Visual References
•	 Attach corrected samples, marked-up patterns, annotated images, or technical sketches.
•	 Use color-coded markings or notes on the sample to clearly indicate the changes.

4.	 Assign to the Right Personnel
•	 Identify and inform the tailor, pattern master, or technician responsible for the specific change.
•	 Ensure they have the necessary skill level and familiarity with the product.

3.2.6 Instruct concerned personnel to make alterations
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5.	 Ensure Material and Tool Availability
•	 Confirm that all required fabrics, trims, accessories, and replacement components are available 

before starting.
•	 Provide access to appropriate tools, machines, and measuring instruments.

6.	 Communicate Timeline and Priority
•	 Clearly state the urgency level and set a realistic deadline for completion.
•	 If the alteration is urgent for a buyer review or upcoming presentation, communicate this 

immediately.
7.	 Monitor the Progress

•	 Follow up during the alteration process to ensure work is progressing as expected.
•	 Address any queries from the personnel promptly to prevent delays or errors.

8.	 Final Quality Check
•	 Once the alterations are complete, compare the modified sample against the requirement 

sheet and buyer comments.
•	 Ensure all changes have been implemented accurately before sending the sample for approval.

By following these steps, alterations can be executed efficiently, ensuring accuracy, quality, and timely 
delivery. Clear, structured instructions minimize misunderstandings and improve coordination between 
the sampling and production teams.

In the garment sampling process, incorporating corrections and buyer comments is a critical step to 
ensure the product matches the client’s requirements and expectations. Once a buyer reviews the 
initial sample, they often provide feedback related to design, fit, fabric, colour, embellishments, trims, 
or finishing quality. This feedback can be communicated via annotated photos, written notes, tech 
packs, or verbal discussions.

The process involves the following steps:

•	 Careful Review of Buyer Feedback: All comments from the buyer should be reviewed in detail 
to avoid misunderstandings. It is essential to clarify any ambiguous points with the buyer before 
making changes.

•	 Prioritizing Corrections: Determine which corrections are critical (e.g., wrong measurements, poor 
finishing) and which are minor (e.g., small label position changes) to address them systematically.

•	 Technical Translation of Comments: The sampling coordinator or merchandiser translates buyer 
comments into clear, actionable technical instructions for the pattern master, tailor, or production 
team. This ensures there is no confusion during alterations.

•	 Adjusting the Pattern and Construction: If corrections involve design or fit changes, the base 
pattern and construction details must be updated accordingly before cutting or sewing begins.

•	 Updating Trims, Accessories, and Labels: Any required changes to trims, buttons, zippers, hangtags, 
or labels should be made as per the buyer’s new requirements.

•	 Quality Checks After Alterations: Once all corrections are incorporated, the updated sample should 
be thoroughly checked for measurement accuracy, stitching quality, fabric handling, and alignment 
with the buyer’s revised specifications.

3.2.7 Incorporating corrections and buyer comments 
before handing over the final sample
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•	 Documentation of Changes: Maintain clear records of the original feedback, the changes made, 
and final approval to ensure traceability for future production batches.

•	 Final Presentation to Buyer: The corrected and refined sample should be presented neatly, 
preferably with a comment sheet detailing the changes made, to show professionalism and ensure 
quicker approval.

Effective communication of assembly issues is essential to ensure that the garment manufacturing 
process remains smooth, quality-focused, and on schedule. If defects, inconsistencies, or inefficiencies 
are identified during assembly, they must be promptly addressed with the relevant team members.

Steps to Follow:

1.	 Identify and Document the Issue
•	 Clearly observe and record the problem (e.g., seam misalignment, incorrect stitch length, fabric 

puckering, size variations).
•	 Take photographs or videos to provide a visual reference.
•	 Note the exact section, stage, or machine where the issue occurred.

2.	 Assess the Severity and Impact
•	 Determine whether the issue is minor (can be fixed on the spot) or major (requires halting 

production for correction).
•	 Evaluate if it affects quality, fit, safety, or compliance with buyer specifications.

3.	 Prepare Clear Communication
•	 Use precise and non-ambiguous language to explain the problem.
•	 Include all necessary details such as sample number, batch number, workstation ID, and defect 

type.
•	 Use visual aids (charts, defect reports, marked samples) to help the production team understand 

the exact nature of the problem.
4.	 Address the Correct Personnel

•	 Communicate with the production supervisor, line manager, or quality control head.
•	 In cases of technical issues, involve the maintenance or machine technician.
•	 Ensure the message is passed to the actual operators if they need to modify their work method.

5.	 Suggest or Request Solutions
•	 If you know the cause, propose a possible fix (e.g., adjust machine tension, replace needle, 

realign cutting patterns).
•	 If the cause is unclear, request an immediate review by the technical team.

6.	 Follow-Up for Verification
•	 After adjustments are made, check the output to confirm the problem is resolved.
•	 Document the corrective action taken for future reference.

7.	 Record for Continuous Improvement
•	 Log the issue, action taken, and resolution time in the defect report or production record.
•	 Use the data to prevent similar problems in upcoming batches.

3.2.8 Communicate assembly issues to appropriate 
production personnel for necessary adjustments
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UNIT 3.3: Garment Checking and Evaluation

By the end of this unit, the participants will be able to:

1.	 Test fit the finished prototype and compare it with the specification sheet.
2.	 Check the assembled garments for compliance with the specification sheet.
3.	 Ensure proper grading by checking size set samples as per buyer specifications.
4.	 Identify various types of fabrics and garments.

Unit Objectives

Prototype evaluation:

Prototype evaluation is the systematic process of reviewing the first garment sample (prototype) 
to ensure it meets the buyer’s design, quality, and functional expectations before moving to bulk 
production.

Key Aspects:

1.	 Visual Inspection: Check the overall appearance, silhouette, style lines, and finishing details.
2.	 Fabric & Material Verification: Ensure the correct fabric, trims, and accessories are used as per the 

tech pack.
3.	 Workmanship Quality: Examine stitching, seam finishes, pattern matching, and durability.
4.	 Functional Features: Test zippers, buttons, elastic, pockets, and other functional components for 

ease of use and performance.
5.	 Compliance with Buyer’s Specifications: Compare the garment to design sketches, measurements, 

and brand guidelines.
6.	 Fit Testing: Conduct mannequin or live model fitting sessions to assess comfort, drape, and 

movement.
7.	 Defect Identification & Documentation: Record any deviations, issues, or suggested improvements 

for correction.

Size Compliance:

Size compliance in garment manufacturing ensures that the produced clothing meets the exact 
measurements and fit standards approved by the buyer. It involves comparing the prototype or 
production sample against the size specifications provided in the tech pack. Proper size compliance 
helps maintain consistency across all garments in a production run. This process also reduces the risk 
of rejections, returns, and customer dissatisfaction. Accurate sizing is critical for both quality control 
and brand reputation.

3.3.1 Prototype Evaluation and Size Compliance

90



Sampling Coordinator

Key Aspects:

1.	 Measurement Check: Compare garment measurements to the size chart provided by the buyer, 
using calibrated measuring tools.

2.	 Tolerance Verification: Confirm that any size variations are within allowable tolerance limits (+/- as 
per buyer’s requirement).

3.	 Fit Consistency: Evaluate how the garment fits across different sizes (if multiple size prototypes are 
made).

4.	 Shrinkage & Wash Tests: Consider dimensional stability after washing or other finishing processes.
5.	 Body Shape Adaptation: Ensure the garment fits the intended target market’s body proportions.
6.	 Adjustment Recommendations: Suggest pattern alterations if size discrepancies are detected.
7.	 Final Approval: Only proceed to bulk production after buyer sign-off on size accuracy.

Assembled garments must be thoroughly checked to ensure they match the details outlined in the 
specification sheet. This includes verifying measurements, construction techniques, fabric type, and 
placement of trims. Any deviation from the specifications can affect fit, appearance, or functionality. 
Inspectors should follow a checklist based on the spec sheet for consistency. Ensuring compliance at 
this stage helps maintain quality and meet buyer expectations.

Detailed Guidelines

1.	 Understanding the Specification Sheet
•	 Review the buyer’s approved specification sheet (spec sheet) carefully before inspection.
•	 Note all key parameters: garment dimensions, fabric type, construction details, trims, stitching 

requirements, labelling, and finishing standards.
2.	 Physical Measurement Check

•	 Use approved measurement tools (measuring tape, rulers, callipers) to verify garment 
dimensions.

•	 Compare measurements against the spec sheet for critical points such as chest, waist, hip, 
sleeve length, inseam, shoulder width, and garment length.

•	 Ensure tolerances fall within the allowable limits set by the buyer.
3.	 Construction and Workmanship Review

•	 Inspect seams, hems, and stitches for accuracy, uniformity, and strength.
•	 Confirm correct stitch type (e.g., lockstitch, overlock) and stitch count per inch as per spec 

sheet.
•	 Check alignment of panels and pattern matching, especially for printed or striped fabrics.

4.	 Fabric and Trim Verification
•	 Verify that the correct fabric quality, weight, and colour are used.
•	 Inspect trims such as zippers, buttons, hooks, and labels to ensure they match approved 

samples and specifications.
•	 Ensure branding and care labels are correctly positioned and attached according to buyer 

requirements.

3.3.2 Check the assembled garments for compliance 
with the specification sheet
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5.	 Fit and Appearance Assessment
•	 Conduct a visual inspection for overall garment shape and fit.
•	 Ensure there is no twisting, puckering, uneven hems, or misaligned elements.
•	 Check that pressing and finishing meet the approved quality level.

6.	 Compliance Documentation
•	 Record all inspection findings in a Quality Inspection Report.
•	 Mark garments that meet specifications as approved for the next stage.
•	 Flag non-compliant garments for correction or rejection, and communicate findings to relevant 

personnel.
7.	 Final Approval

•	 Ensure only garments meeting all spec sheet requirements are moved forward to packing or 
delivery.

•	 Maintain signed-off records for traceability and buyer reference.

1.	 Purpose of Proper Grading
•	 Ensures that garments across all sizes maintain correct proportions and design integrity.
•	 Guarantees that fit, comfort, and appearance are consistent from the smallest to the largest 

size.
•	 Minimizes production errors and customer dissatisfaction.

2.	 Preparation of Size Set Samples
•	 Size range determination: Based on the buyer’s provided size chart (e.g., XS–XL, or 6–16).
•	 Sample development: Create physical samples for each size before bulk production.
•	 Reference documents: Use the buyer’s specification sheet and measurement chart for accuracy.

3.	 Measurement Verification
•	 Dimensions checked: Chest/bust, waist, hip, shoulder width, armhole, sleeve length, garment 

length, hem, and neckline.
•	 Tolerance limits: Verify that each measurement falls within the tolerance allowed by the buyer 

(e.g., ±0.5 cm).
•	 Tools used: Measuring tape, flat surface measurement boards, and garment rulers.

4.	 Design & Proportion Consistency
•	 Ensure that design elements (e.g., pockets, embroidery, seams, prints) are proportionally 

adjusted for each size.
•	 Check that seam placements and style lines do not shift disproportionately in larger or smaller 

sizes.
•	 Confirm that pattern grading has not distorted the garment shape.

5.	 Fit Evaluation
•	 Fitting session: Conduct trial fittings on live models or mannequins representing each size.
•	 Movement allowance: Ensure comfort during movement (e.g., bending, stretching, arm raising).
•	 Buyer feedback: Send fitting photos or samples to the buyer for approval.

3.3.3 Proper grading by checking size set samples 
as per buyer specifications
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6.	 Common Issues to Identify
•	 Uneven length grading causing disproportionate look.
•	 Incorrect sleeve or pant length scaling.
•	 Tightness or looseness beyond tolerance limits.
•	 Misaligned prints or graphics on larger/smaller sizes.

7.	 Corrections & Finalization
•	 Note all deviations and communicate them to the pattern master or technical team.
•	 Update the master pattern with approved grading corrections.
•	 Get final buyer approval before bulk cutting and production.

Fabrics can be broadly classified based on fibre content, weave/knit type, and end-use. The primary 
fabric types include:

1.	 Cotton

	 Fig. 3.3.1: Cotton Fabric

Cotton is a soft, natural fibre obtained from the seed hairs of the cotton plant, mainly grown in warm 
climates, and is one of the most widely used materials in the textile industry due to its comfort, 
breathability, and absorbency. Durable and versatile, it can be woven or knitted into various textures 
and weights, making it suitable for a wide range of products such as apparel, home textiles, and 
medical fabrics. Its hypoallergenic nature makes it ideal for sensitive skin, and when blended with 
synthetic fibres, cotton gains enhanced strength, wrinkle resistance, and longer lifespan.

3.3.4 Types of Fabrics
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2.	 Polyester

	 Fig. 3.3.2: Polyester Fabric

Polyester is a strong, synthetic fibre made from petroleum-based polymers, known for its durability, 
wrinkle resistance, and quick-drying properties. It retains shape well, resists shrinking and stretching, 
and is widely used in clothing, upholstery, and home textiles. Lightweight and versatile, polyester is 
often blended with natural fibres like cotton to improve comfort and performance. Its low moisture 
absorbency makes it ideal for sportswear and outdoor apparel.

3.	 Silk 

	 Fig. 3.3.3: Silk Fabric

Silk is a natural fibre produced by silkworms, known for its smooth texture and luxurious feel. It is 
strong yet lightweight, with a natural sheen that gives fabrics an elegant appearance. Silk is breathable, 
comfortable in both warm and cool weather, and drapes beautifully. It is often used for clothing like 
sarees, dresses, ties, and scarves. Being a delicate fabric, it requires gentle care, usually hand washing 
or dry cleaning. Silk is considered one of the most valuable and premium textiles in the world.
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4.	 Wool

	 Fig. 3.3.4: Wool fabric

Wool is a natural fibre obtained from the fleece of sheep and some other animals like alpacas and 
goats. It is warm, soft, and insulating, making it ideal for winter clothing. Wool is naturally elastic, 
durable, and resistant to wrinkles. It can be woven or knitted into garments like sweaters, coats, 
and scarves.

5.	 Rayon/Viscose

	 Fig. 3.3.5: Rayon Fabric

Rayon is a semi-synthetic fibre made from regenerated cellulose, usually derived from wood pulp. 
It has a smooth, soft texture and a silk-like appearance, making it popular for clothing and home 
textiles. Rayon is breathable, drapes well, and is comfortable to wear in warm weather. However, it 
tends to wrinkle easily and can shrink if not cared for properly.
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6.	 Linen

	 Fig. 3.3.5: Lined Fabric

Linen is a natural fabric derived from the flax plant, valued for its strength, longevity, and airy texture. 
Highly absorbent and quick-drying, it keeps the wearer cool and comfortable in hot climates. Its 
smooth feel and natural lustre make it popular for both apparel and home décor. One drawback is 
its tendency to wrinkle easily, often requiring ironing or gentle maintenance.

7.	 Denim

	 Fig. 3.3.6: Denim Fabric

Denim is a durable cotton twill fabric known for its diagonal weave pattern and sturdy texture. 
Traditionally dyed with indigo to create its classic blue shade, denim is widely used for jeans, 
jackets, and workwear. It offers excellent strength, making it long-lasting even with frequent wear. 
Over time, denim develops a unique faded look, adding to its casual and stylish appeal.
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Types of Garments:

Garments can be categorized by function, gender, occasion, and construction style:

1.	 Tops

	 Fig. 3.3.7: Shirts

Tops are made from a variety of materials chosen to suit the country’s diverse climate, fashion 
preferences, and occasions. Cotton tops are the most popular for daily wear due to their breathability 
and comfort, especially in hot and humid regions. Silk tops are often worn for festive or formal 
events, offering a luxurious sheen and elegant drape. Rayon tops are lightweight and soft, making 
them a versatile choice for both office and casual wear. Polyester tops are valued for their durability 
and wrinkle resistance, often preferred for travel or budget-friendly fashion. In cooler regions or 
winter months, wool-blend tops provide warmth, while linen tops are appreciated in summer for 
their airy, natural texture. The choice of material is influenced not only by weather but also by 
cultural events, with embellishments and prints reflecting regional styles.

2.	 Bottoms 

  
	 Fig. 3.3.8: Trousers and Skirts

In India, bottoms come in a wide variety of materials to match the climate, comfort needs, and 
cultural preferences. Cotton bottoms such as palazzos, churidars, and salwar are highly popular 
for daily wear due to their breathability and comfort in hot weather. Denim jeans are a staple for 
casual and semi-casual outfits, favoured by youth and urban professionals for their durability and 
style. Linen trousers are preferred in summer for their light and airy feel, ideal for both formal 
and relaxed settings. Polyester-blend bottoms like leggings and formal pants are valued for their 
wrinkle resistance and stretch, making them suitable for travel and office wear. Silk or satin skirts 
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and lehenga bottoms are often chosen for weddings, festivals, and traditional events for their rich 
look and flow. Rayon and crepe palazzos or culottes provide a stylish yet comfortable option for 
everyday wear, especially in warmer regions.

3.	 Outerwear

	 Fig. 3.3.9: Blazers

In India, outerwear reflects a mix of practicality, climate needs, and cultural flair. For warm 
weather, lightweight cotton jackets, shrugs, and layering capes keep outfits airy while adding style. 
Denim jackets are a go-to for casual looks, pairing well with both Western wear and Indo-western 
outfits. In winter or colder regions, woollen coats, sweaters, and cardigans offer warmth without 
compromising on appearance. For festive or formal gatherings, silk, brocade, or embroidered shawls 
and capes bring elegance and richness to the attire. Polyester and nylon raincoats or windcheaters 
serve as essential protection during the monsoon season. Luxury pieces like Pashmina shawls and 
Kashmiri embroidered wraps are treasured for their fine craftsmanship and timeless appeal.

4.	 Formal Wear 

	 Fig. 3.3.10: Suits
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Formal wear blends tradition with modern style, catering to both professional and ceremonial 
settings. For men, options range from classic suits, blazers, and dress shirts made of cotton, 
polyester blends, or wool for office and corporate events, to bandhgalas and tailored sherwanis for 
formal gatherings and weddings. Women’s formal wear includes sarees in silk, chiffon, or georgette, 
salwar suits with minimal embroidery, and blazers with trousers or pencil skirts for business settings. 
Fabrics like linen and high-quality cotton are preferred for their crisp look in summer, while wool 
blends and heavier silks are chosen for winter. Neutral or subtle colours dominate business formals, 
whereas richer tones and intricate detailing are common for ceremonial occasions. Accessories like 
ties, cufflinks, scarves, and minimal jewellery complete the formal look with finesse.

5.	 Casual Wear

	 Fig. 3.3.11: T-shirts

Casual wear focuses on comfort, versatility, and personal style, adapting well to the country’s diverse 
climate. For men, it includes T-shirts, polo shirts, casual shirts, jeans, chinos, and shorts, often in 
cotton or linen for breathability. Women’s casual wear ranges from kurtis with leggings, palazzos, 
or jeans, to dresses, tops, and skirts in airy fabrics like cotton, rayon, or georgette. Seasonal choices 
vary — light, pastel shades and loose fits are common in summer, while layered looks with light 
jackets or sweaters appear in cooler months. Prints, embroidery, and vibrant colours reflect regional 
influences, making casual outfits not just comfortable but also culturally expressive. Footwear like 
sandals, sneakers, or juttis often complements the relaxed yet stylish vibe.

6.	 Activewear/Sportswear

	 Fig. 3.3.12: Gym clothes
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Activewear has gained popularity with the growing focus on fitness, sports, and wellness. It includes 
T-shirts, tank tops, track pants, leggings, shorts, sports bras, and jackets, designed using stretchable 
and moisture-wicking fabrics like polyester, spandex, and blends for comfort during workouts. 
Brands often adapt styles to the Indian climate, offering lightweight and breathable options for 
hot weather and slightly thicker layers for cooler regions. Activewear also caters to activities like 
yoga, gym workouts, running, cycling, and dance, with designs ensuring ease of movement and 
durability. Bold colours, graphic prints, and athleisure-inspired looks have made activewear suitable 
not just for exercise but also for casual everyday wear. Footwear such as sports shoes and trainers 
completes the look, balancing performance with style.

7.	 Ethnic/Traditional Wear

	 Fig. 3.3.13: Sarees

Ethnic wear reflects the country’s rich cultural diversity and traditional craftsmanship. It includes 
outfits like sarees, salwar suits, lehengas, kurtas, sherwanis, and dhotis, often crafted from fabrics 
such as cotton, silk, chiffon, georgette, and brocade. Designs vary across regions, featuring distinct 
embroideries, weaves, and prints—for example, Banarasi from Uttar Pradesh, Bandhani from 
Rajasthan, and Kanjivaram from Tamil Nadu. Ethnic wear is popular for festivals, weddings, religious 
ceremonies, and formal occasions, often adorned with zari, mirror work, or intricate thread 
embroidery. While traditional cuts remain timeless, modern trends have introduced fusion styles 
that combine ethnic silhouettes with contemporary tailoring, appealing to younger generations. 
Accessories like jewellery, dupattas, and traditional footwear (juttis, mojris) complete the ensemble, 
adding cultural elegance to the attire.
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8.	 Undergarments 

	 Fig. 3.3.14: Thermal Wear

Undergarments in India, as elsewhere, are essential clothing items worn beneath outerwear for 
comfort, hygiene, and support. Common materials include cotton for breathability and softness, 
especially preferred in warm climates, as well as nylon, polyester, and spandex blends for stretch 
and fit. Popular types include bras, briefs, boxers, vests, and camisoles, designed to suit different 
body types and preferences. In India, cotton undergarments are widely favoured for daily use due 
to their moisture-wicking properties and comfort. Specialized undergarments such as sports bras, 
shapewear, and thermal innerwear cater to specific needs like fitness, body shaping, and colder 
weather. Proper fit and fabric choice are emphasized to maintain comfort and prevent skin irritation.

Fabric Type Characteristics Common Garments

Cotton Soft, breathable, natural fibre T-shirts, shirts, baby clothes, dresses

Polyester Durable, wrinkle-free Sportswear, uniforms, jackets

Silk Smooth, lustrous, drapes well Sarees, blouses, evening gowns

Wool Warm, insulating Sweaters, coats, suits

Linen Lightweight, textured Summer shirts, trousers, jackets

Rayon Soft, semi-synthetic Skirts, tops, flowy dresses

Denim Strong, structured Jeans, dungarees, jackets

Table 3.3.1: Fabric-Garment Matching Guide
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•	 The finished prototype is test-fitted to ensure it aligns with the measurements and fit outlined in 
the specification sheet.

•	 Garments are checked against detailed specifications including stitching, measurements, seam 
quality, and finishing.

•	 Size set samples are reviewed to confirm consistent grading and sizing across all garment sizes as 
per buyer standards.

•	 Various types of fabrics and garments are identified to assess their suitability, performance, and 
compatibility.

•	 Visual and manual checks are conducted to identify defects like loose threads, uneven seams, or 
misaligned trims.

•	 Feedback is recorded, and garments are revised if necessary, ensuring the final product meets 
quality, fit, and buyer expectations.

Summary
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Multiple-choice Question:
1.	 What is the primary purpose of test fitting a prototype garment?

a. To choose fabric colour

b. To analyse fabric thickness

c. To evaluate the fit and compare with the specification sheet

d. To test shrinkage after wash

2.	 Which of the following is NOT typically checked during garment evaluation?
a. Stitching quality	 b. Fabric weight

c. Fit against size chart	 d. Grading accuracy

3.	 Size set samples are checked to ensure proper:
a. Fabric blending	 b. Colour matching

c. Grading across sizes	 d. Trim placement

4.	 Which document is used as a reference when evaluating a prototype?
a. Buyer invoice	 b. Specification sheet

c. Shipping list	 d. Packing slip

5.	 Which type of defect is commonly checked during garment inspection?
a. Barcode issues	 b. Stitch irregularities

c. Invoice errors	 d. Machine calibration

Descriptive Questions:

1.	 Explain the importance of comparing the prototype garment to the specification sheet during 
evaluation.

2.	 Describe the process of checking assembled garments for defects and compliance with quality 
standards.

3.	 What is grading in garment evaluation and why is it important for size set checking?
4.	 List the major checkpoints involved in garment quality inspection.
5.	 Discuss how different fabric types may affect the garment evaluation process.

Exercise
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Notes

Scan the QR codes or click on the link to watch the related videos

https://youtu.be/27iMf6FNJGE?si=eub3pLudqjFHKdXc

Sampling plan in apparel industry

https://youtu.be/anwLUx35-mE?si=7U8UQIokJFUplou0

Quality Assurance In Apparel Manufacturing

https://youtu.be/lbZA4mo-08g?si=RFaMtPacU3_Zsu9p

Types Of Fabric Names and Pictures
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By the end of this module, the participants will be able to:

1.	 Ensure availability of the detailed tech pack to prepare the fabric, trims and garment to be 
developed for the prototype.

2.	 Explain the concepts of product and pricing life cycle.
3.	 Describe pricing and costing procedures.
4.	 Ensure that all the counter samples of the particular season are returned.
5.	 Identify how to coordinate well with all the departments.
6.	 Ensure that all the records are well maintained.
7.	 Maintain a proper sample plan, as this is a plan for all the styles for the month.
8.	 Identify the limits of own role and responsibilities in relation to incidents.
9.	 Identify various fabrics/garments, trims, and embellishments.
10.	Ensure compliance of all the given formats in making the samples like the sample requisition, 

for the creation of sample work order.
11.	Prepare a counter sample –returning chart for future reference.

Key Learning Outcomes
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UNIT 4.1: Product Planning and Sample Development

By the end of this unit, the participants will be able to:

1.	 Ensure availability of the detailed tech pack for fabric, trims, and garment development.
2.	 Maintain a proper sample plan for monthly style tracking.
3.	 Prepare a counter sample-return chart for future reference.
4.	 Ensure that all counter samples of the season are returned.
5.	 Ensure compliance with formats required for creating samples such as sample requisition and 

sample work order.
6.	 Describe pricing and costing procedures.
7.	 Explain the concepts of product and pricing life cycle.

Unit Objectives

To ensure a smooth sampling process, it is crucial to have a detailed tech pack that clearly defines 
all technical specifications such as fabric type, trims, stitching guidelines, measurement charts, and 
finishing instructions. This acts as a foundation for the sampling team to work on garment development 
without ambiguity. Alongside, maintaining a monthly sample plan helps in tracking different styles, 
their deadlines, and the progress of each sample. This systematic approach prevents last-minute rushes 
and ensures better coordination among departments.

Key aspects:

•	 Centralized Record-Keeping
	ᴑ Maintain a well-organized record of all samples, including prototypes, fit samples, size sets, pre-

production samples, and final sealed samples.
	ᴑ Use both physical files (sample tags, approval sheets) and digital records (Excel, PLM software, 

or ERP systems).
•	 Clear Sample Identification

	ᴑ Label each sample with details like style number, buyer name, season, size, and date.
	ᴑ Use barcodes or QR codes for quick tracking and retrieval.

•	 Sample Tracking System
	ᴑ Track the movement of each sample from creation to approval, noting dates, changes requested, 

and approvals.
	ᴑ Maintain a sample logbook to monitor submission status and pending feedback.

•	 Documentation of Buyer Feedback
	ᴑ Record all buyer comments, corrections, and approvals in a centralized database.
	ᴑ Keep scanned or photographed copies of annotated samples or tech packs for reference.

•	 Version Control
	ᴑ Assign unique version numbers to each sample revision to avoid confusion.
	ᴑ Ensure old versions are archived but accessible for reference in case of disputes or clarifications.

4.1.1 Efficient Sample Management and Documentation 
in Garment Development
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•	 Coordination Between Departments
	ᴑ Ensure seamless communication between design, sampling, merchandising, and production 

teams.
	ᴑ Share updated documents immediately after changes are approved.

•	 Storage of Samples
	ᴑ Store approved and rejected samples separately.
	ᴑ Use clean, pest-free, and climate-controlled spaces, with secure storage for confidential designs.

•	 Compliance with Buyer Standards
	ᴑ Keep all documentation aligned with buyer-specific requirements, such as sample submission 

forms, approval formats, and size compliance reports.
•	 Regular Review and Audits

	ᴑ Periodically review stored samples and documentation to discard outdated materials and 
ensure up-to-date records.

•	 Digital Integration
	ᴑ Use specialized sample management software to reduce errors, speed up retrieval, and enable 

remote access to records.

Maintaining a proper sample plan for monthly style tracking is essential for ensuring smooth workflow, 
timely deliveries, and efficient coordination between departments. A well-structured sample plan helps 
track each style from development to final approval, providing visibility into the progress and status of 
every garment sample. This ensures that deadlines are met, resources are allocated effectively, and 
production schedules remain on track.

The plan should clearly outline the number of styles being developed each month, their timelines, key 
milestones, and responsible personnel. It must include important dates such as fabric ordering, sample 
cutting, sewing, quality checks, fitting sessions, buyer approvals, and shipment. Categorizing samples 
by buyer, season, and type (e.g., proto sample, fit sample, pre-production sample) allows for better 
organization and reduces the risk of delays or duplication of efforts.

To make tracking more efficient, the sample plan should be maintained in both physical and digital 
formats. Digital tools such as spreadsheets or sample management software can help create real-time 
updates, generate reports, and set reminders for upcoming tasks. These tools also allow teams to share 
information instantly across departments, avoiding miscommunication.

Regular review meetings should be scheduled to monitor the progress of each style in the plan. Any 
delays or issues must be addressed immediately by adjusting timelines, reallocating resources, or 
escalating concerns to the appropriate personnel. Keeping accurate records in the sample plan not only 
helps in monthly tracking but also provides valuable historical data for future planning and decision-
making.

4.1.2 Maintain a proper sample plan for 
monthly style tracking
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1.	 Purpose of a Counter Sample–Return Chart
A counter sample–return chart is a structured document used to record and monitor the return 
of counter samples from buyers or internal teams. Counter samples are those garments that have 
been made according to buyer specifications (often as corrections to earlier submitted samples) to 
confirm that changes have been implemented successfully. Maintaining this chart ensures:

•	 Proper tracking of returned samples.
•	 Avoidance of losses or misplacement of important samples.
•	 Easy reference for future developments and quality control.
•	 Proof of compliance with buyer’s feedback for audits and performance reviews.

2.	 Key Components of the Chart
A well-prepared chart should contain specific details so that any sample can be easily traced later. 
The following columns or data points should be included:

•	 Serial Number – Unique identification number for each entry.
•	 Buyer Name – To identify which client the sample belongs to.
•	 Style Number / Code – A quick reference to the product design.
•	 Sample Type – Indicate whether it’s a proto sample, fit sample, PP sample, shipment sample, 

etc.
•	 Date Sent to Buyer – For tracking timelines.
•	 Date Received Back – To ensure the return cycle is recorded.
•	 Remarks on Returned Condition – Note if the sample was approved, rejected, damaged, or used 

for display.
•	 Responsible Person / Department – For accountability.
•	 Storage Location – Where the sample is kept after return (sample room, archive rack, etc.).
•	 Future Use Reference – Notes on whether the sample will be used for training, display, fabric 

reference, or future development.
3.	 Process for Maintaining the Chart

•	 Assign Responsibility – A sample coordinator or merchandiser should be responsible for 
updating the chart.

•	 Log Immediately – The entry should be made as soon as the sample is dispatched and updated 
when it is returned.

•	 Cross-Check with Delivery Records – Ensure that the return matches dispatch documentation 
(courier slips, buyer acknowledgment).

•	 Maintain Physical & Digital Records – Keep a hard copy in the sample room and a digital version 
in Excel or sample management software for backup and accessibility.

•	 Link with Sample Images – For future clarity, attach sample photographs or scanned images in 
the digital file.

4.1.3 Preparation of a counter sample-return chart 
for future reference
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4.	 Benefits of Maintaining the Chart
•	 Quick Retrieval – When a similar style is required in the future, teams can refer to stored 

samples without recreating from scratch.
•	 Buyer History Tracking – Maintains a record of all interactions and changes requested by the 

buyer.
•	 Audit Compliance – Essential during buyer audits or quality inspections.
•	 Training Resource – Serves as a physical guide for new team members to understand construction 

and finishing requirements.

In garment development and merchandising, counter samples play a vital role in finalizing designs 
and ensuring production accuracy. Counter samples are the final approved versions that serve as a 
reference for bulk production. Ensuring their return at the end of the season is essential for proper 
documentation, archival, and future reference. This process helps maintain a clear record of approved 
designs, constructions, and finishes, which can be used to avoid errors in future collections.

The first step in ensuring whether all counter samples are returned is to maintain a clear log or register of 
the samples sent out. This should include details such as the style number, season, date sent, recipient, 
and expected return date. A systematic tracking method—either digital or manual—ensures that no 
samples are misplaced or forgotten. Communication with buyers, agents, and production teams should 
be proactive, with regular reminders for the return of samples once they have served their purpose.

Once samples are returned, they should be checked for condition and completeness. Damaged 
samples should be noted, and any missing components, such as trims or labels, should be reported. 
The returned samples should be tagged with relevant details, including season, buyer, and style code, 
before being stored in the sample archive. Maintaining a well-organized sample library allows easy 
access for reference in upcoming seasons, reducing redundancy in development work and ensuring 
consistency in quality and design.

In addition, a company-wide sample return policy should be implemented and communicated to 
all stakeholders. This policy should outline timelines for return, responsibility for transportation, 
and consequences for loss or damage. By standardizing the process, brands and manufacturers can 
safeguard their design assets and streamline workflow for future developments.

In the apparel industry, formats refer to standardized templates, layouts, and documentation systems 
that brands, buyers, and manufacturing units follow to ensure clarity, consistency, and smooth workflow 
across all stages of production. Compliance with these formats is essential to meet buyer requirements, 
maintain legal and quality standards, and avoid costly errors.

1.	 Buyer-Specific Documentation
•	 Each buyer or brand typically provides its own sample submission format, specification sheet 

(spec sheet), measurement chart, quality checklist, and approval forms.
•	 Factories and sampling departments must strictly follow these formats to ensure that the data, 

presentation, and garment details match the buyer’s expectations.

4.1.4 Ensuring that all counter samples of the season 
are returned

4.1.5 Compliance with formats required formats
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2.	 Standard Operating Formats
•	 Internal company formats may include sample tracking forms, inspection reports, material 

request formats, and production planning sheets.
•	 These ensure that communication within the organization remains uniform and that all 

departments (design, merchandising, quality control, production) work in sync.
3.	 Digital Formats and Software Integration

•	 Many global buyers require sample and production information to be submitted through ERP 
(Enterprise Resource Planning) or PLM (Product Lifecycle Management) systems in specific file 
formats such as Excel, PDF, or CAD.

•	 Non-compliance can delay approvals and lead to rework.
4.	 Technical Formats for Garment Development

•	 Specification sheets must be filled with exact measurements, tolerances, fabric composition, 
trims, wash care details, and construction notes in the prescribed format.

•	 Photos, CAD sketches, and swatches should be attached as per the format guidelines to avoid 
misinterpretation.

5.	 Legal and Compliance Formats
•	 Some buyers mandate compliance with legal labelling formats (e.g., fibre content, country of 

origin, care instructions) to adhere to local and international regulations.
•	 Failing to follow these formats can lead to shipment rejections or penalties.

6.	 Importance of Compliance
•	 Reduces confusion between buyer and manufacturer.
•	 Speeds up approval processes.
•	 Ensures professional presentation and brand consistency.
•	 Helps maintain a clear record for audits and quality checks.

7.	 Common Mistakes to Avoid
•	 Using outdated formats provided by buyers.
•	 Ignoring mandatory fields or sections.
•	 Sending data in the wrong file type or without required attachments.
•	 Deviating from prescribed size chart layouts or measurement tolerances.

Pricing and costing procedures in the garment industry are essential for ensuring profitability while 
remaining competitive in the market. These processes involve calculating the total cost of producing a 
garment, including raw materials, labour, overheads, and logistics. Accurate costing helps manufacturers 
set prices that cover expenses and meet desired profit margins. Pricing strategies must also consider 
buyer expectations, market trends, and seasonal demand. A well-structured costing and pricing system 
enable transparent negotiations with buyers. Ultimately, it plays a key role in sustainable business 
growth and maintaining strong client relationships.

Costing Procedure:

Costing involves calculating the total expenses incurred in producing a garment. This includes:

•	 Direct Material Cost: Fabric, trims, labels, tags.
•	 Direct Labor Cost: Wages for cutting, stitching, finishing, and packing.

4.1.6 Pricing and Costing Procedures in Garment Industry
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•	 Overheads: Rent, electricity, machine depreciation, admin expenses.
•	 Processing Charges: Dyeing, printing, embroidery, washing.
•	 Sampling and Development Cost: Prototype or sample preparation.
•	 Logistics and Packaging: Cost of transportation and final packaging.
•	 Profit Margin: A percentage added over the cost to ensure profitability.

These components are compiled into a cost sheet, which becomes a reference for final pricing decisions.

Pricing Procedure:

Pricing is the act of setting a selling price for the product after calculating costs. The pricing process 
depends on:

•	 Target Market and Buyer Profile: High-end or mass market.
•	 Competitor Pricing: Benchmarks from similar products.
•	 Cost-plus Pricing: Adding a profit margin to the total cost.
•	 Buyer Negotiations: Price may be adjusted based on buyer expectations or quantity ordered.
•	 Exchange Rates and Duties: Especially important in export markets.

Understanding the Product Life Cycle (PLC) and Pricing Life Cycle (PRLC) is crucial for planning production, 
inventory, marketing, and pricing strategies in the fashion and garment business. These cycles help 
businesses forecast demand, optimize pricing, and manage product transitions effectively.

Product Life Cycle (PLC)

The Product Life Cycle (PLC) is a fundamental concept in marketing, manufacturing, and product 
management that describes the various stages a product goes through from its initial introduction to 
the market until its eventual decline or withdrawal. It provides businesses with a framework to plan 
strategies, allocate resources, and forecast performance over time.

The PLC is typically divided into four main stages:

1.	 Introduction: When the product is first launched, involving high investment in development, 
marketing, and promotion to build awareness.

2.	 Growth: When sales increase rapidly, market acceptance grows, and competitors may enter the 
market.

3.	 Maturity: When sales peak, competition intensifies, and businesses focus on differentiation and 
cost control to maintain market share.

4.	 Decline: When sales drop due to market saturation, changing trends, or technological advancements, 
often leading to product discontinuation or reinvention.

Understanding the PLC allows companies to adjust their production, marketing, pricing, and distribution 
strategies at each stage. For example, in the introduction phase, high promotional spending is needed, 
while in maturity, efficiency and innovation become priorities. In the garment industry, the PLC is 
particularly relevant as fashion products tend to have shorter cycles due to rapidly changing consumer 

4.1.7 Product and Pricing Life Cycle in the Apparel Industry
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preferences and seasonal trends. By monitoring the PLC, businesses can make informed decisions 
about when to launch, modify, or retire products to maximize profitability and brand relevance.

Pricing Life Cycle (PRLC)

The Pricing Life Cycle mirrors the product life cycle. It focuses on how prices are set and adjusted over 
time to maximize profits at different product stages.

Stage Pricing Strategy Explanation

Introduction High or penetration pricing To recover costs quickly or attract buyers 
with low prices.

Growth Stable or slightly reduced pricing To compete with new market entrants and 
drive volume.

Maturity Competitive pricing or 
discounting

To maintain sales amidst saturation and 
retain market share.

Decline Clearance sales, markdowns, 
bundle offers

To dispose of excess inventory and make 
room for new collections.

Table 4.1.1: Stages of Pricing Life Cycle

Understanding the dynamics of a product's journey in the market is essential for effective planning 
and pricing. The Product Life Cycle (PLC) and Pricing Life Cycle (PRLC) provide a structured approach 
to track product performance and align pricing strategies. Each stage—from introduction to decline—
requires unique decisions to maximize profitability and market presence. The table below illustrates 
the relationship between these cycles and outlines typical strategies adopted at each phase. This helps 
businesses stay competitive and responsive to market changes.

Stage Product Life Cycle 
(PLC) Pricing Life Cycle (PRLC) Typical Strategies

Introduction New product launched 
in the market

High prices (skimming) or 
low prices (penetration)

Heavy marketing, 
customer awareness, 
promotional pricing, high 
production cost

Growth
Product acceptance 
increases; sales rise 
rapidly

Competitive pricing 
emerges, may slightly 
reduce initial price

Expand distribution, 
improve quality, reduce 
cost per unit, attract early 
majority customers

Maturity

Sales peak and 
stabilize, market 
saturated, competition 
rises

Prices tend to drop due 
to competition and cost 
efficiencies

Offer product variations, 
discounts, bundle offers, 
focus on brand loyalty

Decline

Sales decline due to 
market saturation, 
technology shift, or 
consumer interest drop

Prices drop further to 
clear inventory or may be 
increased if positioned as 
niche or exclusive

Reduce production, 
minimal advertising, 
harvest or discontinue 
product

Table 4.1.2: Product Life Cycle vs. Pricing Life Cycle
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The Product and Pricing Life Cycles are crucial tools for managing a product’s journey in the market 
effectively. By understanding each stage, businesses can adapt strategies to optimize sales and profits. 
Pricing must be dynamic, reflecting market demand, competition, and product maturity. Strategic 
planning based on these cycles improves product longevity and brand value. It also helps identify the 
right time to innovate or phase out products. Informed decision-making ensures sustained growth and 
customer satisfaction.
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UNIT 4.2: Coordination, Compliance and Documentation

By the end of this unit, the participants will be able to:

1.	 Identify how to coordinate effectively with all departments.
2.	 Identify various fabrics, garments, trims, and embellishments.
3.	 Identify the limits of own role and responsibilities in relation to incidents.
4.	 Ensure that all records related to samples and processes are well maintained.

Unit Objectives

Effective coordination among departments is essential for smooth apparel production and timely 
delivery. It ensures that each team—from design to production—works in harmony, reducing errors 
and duplication. Clear communication, defined roles, and timely updates help streamline the workflow. 
Coordination also promotes transparency and faster decision-making. When departments are aligned, 
it enhances overall efficiency and product quality. Ultimately, strong interdepartmental collaboration 
leads to customer satisfaction and business success.

Aspect Explanation

Clear Communication Regular meetings, emails, or updates to share progress and 
expectations between departments.

Defined Roles & 
Responsibilities

Each department must understand its role to prevent overlap and 
confusion.

Use of Project 
Management Tools

Tools like Trello, Asana, or Excel trackers can help monitor tasks and 
deadlines.

Feedback Mechanism Encourage two-way feedback between teams, especially between 
design, production, and quality.

Centralized 
Documentation

Maintain a shared database or file system with tech packs, timelines, 
approvals, etc., accessible to all teams.

Cross-Departmental 
Training

Helps each team understand the needs and limitations of others, 
building better collaboration.

Table 4.2.1: Key practices and their importance

Identifying various fabrics, garments, trims, and embellishments is a fundamental aspect of garment 
manufacturing. Each component plays a crucial role in determining the functionality, aesthetics, and 
overall quality of the final product. Understanding fabric types helps in selecting suitable materials 
for different styles and seasons. Recognizing garment categories supports accurate construction and 
design. Trims and embellishments enhance both appearance and utility. A thorough knowledge of 
these elements ensures better communication with buyers and smoother production processes.

4.2.1 Coordinating Effectively with All Departments

4.2.2 Identification of Various Fabrics, Garments, Trims, 
and Embellishments
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Category Examples Description

Fabrics

Cotton, Rayon, 
Polyester, Denim, 
Silk

Different fabrics 
are used based on 
season, cost, and 
target market.

Garments

Shirts, Dresses, 
Jackets, Trousers

Understanding 
garment 
types helps in 
selecting suitable 
construction 
techniques.

Trims

Zippers, Buttons, 
Labels, Hooks, 
Drawstrings

These are 
functional or 
decorative add-
ons essential for 
garment finishing.
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Category Examples Description

Embellishments

Sequins, 
Embroidery, 
Beads, Patchwork

Used to enhance 
the aesthetic 
appeal; must 
align with buyer 
preferences and 
garment type.

Table 4.2.2: Key Components and Examples

In any workplace, including the garment industry, roles and responsibilities during incidents—such 
as accidents, safety breaches, equipment malfunctions, or compliance violations—are defined by 
organizational policies, job descriptions, and legal regulations. Understanding these limits ensures that 
employees respond effectively without overstepping boundaries, which could create confusion, risk, 
or liability.

1.	 Adhering to Assigned Duties
Each employee has specific responsibilities defined in their role, such as reporting incidents, 
following safety protocols, or providing immediate assistance within their level of training. They are 
not expected to take on specialized tasks (e.g., electrical repairs, medical treatment) unless they are 
trained and authorized to do so.

2.	 Avoiding Unauthorized Decision-Making
Employees should not make operational or disciplinary decisions beyond their scope. For example, 
a production supervisor can stop the line for safety concerns but cannot approve major equipment 
repairs without management consent. This prevents miscommunication and unapproved actions.

3.	 Reporting, Not Investigating (Unless assigned)
Workers must promptly report incidents to their immediate supervisor or the safety officer, 
rather than independently conducting investigations or questioning witnesses—unless incident 
investigation is part of their designated role.

4.	 Following Communication Protocols
During incidents, communication channels are pre-defined. Employees should not inform external 
parties (buyers, media, auditors) unless they are officially authorized, as this could harm the 
company’s image or violate confidentiality agreements.

4.2.3 Limits of role and responsibilities 
in relation to incidents
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5.	 Legal and Ethical Boundaries
Actions taken during incidents must comply with labour laws, safety standards, and company 
policies. Employees cannot conceal incidents, alter reports, or take shortcuts that may violate legal 
obligations.

6.	 Safety First, Within Capability
While protecting life and property is a priority, employees should not put themselves in unnecessary 
danger. For example, in case of a fire, staff should follow the evacuation plan and use extinguishers 
only if trained, rather than attempting risky rescue operations.

The limits of role and responsibilities ensure that incident management is carried out efficiently, 
safely, and legally, with each person acting within their skills, authority, and organizational guidelines. 
Overstepping these limits can result in safety hazards, legal consequences, or operational disruptions.

Maintaining well-organized and up-to-date records is a critical function in garment sampling and 
production management. These records serve as the backbone for tracking progress, ensuring 
accountability, and providing a reliable reference for future projects. They document every stage of 
sample development, approvals, modifications, and production-related decisions, enabling smooth 
coordination between departments and preventing costly errors.

Records typically include sample requests, buyer comments, approvals, technical specifications, 
modification notes, dispatch details, and correspondence history. These may be maintained in physical 
files (hard copies) or through digital platforms such as Product Lifecycle Management (PLM) software, 
Excel trackers, or ERP systems. Digital record-keeping offers better searchability, quick retrieval, and 
reduced risk of document loss, whereas physical records may still be preferred for signed approvals or 
fabric swatches.

In addition to ensuring accuracy, proper record maintenance helps in quality consistency. When 
designers, merchandisers, and production teams can refer to past records, they can avoid repeating 
mistakes and replicate successful outcomes. It also strengthens buyer confidence, as clients can see 
that their feedback and instructions are carefully documented and acted upon.

From a compliance perspective, certain records must be kept for audit and legal purposes, such as 
approvals, lab test reports, safety compliance certificates, and quality inspection reports. These help in 
resolving disputes, meeting buyer policies, and adhering to industry regulations.

A well-maintained system should also include clear labelling, indexing, and version control to ensure 
that all stakeholders are working with the most recent and accurate data. For example, different 
versions of a tech pack should be numbered (V1, V2, Final) to avoid confusion.

Ultimately, record maintenance is not just an administrative task—it is a strategic tool that improves 
efficiency, supports decision-making, and ensures seamless communication between all personnel 
involved in the garment development and production process.

4.2.4 Maintenance of records related of samples 
and processes 
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•	 Seamless collaboration among departments—such as design, sampling, production, and quality 
control—ensures smooth workflow, timely deliveries, and minimal errors.

•	 Recognizing different fabrics, trims, and embellishments is essential for accurate sample 
development and meeting buyer specifications.

•	 Clearly identifying the limits of one’s responsibilities helps prevent overlaps, miscommunication, 
and operational delays.

•	 Adhering to buyer and organizational standards ensures product quality, legal conformity, and 
customer satisfaction.

•	 Maintaining records such as tech packs, sample request forms, and approval sheets is crucial for 
traceability and accountability.

•	 Well-organized documentation and compliance with processes help the organization remain audit-
ready and competitive in global markets. 

Summary
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Multiple-choice Question:
1.	 What is the primary purpose of coordination among departments in an apparel organization?

a. To reduce salaries	 b. To eliminate fabric waste

c. To streamline workflow and avoid delays	 d. To reduce electricity usage

2.	 Which of the following is considered a part of documentation in apparel sample development?
a. Employee attendance sheet	 b. Sample requisition form

c. Vendor discount policy	 d. Leave application

3.	 Which department typically verifies the compliance of prints and embroidery with buyer standards?
a. HR Department	 b. Finance Department

c. Sampling or QA Department	 d. Marketing Department

4.	 What is the importance of maintaining proper documentation in sampling?
a. For entertainment purposes	 b. To track employee behaviour

c. For legal compliance and future reference	 d. To manage canteen services

5.	 Which of the following helps ensure all teams are aligned in a production cycle?
a. Conflict	 b. Miscommunication

c. Cross-departmental coordination	 d. Individual performance reviews

Descriptive Questions:

1.	 Explain the role of interdepartmental coordination in successful garment production and sampling.
2.	 Describe the key types of documentation required during sample development and why each is 

important.
3.	 How does compliance with buyer specifications and organizational standards impact product 

quality?
4.	 What steps should be taken to ensure that documentation related to samples is maintained properly 

and securely?
5.	 Discuss the challenges that can arise from poor coordination and lack of proper compliance in the 

apparel industry.

Exercise
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__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________
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__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

Notes

Scan the QR codes or click on the link to watch the related videos

https://youtu.be/tGgJxECHH9c?si=B4B5QEFwxQR2soIj

Garment costing and pricing methods

https://youtu.be/eijE5H2VatM?si=W1JxNObq6DA_GKoq

Product Life Cycle

https://youtu.be/OHmjUCOQXUQ?si=w41tevVNIVVd_P6g

Different Types of Trimmings and Accessories
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By the end of this module, the participants will be able to:

1.	 Follow health and safety practices applicable at the workplace, including compliance with 
gender and PwD-related guidelines.

2.	 Identify and use appropriate personal protective equipment (PPE) such as nose masks and lock 
guards.

3.	 Recognise and interpret health and safety signage to ensure workplace safety.
4.	 Identify workplace hazards, including physical injuries, electric shock, and fire risks, and take 

corrective actions where possible.
5.	 Demonstrate basic first aid, emergency response, and fire-fighting procedures, including 

participation in mock drills.
6.	 Safely handle and maintain stitching tools and equipment, including identifying and correcting 

machine malfunctions.
7.	 Maintain hygiene, sound health, and good workplace habits to support overall well-being.
8.	 Follow organizational procedures for safely handling machines and compliance with stitching-

related safety requirements.
9.	 Participate in workplace training and sensitization programs on gender equality, PwD awareness, 

and safety measures.

Key Learning Outcomes
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UNIT 5.1: Workplace Health, Safety, and Compliance

By the end of this unit, the participants will be able to:

1.	 Explain workplace health and safety practices, including compliance with safety, gender, and PwD-
related instructions.

2.	 Identify health and safety signage and compliance requirements related to stitching.
3.	 Discuss hazards of sewing machine operations, such as physical injuries and electric shocks.
4.	 Identify and correct (if possible) malfunctions in sewing machines and other equipment.
5.	 Discuss the importance of personal protective equipment (PPE) like nose masks and lock guards.

Unit Objectives

Creating a safe, inclusive, and respectful working environment is not just a legal necessity but also 
essential for long-term productivity. The sampling coordinator is responsible for promoting and 
implementing workplace health and safety standards within the sampling section, as well as ensuring 
compliance with rules regarding gender equality and the inclusion of Persons with Disabilities (PwDs).

The generic workplace safety and healthy practices are as follows:

•	 Ensure proper ventilation and lighting to maintain a comfortable and hazard-free environment in 
the sampling and preparation areas.

•	 Maintain cleanliness and hygiene by organizing regular cleaning schedules and ensuring that waste 
from sampling activities is disposed of properly.

•	 Keep aisles and emergency exits clear to prevent accidents and enable quick evacuation if needed.
•	 Ensure sampling equipment, machines, and tools are well-maintained and fitted with safety guards 

to reduce the risk of injury during operations.
•	 Provide first-aid kits and ensure the sampling coordinator and selected team members are trained 

in basic first aid.
•	 Conduct periodic safety drills and training sessions on fire safety and emergency protocols relevant 

to sampling operations.

Compliance with Gender-Related 
Workplace Instructions

Respectful & 
Harassment-Free 

Environment

Equal Opportunities 
& Fair Treatment

Flexible Breaks & 
Safe Facilities

Confidential 
Reporting Channels

	 Fig. 5.1.1: Compliance with Gender-Related Workplace Instructions

5.1.1 Workplace Health and Safety Practices 
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The steps for complying with the gender-related workplace instructions by the sampling coordinator in 
the apparel industry for sampling operations are as follows:

•	 Promote a respectful and harassment-free environment where all genders are treated equally.
•	 Ensure equal work opportunities and fair treatment for male, female, and other gender-identifying 

workers regarding tasks, breaks, and work conditions.
•	 Support flexible break schedules and safe facilities, especially for female workers, including access 

to clean restrooms and sanitary provisions.
•	 Encourage reporting gender-related issues through open-door policies or designated complaint 

channels while ensuring confidentiality.

Practice Description

Assign appropriate tasks Allocate work based on each PwD worker’s physical ability to ensure 
safety and productivity in sampling activities.

Ensure access-friendly 
infrastructure

Provide features like ramps, wide aisles, ergonomic seating, and 
accessible restrooms.

Offer special training 
or modified work 
instructions

Adapt training methods and instructions to match the needs of workers 
with different abilities.

Foster an inclusive work 
culture

Conduct team sensitization programs and prevent any form of 
discrimination or isolation.

Table 5.1.1: Inclusion and Support for Persons with Disabilities (PwDs)

Avoiding discrimination or isolation of PwD workers by sensitizing the team can help foster an inclusive 
work culture. Accommodating learning or physical abilities where necessary also helps provide special 
training or modified work instructions.

A safe and inclusive workplace contributes to better productivity, lower absenteeism, and improved 
morale. By promoting health and safety standards and respecting gender and PwD-related instructions, 
the sampling coordinator ensures that the sampling area remains a space where every worker can 
perform at their best with dignity and confidence.

Health and safety signage 

Health and safety signage is vital to maintaining a safe stitching environment. It helps prevent accidents, 
inform workers of potential hazards, and reinforce compliance with workplace safety rules. Clear visual 
communication is essential in the stitching section, where operators work with high-speed machines 
and sharp tools.

Category Type / Requirement Description

Safety Signage

Machine Safety Signs

Indicate using machine 
guards, caution around 
moving parts, and safe 
handling instructions.
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Category Type / Requirement Description

 

PPE Signs

Remind workers to wear 
finger guards, masks, 
hairnets, or safety glasses as 
required.

Fire and Emergency 
Signs

Indicate fire extinguisher 
locations, emergency exits, 
assembly points, and alarm 
instructions.

Ergonomic & Posture 
Signs

Promote proper sitting 
posture, foot placement, and 
back support during stitching 
operations.

Prohibited Actions 
Signs

Prohibit unsafe behaviours 
like eating near machines, 
mobile phone use, or leaving 
machines running.

Compliance Requirements

 

Machine Guarding 
Compliance

Machines must have safety 
covers and guards, especially 
around needles, belts, and 
trimmers.

Noise and Lighting 
Standards

Ensure proper lighting 
to reduce eye strain and 
manage noise levels with 
hearing protection.

Electrical Safety

Machines should be earthed, 
and wiring should be 
enclosed to prevent electrical 
hazards.

First Aid & Emergency 
Readiness

First aid kits should be 
accessible; workers must 
know emergency protocols.

Operator Training & 
SOP Adherence

Workers should be trained 
in safe machine use and 
follow standard operating 
procedures.

Safety Audits & 
Inspections

Regular inspections must 
be conducted to ensure 
safety compliance is met and 
documented.

Table 5.1.2: Common Types of Safety Signage and Compliance Requirements Related to Stitching
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Sewing machine operations involve several mechanical and electrical components that, if not handled 
properly, can lead to workplace injuries. Understanding these risks is essential for maintaining a safe 
and productive environment.

Type of Hazard Description

Needle Injuries

Accidental punctures or cuts can occur if fingers come 
too close to the needle.

Finger Entrapment

Moving parts like needle bars and thread trimmers 
can trap or pinch fingers.

Scissor/Blade Cuts

Workers may get cuts while using manual or 
automatic fabric cutters.

Eye Injuries

If no protection is used, broken needles or flying 
debris can cause eye injuries.

5.1.2 Hazards Associated with Sewing Machine Operations 
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Type of Hazard Description

Repetitive Strain Injuries (RSIs)

Continuous use of hands and arms without proper 
posture can cause muscle strain.

Back and Neck Pain

Poor seating or posture over long hours can lead to 
ergonomic injuries.

Table 5.1.3: Physical Injuries

Preventive Measures for Ensuring Safety from Hazards and Risks in Sampling Operations are as follows:

•	 Always ensure sampling machines, cutting tools, and pressing equipment are fitted with safety 
guards and accessories before use.

•	 Wear PPE such as safety glasses, finger guards, protective gloves, and appropriate footwear during 
fabric cutting, trimming, or pressing activities.

•	 Ensure all sampling equipment is regularly maintained and inspected for electrical faults, loose 
parts, or sharp edges to prevent accidents.

•	 Train sampling team members on safe operating procedures for machines, cutting tools, and 
pressing equipment, including emergency shutdown protocols.

•	 Use ergonomic furniture and encourage proper posture during long hours of pattern cutting, 
stitching, or sample finishing to avoid strain-related injuries.

Type of Hazard Description

Electric Shock It may occur if machines are not adequately grounded or wires are 
exposed.

Short Circuits Faulty wiring or improper maintenance can cause short circuits and fire 
risks.

Overheating of Motors Continuous operation without proper ventilation can lead to 
overheating, posing fire or shock hazards.
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Type of Hazard Description

Improper Plug Use Using non-standard plugs or overloading sockets can lead to sparks or 
electric failure.

Table 5.1.4: Electrical Hazards

While necessary for apparel manufacture, sewing machine activities carry inherent risks such as bodily 
injury and electrical hazards. Workplace accidents can be considerably avoided by knowing these 
hazards and applying proper safety practices such as employing machine guards, wearing personal 
protective equipment, guaranteeing regular maintenance, and fostering ergonomic work habits. A 
proactive approach to safety protects workers and boosts productivity and morale on the factory floor.

Malfunctions in sewing machines and other equipment

Sampling machines and related equipment are the foundation of the sampling process in garment 
manufacturing. However, frequent use during sample development and lack of proper maintenance 
can lead to various malfunctions that disrupt workflow, delay sample delivery timelines, compromise 
quality, and impact client satisfaction.

Malfunction Description Impact

Thread Breakage

Incorrect threading, poor tension 
settings, and inferior thread quality  

Interrupt stitching leads 
to a poor finish.

Skipped Stitches

Results from needle damage, 
incorrect needle size, or timing 
issues

Weak seams and rejected 
garments.

Needle Breakage

It happens due to sewing over 
complex objects, fabric pulling, or 
bent needles.

Production delays and 
injury risk
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Malfunction Description Impact

Fabric Puckering

Due to wrong tension, feed 
issues, or unsuitable thread/fabric 
combination

It affects garment 
appearance and quality

Machine Jamming

Caused by lint build-up, tangled 
threads, or mechanical issues.

Halts production and 
requires intervention.

Noisy Operation

Results from lack of lubrication or 
loose components

Indicates wear or 
mechanical faults

Table 5.1.5: Common Sewing Machine Malfunctions

Thread breakage, skipped stitches, needle breakage, and fabric puckering are common concerns with 
sewing machines used in apparel production. Inadequate threading, wrong tension, damaged needles, 
or improper fabric-thread combinations frequently cause these issues. Mechanical flaws, a lack of 
maintenance, or lint build-up can all cause problems such as machine jamming, uneven stitching, and 
noisy operations. Such difficulties can cause manufacturing delays, worse garment quality, and an 
increase in the requirement for rework or repairs.

Equipment Possible Malfunctions Impact

Cutting Machines Blade dullness, misalignment, or 
motor failure. Inaccurate cuts, fabric wastage

Ironing/Pressing Uneven heat, steam leakage, or 
thermostat failure

Improper finishing or fabric 
damage.

Trimmers & Snippers Blade dullness or alignment issues Slows down the trimming and 
finishing process

Power Supply Units Fluctuations or outages affecting 
machine performance

Frequent stoppages, risk of 
damage

Table 5.1.6: Other Equipment Malfunctions
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Thread breakage, skipped stitches, needle breakage, and fabric puckering are common concerns with 
sewing machines used in sampling. These issues often arise due to inadequate threading, incorrect 
tension settings, damaged or inappropriate needles, or mismatched fabric-thread combinations during 
prototype construction. Mechanical faults, insufficient maintenance, or lint and dust build-up can 
also result in problems such as machine jamming, uneven stitching, and noisy operation. Such issues 
can delay sample completion, reduce the quality of prototypes, and increase the need for rework or 
alterations before client presentation.

In addition to sewing machines, other sampling tools—such as fabric cutters, pressing equipment, 
and embroidery machines—can also malfunction. For example, fabric cutting machines may suffer 
from blade dullness or misalignment, pressing units can face uneven heating or steam leakage, and 
embroidery machines may experience thread tension or design alignment errors. These malfunctions 
can negatively affect the accuracy, finish, and overall presentation of the sample.

Regular maintenance, timely repairs, proper handling of sampling equipment, and thorough operator 
training are essential to prevent or quickly resolve such malfunctions. The Sampling Coordinator should 
implement scheduled equipment inspections, ensure operators follow correct usage procedures, and 
arrange for immediate repair when faults are detected. A well-maintained sampling setup ensures 
high-quality prototypes, minimizes downtime, and enables the sampling team to deliver accurate, well-
finished garments to buyers within the agreed timelines.

Personal Protective Equipment (PPE) plays a vital role in ensuring the safety and well-being of workers 
in sewing and apparel production environments. While sewing may seem like a low-risk activity, the use 
of sharp tools, high-speed machinery, and prolonged repetitive motions make it essential to protect 
workers from immediate and long-term injuries.

The importance of PPE in Sampling Operations is listed below: 

•	 Prevents Physical Injuries: PPE such as finger guards and metal thimbles help prevent needle 
punctures, cuts, and abrasions that can occur during machine operation or manual handling.

•	 Protects Eyes and Face: Safety glasses shield the eyes from broken needles or flying debris, 
especially in high-speed machine environments.

•	 Reduces Exposure to Dust and Fibres: Face masks help protect against inhalation of fine textile 
dust and loose fibres, which can lead to respiratory irritation or long-term breathing issues.

•	 Promotes Hygiene and Cleanliness: Hairnets and gloves prevent contamination of fabrics and 
finished garments, especially in export or hygienic product categories.

•	 Prevents Repetitive Strain Injuries (RSIs): Wearing wrist supports or using ergonomically designed 
gear reduces the strain on joints and muscles from repetitive motions.

•	 Improves Focus and Confidence: Workers feel safer and more confident when adequately equipped, 
leading to better focus and productivity.

•	 Ensures Legal and Safety Compliance: Using PPE is often part of compliance with factory safety 
audits, government regulations, and international labour standards.

5.1.3 Importance of Personal Protective Equipment (PPE) 

132



Sampling Coordinator

Examples of Common PPE in the Apparel Industry

Finger Guards / Metal 
Thimbles Safety Glasses

Face Masks Hairnets / Head Covers

Earplugs Gloves

	 Fig. 5.1.2: Examples of Common PPE

PPE is a simple yet highly effective measure to protect sewing machine operators and other workers in 
apparel production. It reduces workplace accidents, supports health, ensures compliance with safety 
standards, and enhances overall productivity. Promoting the consistent and correct use of PPE is a key 
responsibility of supervisors and workers in maintaining a safe and efficient work environment.
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UNIT 5.2: Risk Management and Emergency Preparedness

By the end of this unit, the participants will be able to:

1.	 Analyse the workplace and work processes for potential risks and threats (e.g., injuries, fire hazards).
2.	 Discuss mock drills, evacuation procedures, and emergency response training, including fire-

fighting and first aid.
3.	 Discuss basic first aid and undertake safety-related training programs.
4.	 Discuss the importance of maintaining hygiene, a healthy lifestyle, and good habits at work.

Unit Objectives

In the sampling process of garment manufacturing, various workplace settings and operational 
activities—such as cutting, stitching, pressing, and finishing prototypes—can pose safety risks, health 
hazards, and productivity threats if not managed properly. Identifying and mitigating these risks is 
essential for ensuring the safety of the sampling team, maintaining the quality of prototypes, and 
meeting strict buyer timelines.

Risk/Threat Description Impact

Ergonomic Strain

Long hours of sitting, 
repetitive motions, 
awkward postures, and 
poor workstation design

It can cause 
musculoskeletal disorders 
and chronic back, 
shoulder, or wrist pain.

Electrical Hazards

Improperly grounded 
machines, exposed wires, or 
poorly maintained electrical 
systems

It may lead to electric 
shocks, equipment 
damage, and fire 
incidents.

5.2.1 Workplace and work processes for potential risks 
and threats 
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Risk/Threat Description Impact

Fire Risks

Fabric dust accumulation, 
flammable materials, or 
faulty wiring

Increases the likelihood of 
fire outbreaks, worsened 
by lack of extinguishers or 
blocked exits

Machine-Related Injuries

Unprotected moving parts 
of sewing/cutting machines, 
absence of machine guards

It can result in cuts, 
needle punctures, finger 
injuries, or entanglement.

Slips, Trips, and Falls

Wet floors, loose threads, 
scattered tools, poor 
lighting, or unsecured mats 
and cables

Cause physical injuries, 
disrupt work, and 
create unsafe working 
conditions.

Poor Ventilation

Lack of airflow, presence of 
dust and chemical fumes 
from adhesives or fabrics

It leads to respiratory 
issues, discomfort, and 
reduced concentration 
and productivity.

Table 5.2.1: Common Workplace Risks and Threats

For a Sampling Coordinator, this means regularly assessing sampling workstations for potential hazards 
such as improper machine guarding, faulty electrical connections, poor lighting, or obstructed work 
areas. Early detection of these risks helps prevent accidents, ensures smooth operations, and maintains 
the consistency needed for high-quality sample development.
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In the sampling section, the Sampling Coordinator, safety personnel, and team members must work 
together to establish clear safety protocols, deliver targeted training for handling specialized sampling 
equipment, and maintain strict housekeeping practices to reduce hazards. This includes ensuring tools 
are stored properly, walkways are clear, and work surfaces are kept clean to avoid disruptions in the 
sampling workflow.

Given the fast-paced and high-pressure nature of sample development, preparedness for emergencies 
is critical. Regular safety training sessions and mock drills help ensure that the sampling team can 
respond promptly and effectively to incidents such as fire, equipment malfunction, or operator injury. 
A Sampling Coordinator plays a key role in organising these drills, guiding the team during evacuations, 
and ensuring that emergency procedures are well understood and practiced.

By maintaining a proactive approach to safety, the Sampling Coordinator helps create a secure, efficient, 
and compliant sampling environment by protecting both the workforce and the quality of the garments 
being presented to buyers.

Mock Drills

•	 Purpose: The main goal of mock drills is to simulate potential emergencies such as fire, earthquake, 
or chemical spills to test the preparedness and response of all employees.

•	 Activities Involved: Alarms are sounded to initiate the emergency simulation and alert everyone to 
begin evacuation. Evacuation is practised in real-time to assess how quickly and efficiently workers 
can exit the facility. Specific team members participate in role-play as first responders or part of the 
emergency management team to practice their designated duties.

•	 Benefits: Regular mock drills help build employee confidence in managing real emergencies calmly 
and effectively. These drills highlight gaps or weaknesses in the existing emergency procedures and 
help improve them. They also promote quick thinking and better worker coordination, especially 
under pressure.

	 Fig. 5.2.1: Mock Drills at Workplace

Case Study: A quarterly fire drill was conducted during working hours in a mid-sized garment factory in 
Tirupur. The production floor had around 120 operators at that time.

Execution: The fire alarm was triggered, and all employees were instructed to evacuate. Supervisors 
guided each line to the nearest exit. Within 3 minutes, the entire team had reached the designated 
assembly point.

5.2.2 Mock drills, evacuation processes and 
emergency response training
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Outcome: The drill revealed that one emergency exit was partially blocked by fabric rolls, which was 
addressed immediately. Also, one new operator was unfamiliar with the evacuation route, prompting a 
refresher orientation for all recent hires.

Impact: After this drill, the company implemented a rule to brief all new employees on emergency 
routes and added more visible floor markings. Confidence and readiness improved significantly among 
the staff.

Evacuation Processes

•	 Evacuation Plan: Emergency exits should be marked, well-lit, and free of obstructions to allow a 
safe and quick exit. Evacuation maps must be displayed prominently on the production floor to 
guide employees during emergencies. Designated assembly points must be located outside the 
building where all employees can gather safely after evacuation.

•	 Key Practices: Elevators should never be used during a fire evacuation under any circumstances. 
Workers must be trained to move calmly, avoid panic, and follow instructions during evacuation. 
Special attention must be given to assisting persons with disabilities or those injured to ensure their 
safety during the evacuation.

	 Fig. 5.2.2: Apparel Factory work culture 

Case Study: During a regular shift in a Noida-based apparel unit, a short circuit led to a minor fire near 
the storage room. Though the fire was quickly contained, evacuation was initiated as a precaution.

Outcome: The evacuation process ran smoothly. It was noted that better signage near the warehouse 
section could speed up response time. The company added extra visual signs the next day.

Impact: This real-life situation validated the importance of evacuation drills and highlighted the effective 
role of supervisors in maintaining calm and order during emergencies.

Emergency Response Training

•	 Fire-Fighting: Workers should receive basic training in using fire extinguishers and understanding 
the different types (A, B, C) based on the source of the fire. They must learn to quickly identify the 
fire source and type before taking action. It is also essential to know when attempting to extinguish 
the fire is safe and when evacuation is safer.

•	 First Aid: Employees should be trained in treating common minor injuries like cuts, burns, and 
machine-related incidents that may occur during production. They must also be capable of providing 
immediate care for situations involving fainting, shock, or strain-related discomfort. CPR training 
should be provided for severe medical emergencies where immediate life-saving action is needed 
before professional help arrives.
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•	 Specialized Team Involvement: Every shift should have a designated emergency response team. 
This team must include at least one person trained in first aid and one trained in basic fire safety to 
ensure preparedness across all areas and shifts. 

	 Fig. 5.2.3: Training for an emergency at an Apparel business

Case Study: At a sewing unit in Bengaluru, a worker accidentally suffered a deep needle puncture while 
stitching heavy fabric. Bleeding was significant, and the worker panicked.

Execution: A trained first aid responder from the emergency response team immediately applied 
pressure to stop the bleeding, cleaned the wound, and bandaged it. 

Outcome: The injury was quickly managed, and the operator returned to work after a few days. Because 
of the swift and calm handling, other workers felt reassured and confident in the team's emergency 
readiness.

Impact: Post-incident, the company conducted a refresher first-aid workshop for all supervisors and 
ensured that every shift had at least two trained responders. 

Maintaining the health and safety of the sampling team is critical in the fast-paced environment of 
garment sample development. Sampling operators and tailors work closely with high-speed sewing 
machines, precision cutting tools, pressing equipment, and occasionally specialised machinery for 
prototype creation. They are also frequently engaged in repetitive, detail-oriented tasks, which can 
cause physical strain. These conditions make the sampling section susceptible to minor injuries, 
ergonomic issues, and operational emergencies.

Basic First Aid Training Programs

1.	 Wound Care and Bleeding Control: Workers are trained to handle needle pricks, cuts, and minor 
lacerations by learning to clean wounds, apply antiseptics, and use bandages safely.

2.	 Burn Treatment: Operators are taught how to respond to burns from ironing/pressing equipment, 
including applying cold compresses and sterile dressings and recognizing when medical attention 
is needed.

3.	 Handling Fainting or Heat Stress: Training includes how to recognise signs of dizziness or fainting, 
provide proper positioning, ensure fresh air access, and administer fluids if needed.

5.2.3 Basic first aid and safety-related training programs 
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4.	 Fractures and Sprains: Employees learn how to immobilize an injured limb using makeshift splints 
and how to avoid worsening the injury while waiting for medical professionals.

5.	 CPR and Emergency Response: Supervisors and selected staff receive basic Cardiopulmonary 
Resuscitation (CPR) training for cardiac emergencies, including using an AED (if available).

Safety-Related Training Programs

1.	 Fire Safety and Extinguisher Use: Training includes identifying different types of fires and fire 
extinguishers (A, B, C types) and practising operating extinguishers safely and effectively.

2.	 Electrical Safety Awareness: Focuses on recognizing and reporting faulty wiring, safe plug usage, 
grounding of machines, and the risks of overloading sockets.

3.	 Machine Handling Safety: Workers are trained on using sewing machines safely, including turning 
off equipment during jams, using guards, and avoiding loose clothing or jewellery near moving 
parts.

4.	 Ergonomics and Safe Posture: Teaches correct sitting posture, workstation arrangement, and 
scheduled stretch breaks to prevent musculoskeletal strain and long-term injuries.

5.	 Hazard Identification and Reporting: Staff are encouraged to report hazards like wet floors, blocked 
exits, or broken equipment. They’re trained to raise safety concerns to the supervisor or safety 
officer.

Basic first aid and safety training programs are essential for the sampling team. Such programs equip 
workers with the knowledge and skills to respond quickly and appropriately to incidents such as needle 
punctures, minor cuts, burns from pressing equipment, or electrical faults. They also prepare team 
members to handle more serious emergencies until professional help arrives.

The importance of maintaining hygiene, good work habits and a healthy lifestyle with the Sampling 
Coordinator are as follows:  

6.	 Setting the Right Example: By maintaining personal hygiene, wearing clean uniforms, and following 
safety practices, the supervisor sets a strong example for the team, encouraging them to follow 
suit.

7.	 Ensuring Workplace Cleanliness: The supervisor plays a critical role in enforcing hygiene protocols—
such as keeping sewing areas clean, ensuring proper waste disposal, and promoting sanitization of 
tools and equipment. A hygienic workplace reduces the risk of infections, improves air quality, and 
boosts worker morale.

8.	 Punctuality, task planning, proper documentation, and regular machine checks are all habits that 
enhance productivity. The supervisor ensures these habits are followed and mentors’ workers who 
need improvement, fostering an efficient and disciplined work environment.

9.	 Monitoring Operator Health and Wellbeing: The supervisor observes team members for signs of 
fatigue, stress, or illness. Encouraging short stretch breaks, adequate hydration, and rest during 
lunch helps maintain operator health and concentration.

10.	Creating Awareness about Healthy Lifestyles: By organizing or encouraging participation in 
health-related workshops (e.g., yoga, nutrition talks, mental wellness), supervisors help workers 
understand the long-term benefits of a healthy lifestyle. A healthier team means fewer absences 
and higher productivity.

11.	Minimizing Health-Related Absenteeism: When hygiene and wellness are prioritized, the number 
of illness-related absences decreases. It helps in maintaining production flow and avoiding sudden 
shortages in human resources.
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UNIT 5.3: Workplace Inclusion, Awareness, and Best 
Practices

By the end of this unit, the participants will be able to:

1.	 Discuss the significance of training programs for gender and PwD awareness.
2.	 List of usage and maintain tools and equipment safely, such as scissors and thread cutters.
3.	 Discuss how to ensure a safe and inclusive work environment for all employees.

Unit Objectives

In the diverse and dynamic apparel business, Sampling Coordinators play an essential role in managing 
sample development timelines, ensuring quality, and fostering a fair, inclusive, and respectful work 
environment. As sampling teams become more diverse in gender and ability, the Sampling Coordinator 
must be well-versed in gender sensitivity and the inclusion of Persons with Disabilities (PwDs). Training 
programs in these areas are crucial for building a positive work culture where all team members 
feel valued, respected, and empowered to contribute productively. These programs also enable the 
Sampling Coordinator to build more cohesive, collaborative teams while ensuring compliance with 
legal and organisational requirements.

1.	 Promotes an Inclusive Work Culture: Training equips the Sampling Coordinator with the awareness 
and skills to treat all team members—regardless of gender or ability—with respect, fostering an 
environment that values equality, dignity, and inclusion.

2.	 Improves Communication and Team Dynamics: Through proper training, the Sampling Coordinator 
learns how to communicate effectively with diverse team members, avoiding stereotypes, 
addressing concerns empathetically, and encouraging cooperation without bias.

3.	 Supports Fair Work Allocation: Awareness training ensures that sampling tasks—such as cutting, 
stitching, pressing, and finishing—are assigned based on skills and capabilities, not gender or 
physical ability. The Sampling Coordinator can make informed decisions on workload distribution 
and necessary accommodations.

4.	 Encourages Timely Interventions and Support: A trained Sampling Coordinator can identify 
when a PwD team member requires assistive tools or when a female worker faces discomfort or 
harassment. Prompt intervention builds trust and prevents issues from escalating.

5.	 Strengthens Legal and Policy Compliance: The Sampling Coordinator must understand workplace 
regulations related to gender equality and PwD inclusion, ensuring adherence to laws such as the 
Rights of Persons with Disabilities Act and the Sexual Harassment of Women at Workplace Act.

6.	 Boosts Morale and Productivity: When team members feel respected and supported, they are 
more motivated and engaged. This directly enhances sample quality, reduces absenteeism, and 
improves retention rates.

7.	 Reduces Workplace Conflicts: Awareness programs enable the Sampling Coordinator to address 
unconscious bias, reduce discriminatory behaviour, and resolve conflicts constructively through 
respectful dialogue and mediation.

5.3.1 Significance of Training Programs for Gender and 
PwD Awareness

140



Sampling Coordinator

Training programs focused on gender and PwD awareness are not merely compliance requirements—
they are essential tools for creating a supportive, high-performing sampling department. By fostering 
equality, understanding, and respect, the Sampling Coordinator contributes to higher morale, reduced 
conflicts, and improved productivity, ultimately helping the apparel business deliver quality samples on 
time while maintaining an inclusive workplace culture.

Proper use and maintenance of hand tools such as scissors, rotary cutters, and thread snips are essential 
in ensuring safety and efficiency in the sampling department. These tools, though small, play a critical 
role in cutting, trimming, and finishing prototype garments, and mishandling them can lead to injuries, 
sample defects, or equipment damage.

Guideline Description

Use the Right Tool for the 
Task

Use sharp scissors for fabric thread cutters for threads; avoid 
misuse.

Maintain Proper Grip and 
Control Hold tools firmly to avoid slipping and maintain accuracy.

Cut Away from the Body Always cut away from your body to prevent injury.

Pass Tools Safely Hand over tools handle-first to reduce risk.

Avoid Distractions Stay focused while using sharp tools to avoid accidents.

Table 5.3.2: Safe Usage Guidelines

Proper use and maintenance of hand tools such as scissors and thread cutters are essential in ensuring 
safety and efficiency in the sampling process. In sample development, these tools, though small, play 
a critical role in precise fabric cutting, trimming, and finishing, which directly impacts the quality of 
prototype garments. Mishandling them can lead to operator injuries, damaged fabrics, inaccurate cuts, 
or compromised sample quality. The Sampling Coordinator must ensure that all team members are 
trained in safe tool handling, proper maintenance routines, and correct usage techniques to achieve 
high-quality results while preventing workplace accidents.

Practice Description

Regular Cleaning Clean daily to remove lint, thread, or dust that may dull blades.

Sharpening Blades Sharpen or replace blades periodically to maintain cutting efficiency.

Proper Storage Store in holders/pouches to prevent damage and accidents.

Inspect for Damage Check for loose or broken parts and report immediately.

Lubrication (if needed) Apply oil at the joint of the scissors to ensure smooth cutting action.

Table 5.3.3: Maintenance Practices

Periodically sharpen dull blades or replace worn-out cutters to ensure clean, precise cuts that maintain 
fabric integrity and reduce effort during sample preparation. Regularly check tools for any damage, 
such as loose screws, cracked handles, or worn blades. Faulty tools should be reported and replaced 
immediately to prevent accidents. All tools should be stored in safe, designated spaces such as tool 
holders or pouches to prevent accidental injuries and maintain their condition for future use.

5.3.2 Usage and maintenance of tools and equipment safely 

141



Participant Handbook

Creating a safe and inclusive workplace is a legal obligation and essential for sustaining productivity, 
employee morale, and long-term organizational success. In the context of the apparel industry, where 
diversity and physical safety are key concerns, the production supervisor plays a vital role in shaping 
and maintaining such an environment. 

Area of Responsibility Role of the Production Supervisor

Enforcing Health and Safety 
Standards

The supervisor ensures all workers follow safety practices like PPE, 
machine guarding, and ergonomic posture.

Promoting Gender 
Inclusivity

Supervisors ensure fair opportunities and respectful treatment for 
all genders in work assignments and conditions.

Supporting Persons with 
Disabilities (PwDs)

They assign appropriate tasks to PwD employees and ensure 
accessibility through collaboration with HR or facilities.

Encouraging Open 
Communication and 
Feedback

The supervisor fosters a culture of trust by promoting open-door 
policies and confidential reporting of concerns.

Preventing Harassment and 
Discrimination

They intervene in cases of discrimination or bullying and report 
issues to appropriate committees or authorities.

Leading by Example The supervisor models respectful, inclusive behaviour that sets a 
standard for the rest of the team to follow.

Training and Sensitization Supervisors participate in and promote training on gender, disability, 
and anti-discrimination awareness.

Table 5.3.4: Importance of creating a safe and inclusive workplace

A safe and inclusive work environment is essential for ensuring smooth workflow, team satisfaction, 
and harmonious collaboration in the sampling section. The Sampling Coordinator is responsible for 
enforcing health and safety protocols, promoting equal opportunities, supporting Persons with 
Disabilities (PwDs), and encouraging respectful communication. By actively preventing harassment and 
discrimination, setting the right example, and fostering ongoing awareness programs, the Sampling 
Coordinator helps create a culture where every team member feels valued, protected, and empowered 
to contribute effectively. An inclusive and safe workplace is not only a legal and ethical requirement 
but also a foundation for the long-term success of both the sampling process and the overall apparel 
business.

5.3.3 Ensuring a Safe and Inclusive Work Environment 
for all Employees
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•	 A Sampling Coordinator plays a crucial role in ensuring workplace safety in the sampling section 
through proper lighting, ventilation, clear signage, ergonomic workstation arrangements, regular 
maintenance of sampling machines, and emergency preparedness, while also upholding gender 
equality and the inclusion of Persons with Disabilities (PwDs).

•	 Common sampling-related hazards include needle injuries, cuts from rotary cutters or scissors, 
electrical shocks from pressing equipment, and repetitive strain injuries from prolonged pattern 
cutting or stitching. Preventive measures include using machine guards, wearing PPE such as finger 
guards and safety glasses, maintaining ergonomic workstations, and providing regular training in 
safe handling and operational procedures.

•	 Malfunctions in sampling and finishing equipment can cause delays in prototype delivery and 
compromise sample quality. Regular equipment maintenance, operator training on proper usage, 
and consistent use of PPE such as safety glasses, masks, and finger guards are essential to maintain 
safety, sample accuracy, and productivity in the sampling process.

•	 The sampling process involves risks like ergonomic strain from long hours of cutting or stitching, 
electrical hazards from small equipment, and injuries from sewing or pressing machines. The 
Sampling Coordinator must ensure that these risks are identified and minimised through workplace 
adjustments and safety protocols.

•	 A Sampling Coordinator is also responsible for promoting hygiene, safe work habits, and healthy 
lifestyles among the sampling team. This includes maintaining a clean and organised sampling area, 
ensuring proper waste disposal, and encouraging regular stretch breaks to prevent fatigue.

•	 Sampling Coordinators in the apparel industry must be trained in gender sensitivity and disability 
inclusion to ensure fairness, prevent discrimination, and maintain an environment where all team 
members are treated with dignity and respect.

•	 Safe use and proper maintenance of hand tools like scissors, thread cutters, and rotary cutters are 
essential in the sampling section to avoid accidents and ensure the production of high-quality, 
accurately constructed samples.

Summary
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Multiple-choice Question:
1.	 What is one primary reason for providing ergonomic furniture in a sewing floor environment?

a. To increase electricity usage

b. To reduce production costs

c. To prevent repetitive strain injuries and improve posture

d. To increase the speed of sewing machines

2.	 Which of the following is a standard electrical hazard in sewing machine operations?
a. Fabric puckering	 b. Improper plug use

c. Needle misalignment	 d. Thread breakage

3.	 Which of the following is NOT typically a risk in a sewing production environment?
a. Ergonomic strain	 b. Electrical hazards

c. Radiation exposure	 d. Fire risks

4.	 What is the key responsibility of the production supervisor during an evacuation?
a. Operating fire extinguishers across the floor

b. Guiding and accounting for team members at the assembly point

c. Turning off all machines during evacuation

d. Removing all fabric rolls from storage

5.	 What is the correct way to hand over scissors or cutters to another person on the production floor?
a. Pass them with blades pointing out

b. Throw them on the table for the other person

c. Pass them handle-first

d. Hold both ends together while handing over

Descriptive Questions:

1.	 Describe the role of the production supervisor in promoting gender equality and inclusion of 
Persons with Disabilities (PwDs) in the sewing production environment. Include key practices.

2.	 Explain the significance of Personal Protective Equipment (PPE) in apparel manufacturing. Mention 
at least four types of PPE and their specific purposes.

3.	 Describe the purpose and benefits of conducting mock drills in a garment manufacturing facility. 
Include one case study-based learning.

4.	 How does a production supervisor influence workplace hygiene, operator health, and good work 
habits in a sewing line? 

5.	 Explain how a production supervisor contributes to building an inclusive and safe work environment 
in a garment manufacturing unit.

Exercise
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__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

Notes

Scan the QR codes or click on the link to watch the related videos

https://youtu.be/j8jCVFht5bU?si=yBsnVcYxwMAc_8f7

Safety Video: Sewing Machine Safety

https://youtu.be/28tV8zg8CKE?si=pIlVj031k4EFeGvV

Personal Protective Equipment (PPE)

https://youtu.be/wc_YwajwWPg?si=KYaBhsPERVGNIMkR

Emergency Evacuation Procedure
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By the end of this module, the participants will be able to:

1.	 Follow ethical, value-based governance and organizational policies, ensuring compliance with 
the apparel industry's legal, regulatory, and ethical requirements.

2.	 Adhere to customer and country-specific regulations, along with mandated work process 
requirements.

3.	 Maintain punctuality, attendance, and personal responsibility while following reporting 
procedures for deviations.

4.	 Monitor the workplace for risks, threats, and potential hazards, reporting them to supervisors 
as necessary.

5.	 Minimize wastage by effectively using resources, conserving energy, and properly handling and 
storing waste materials.

6.	 Follow organizational procedures for safe machine handling, including proper shutdown when 
not in use and correct storage of hazardous substances.

7.	 Use personal protective equipment (PPE) per protocol to ensure workplace safety.
8.	 Participate in first aid, CPR, and emergency response training, reporting health and safety 

concerns.
9.	 Support supervisors and team members in enforcing organizational policies and ensuring 

quality, safety, and environmental standards compliance.
10.	Seek clarifications on policies and procedures from supervisors and authorized personnel while 

ensuring documentation and compliance with reporting protocols.

Key Learning Outcomes
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UNIT 6.1: Ethical Practices, Compliance, and Governance

By the end of this unit, the participants will be able to:

1.	 Explain the importance of ethical, legal, and regulatory compliance in the apparel industry, including 
customer and country-specific requirements.

2.	 List organizational policies, procedures, and reporting protocols to ensure compliance with 
legislation and ethical standards.

3.	 Discuss clarifications from supervisors or authorised personnel on policies, procedures, and 
responsibilities.

4.	 Discuss sustainability guidelines, including responsible waste disposal and equipment handling to 
reduce environmental impact.

Unit Objectives

An ethical and value-based style of governance ensures that an organization conducts itself with integrity, 
fairness, and accountability. It facilitates the establishment of a strong foundation for trust, efficiency, 
and long-term success. Ethical governance ensures adherence to legal and moral requirements while 
creating a culture of responsibility and transparency.

Guarantees 
Accountability 
and Integrity

Encourages 
Transparency 
and Fairness

Minimizes Legal 
and Financial 

Risks

Fosters Ethical 
Leadership

Supports 
Corporate Social 

Responsibility 

	 Fig. 6.1.1: Importance of an ethical and value-based approach to governance

•	 Guarantees Accountability and Integrity: Moral governance mandates that organizations act with 
integrity and accountability so that leaders and workers maintain ethical conduct in all business 
practices. With a focus on accountability, people own their actions, minimizing unethical practices 
like fraud, discrimination, or abuse of organizational resources. Such a culture enhances trust within 
the organization and with outsiders.

•	 Encourages Transparency and Fairness: Ethical leadership encourages transparency in the decision-
making process, where policies, financial dealings, and business practices are made known to 
everyone concerned. Transparency eliminates corruption, favouritism, and covert motivations, 
which lead to employees, customers, and business partners trusting the business organization. Fair 
treatment of employees, such as equal opportunities for advancement and reward, also leads to a 
motivated and committed employee base.

6.1.1 Importance of an Ethical and Value-Based Approach 
to Governance
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•	 Minimizes Legal and Financial Risks: Organizations that practice ethics and governance guidelines 
have fewer chances of encountering legal issues, lawsuits, or fines. Complying with labour laws, 
environmental policies, and corporate governance rules helps ensure businesses run within the 
confines of the law, not risking penalties that will jeopardize their financial well-being and image. 
Ethical compliance also saves the organization from damage to its reputation due to unethical 
activities.

•	 Fosters Ethical Leadership: Ethical governance standards expect leaders to be role models, 
exhibiting honesty, fairness, and accountability. If leaders emphasize ethics, employees are apt to 
follow suit, developing a culture of respect and ethical decision-making. Ethical leadership resolves 
disputes fairly, maintains open communication, and encourages collaboration and teamwork within 
the organization.

•	 Supports Corporate Social Responsibility (CSR): A value-based governance approach extends 
beyond internal policies and emphasizes an organization’s responsibility toward society and the 
environment. Ethical companies engage in sustainable business practices, fair labour policies, and 
community development programs, which enhance their public image and contribute positively to 
society. Engaging in CSR initiatives also improves brand reputation, making the organization more 
appealing to socially conscious customers and investors.

Benefits to Self and the Organization

Adopting an ethical and value-based governance approach enhances the organization’s reputation and 
provides individuals with career security and professional growth.

•	 Builds Trust and Credibility: Employees, customers, and stakeholders have confidence in an 
organization that consistently follows ethical practices, leading to stronger business relationships.

•	 Increases Employee Morality and Retention: A ethical and just working atmosphere makes 
employees satisfied with their work and enhances morality, bringing in less turnover.

•	 Promotes Organizational Stability and Growth: Ethical companies are more likely to attract 
investors, customers, and talented workers, which ultimately results in long-term growth and 
stability.

•	 Enhances Decision-Making and Problem-Solving: Ethical governance fosters reflective decision-
making, ensuring decisions made are consistent with both business objectives and moral obligations.

•	 Creates a Positive Work Culture: Employees are more motivated and engaged in an environment 
where ethical behaviour is rewarded, fostering collaboration and overall workplace harmony.

Non-compliance with legal, regulatory, and ethical standards in the fashion business may result in 
serious repercussions such as legal actions, loss of reputation, and loss of business deals. Organizations 
should have explicit procedures to deal with non-compliance and ensure proper remedial action is 
taken.

1.	 Internal Investigation and Assessment: The initial step is to conduct a proper internal investigation 
to establish non-compliance. It entails checking records, auditing, and taking statements from 
employees or stakeholders to ascertain the cause of the problem.

6.1.2 Procedures to Follow When Legal, Regulatory, and 
Ethical Requirements Are Not Met
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2.	 Immediate Corrective Steps: Immediately upon detection of non-compliance, corrective action is 
required to eliminate unethical or unlawful practices. The steps taken might involve shutdown of 
production, attending to risky work conditions, phasing out unsafe substances in the product, or 
adjusting payments against wages so they are made under labour regulations.

3.	 Reporting to Regulators or Government Authorities: Where a legal or regulatory violation has 
happened, the firm should report this to the responsible government authorities, e.g., OSHA for 
workplace safety infringements, ILO for violations of labour legislation, or agencies for protecting 
the environment. Prompt reporting can help avoid penalties and show that the firm is interested 
in compliance.

4.	 Employee Training and Awareness Initiatives: Non-compliance usually arises due to ignorance 
or lack of care. Organizing training programs on labour laws, ethical procurement, and workplace 
safety ensures that employees and management are aware of their roles and adhere to proper 
procedures in the future.

5.	 Adopting Stricter Compliance Mechanisms: To avoid repeat offences, corporations must adopt 
more stringent compliance monitoring systems, including third-party audits, frequent inspections, 
and grievance reporting. It facilitates early detection of malpractices and ensures continuous 
compliance with legal and ethical requirements.

6.	 Disciplinary Action Against Delinquent Parties: If responsible parties or personnel are proven 
guilty of wilful non-compliance, disciplinary actions should be executed. Disciplinary actions can 
extend from warning and suspension to discharge or prosecution at law, according to the violation's 
seriousness.

7.	 Revising Policies and Enhancing Governance: Corporations must modify internal policies to comply 
with the law, regulatory requirements, and ethical principles. Enhancing the governance structures 
by appointing compliance officers, designing ethics committees, and formulating whistle-blower 
policies supports a culture of accountability.

8.	 Restoring Reputation and Regaining Consumer Trust: In case of non-compliance that results in 
a public scandal, firms must make amends to restore their reputation by being open to taking 
remedial steps. Public announcements, CSR activities, and better ethical behaviour assist in building 
the confidence of stakeholders, customers, and regulatory authorities again.

Apparel industry organizations have policies and procedures implemented to provide compliance with 
regulatory needs, ethical conduct, and quality measures. Workers at different ranks possess increasing 
levels of authority to enforce these policies. They are required to report any variations to the proper 
authorities to comply and maintain operational integrity.

6.1.3 Organizational Policies and Procedures Within 
Self-Authority and Reporting Deviations
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Policies and Procedures Within Self-Authority

Compliance with 
Health and Safety

Ethical and Just Labor 
Practice

Environmental 
Compliance and Waste 

Management

Machine and 
Equipment 

Maintenance

Quality Inspection and 
Control

	 Fig. 6.1.2: Policies and procedures within self-authority

•	 Compliance with Health and Safety: Workers are held accountable for adhering to workplace safety 
procedures, using protective gear, and ensuring a safe working environment. They can instantly 
report hazards and implement corrective measures, like halting machinery during an emergency.

•	 Quality Inspection and Control: Production workers and inspectors must ensure that clothes 
conform to established quality levels, looking for defects, mis-stitching, and fabric irregularities. 
Quality variations should be addressed before the product is taken to the next level.

•	 Ethical and Just Labour Practice: Workers should conduct themselves according to moral standards, 
obey fair labour practices, and ensure no discrimination, harassment, or exploitation. Supervisors 
can deal with minor disputes and forward major complaints to HR.

•	 Environmental Compliance and Waste Management: Employees must adhere to the waste 
disposal policy, recycle resources where possible, and reduce the environmental impact. Failure 
to adhere to sustainability policy, such as excessive wastage of fabrics, should be recognized and 
communicated.

•	 Machine and Equipment Maintenance: Operators must conduct routine equipment checks, ensure 
proper calibration, and report faults immediately. They have the authority to halt operations for 
safety or maintenance concerns.

Reporting Deviations from Regulatory Requirements

•	 Incident Reporting to Supervisors: Any deviations from safety protocols, labour laws, or 
environmental policies must be reported to immediate supervisors or compliance officers for 
investigation and corrective action.

•	 Documentation of Non-Compliance: Workers are required to document discrepancies, including 
defective products, unsafe work environments, or ethical infractions, and forward reports to the 
quality or compliance department.

•	 Escalation to Management or Compliance Teams: Employees should escalate an unresolved 
reported issue to senior management, regulatory authorities, or internal audit teams for further 
action.

•	 Corrective and Preventive Actions (CAPA): Organizations should take corrective measures, like 
retraining staff, reworking procedures, or updating policies, to ensure future instances of non-
compliance are avoided.
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Sustainable consumption in the clothing industry entails reducing the wastage of resources, maximizing 
efficiency, and embracing environmentally friendly practices in daily work. Employees are responsible 
for minimising environmental degradation through informed decisions in material consumption, energy 
usage, and waste reduction.

1.	 Maximizing Fabric and Material Utilization: Effective marker planning and accurate cutting practice 
enable optimal fabric utilisation with minimal waste. Workers must adopt best practices in pattern 
placement to minimize the leftover fabric remnants and assist in sustainable production.

2.	 Energy and Water Savings: Operating the machines efficiently by switching them off during idling 
times, running them at optimal speed levels, and maintaining them according to schedules conserves 
energy. The staff operating dyeing and finishing processes is supposed to adopt water-saving 
methods, such as reusing treated water, where possible, and reducing excess water consumption.

3.	 Reduction of Chemical and Hazardous Waste: Employees should properly manage dyes, adhesives, 
and other chemicals by adhering to safe practices and utilizing only the amounts needed. Secure 
storage, disposal, and recycling of hazardous waste guarantee adherence to environmental 
regulations and minimize pollution.

4.	 Encouraging Recycling and 
Upcycling Programs: Workers can 
also help ensure sustainability by 
separating fabric scraps for recycling, 
upcycling excess materials into 
accessories or smaller items, and 
contributing to upcycling initiatives. 
Reducing environmental footprint 
is also achieved by promoting the 
reuse of packaging materials.

5.	 Adhering to Eco-Friendly Workplace 
Practices: Simple actions like 
reducing paper usage, switching 
to digital documentation, using 
reusable containers, and avoiding 
single-use plastics help make daily 
operations more sustainable. 
Employees can also encourage 
sustainable habits among colleagues 
by promoting green workplace 
initiatives.

6.	 Supporting Ethical Sourcing and 
Sustainable Materials: Choosing 
organic, recycled, or biodegradable 
fabrics aligns with sustainable consumption goals. Procurement or material handling employees 
should ensure that suppliers adhere to eco-friendly production processes and ethical labour 
practices.

7.	 Maintaining Equipment for Longevity and Efficiency: Machine and tool servicing regularly 
guarantees they function optimally, minimizing unnecessary resource use. Properly maintained 
equipment lasts longer, diminishing the demand for constant replacement and lowering 
environmental waste.

Maximizing Fabric 
and Material 

Utilization

Encouraging 
Recycling and 

Upcycling Programs

Fig. 6.1.3: Implementation of sustainable consumption practices 
in daily work

6.1.4 Implementation of Sustainable Consumption Practices 
in Daily Work
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UNIT 6.2: Organizational Procedures, Reporting, and 
Responsibilities

By the end of this unit, the participants will be able to:

1.	 Discuss punctuality, attendance, and accountability following workplace policies.
2.	 Discuss reporting procedures for deviations, risks, and regulatory compliance issues.
3.	 Analyse team coordination, enforce organizational guidelines and maintain accurate documentation.

Unit Objectives

Punctuality, consistent attendance, and a good sense of personal responsibility are necessary to 
maintain workplace efficiency, professionalism, and teamwork. It leads to a productive work culture, 
assists in achieving organizational objectives, and promotes a culture of dependability and discipline.

Im
po

rt
an

ce
s

Punctuality Guarantees Productivity and 
Efficiency

Regular Attendance Ensures Workflow 
Consistency

Personal Responsibility Boosts Work 
Quality and Accountability

Enhances Teamwork and Interpersonal 
Relations

Enhances Career Development and 
Professional Image

	 Fig. 6.2.1: Importance of personal responsibility in workplace performance

•	 Punctuality Guarantees Productivity and Efficiency: Being on time enables workers to begin their 
work as planned, avoiding breakdowns in workflow. It guarantees the fulfilment of production 
lines, meetings, and deadlines without any postponements. Constant punctuality also exhibits 
professionalism and responsibility, affirming an employee's dependability.

6.2.1 Importance of Personal Responsibility in 
Workplace Performance
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•	 Regular Attendance Ensures Workflow Consistency: Recurrent absenteeism can negatively 
influence team performance and lead to production or service delivery delays. Regular work 
attendance ensures consistency in operations, lessening the workload for other colleagues who 
may have to take up responsibility for absent workers. Attendance is also responsible for satisfying 
client expectations and project deadlines.

•	 Personal Responsibility Boosts Work Quality and Accountability: Being held accountable for 
responsibilities guarantees that staff members finish the work with focus and precision. Personal 
responsibility teaches a proactive work ethic, wherein people look for solutions to difficulties 
instead of laying blame. It also shows trustworthiness, gaining the trust of supervisors and others 
in the organization.

•	 Enhances Teamwork and Interpersonal Relations: When workers are present and on time, team 
collaboration increases as tasks are finished in synchronization with others. Reliable workers ensure 
a conducive work environment where everyone respects each other and offers assistance when 
needed. It also reduces conflict generated by late submissions or failed promises.

•	 Enhances Career Development and Professional Image: Workers who are always punctual, 
present, and responsible are likely to receive recognition, promotions, and opportunities for career 
advancement. Employers appreciate committed and accountable workers, and they are the best 
candidates for leadership positions and long-term employment.

Reporting hazardous incidents and unsafe machinery in the garment industry is essential to ensure 
workplace safety and accident prevention. Workers should be trained to identify possible hazards and 
report them to the concerned staff to initiate corrective promptly.

Verbal reporting to 
the immediate 
supervisor or 

manager.

Filling out an 
incident or hazard 

report form.

Sending an email 
notification to the 

safety department.

Using the 
organisation's 

digital reporting 
system or app.

Notifying the 
maintenance or 
technical team 

directly.

Escalating the issue 
during team 

meetings or safety 
briefings.

	 Fig. 6.2.2: Way to report unsafe equipment and other dangerous occurrences to concerned personnel

6.2.2 Reporting Procedures for deviations, risks and 
regulatory compliance issues
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•	 Identifying Unsafe Equipment: Unsafe equipment includes malfunctioning sewing machines, 
overheating motors, dull cutting blades, exposed wiring, and faulty safety guards. Workers should 
regularly inspect their tools and machines for wear and tear, unusual noises, or operational delays 
that indicate a potential hazard.

•	 Identification of Hazardous Incidents: Typical hazardous incidents encompass electrical short 
circuits, machine malfunction, fire risk due to the accumulation of fabric dust, chemical spills, 
and cuts from sharp tools. Staff members should always be vigilant towards these hazards and 
immediately act to report them.

•	 Procedures for Reporting Hazardous Conditions: Employees should report unsafe equipment 
to their direct supervisor or the maintenance department. There should be an official reporting 
procedure through which workers can report matters in maintenance registers or electronic tracking 
systems to resolve them in time.

•	 Emergency Response to Hazardous Situations: If a severe danger is present, for example, electrical 
fire, gas leak, or equipment breakdown, employees must initiate emergency procedures, leave the 
site if needed, and report to the safety officer or the concerned authority for instant action.

•	 Offering Clear and Correct Descriptions: When a problem is reported, employees should state the 
nature of the problem, its location, and its visible symptoms of failure. Providing information such 
as unusual sounds, unusual machine speed, or overheating allows technicians to diagnose and 
correct problems more effectively.

•	 Preventing Accidents Through Proactive Measures: Employees should not attempt to operate or 
repair unsafe equipment unless trained. Lockout/tagout (LOTO) procedures should be followed 
to ensure machines are deactivated before maintenance. Safety barriers, warning signs, and PPE 
should be used to prevent further risks.

•	 Encouraging a Safety-First Culture: Organizations should create an environment where workers 
feel comfortable reporting safety concerns without fear of consequences. Regular training sessions, 
safety drills, and reward programs for proactive reporting help reinforce the importance of 
workplace safety.

In any organisation, the effectiveness of operations relies heavily on seamless collaboration between 
supervisors and team members. Supervisors play a critical role in setting expectations, providing 
guidance, and ensuring adherence to organisational policies. However, their effectiveness is greatly 
enhanced when team members actively support and align with these efforts. By fostering a cooperative 
environment, teams can collectively uphold standards, improve efficiency, and contribute to achieving 
broader organisational goals.

Supporting supervisors goes beyond mere compliance—it involves proactive participation in enforcing 
company policies, promoting a positive work culture, and ensuring consistency in operations. Whether 
it is adhering to safety protocols, maintaining quality standards, or streamlining communication, the 
collective effort of both supervisors and team members creates a structured and well-functioning 
workplace. Through mutual support, organisations can drive productivity, strengthen accountability, 
and cultivate a more disciplined and goal-oriented work environment.

6.2.3 Support to Supervisors and Team Members in 
Enforcing Organizational Considerations
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Support Area Description

Assisting in Policy 
Implementation

Employees help supervisors by understanding and following 
workplace attendance, safety, and quality control policies. 
Reinforcing these rules among colleagues ensures consistent 
compliance.

Encouraging Teamwork and 
Collaboration

Supporting colleagues in completing tasks, sharing knowledge, and 
fostering a cooperative attitude help improve overall efficiency and 
reduce work-related conflicts.

Ensuring Workplace Safety 
and Compliance

Employees should follow safety protocols, properly use personal 
protective equipment (PPE), and report hazards to supervisors 
immediately. Active participation in safety drills ensures readiness in 
case of emergencies.

Providing Constructive 
Feedback and Reporting 
Issues

Employees should communicate any inefficiencies, production 
delays, or workplace concerns to supervisors. Regular feedback and 
early reporting of issues help prevent more extensive operational 
disruptions.

Supporting Training and 
Development Efforts

Assisting in training new hires, sharing skills with colleagues, and 
actively participating in workshops enhances team capability and 
ensures workforce readiness for future challenges.

Maintaining Equipment 
and Workstations

Ensuring machines, tools, and workstations are clean, well-
maintained, and functioning reduces downtime and helps 
supervisors maintain a smooth production flow.

Adapting to Changes 
and Implementing 
Improvements

Employees should remain flexible to organizational changes, such as 
new production techniques, technology, or workflow adjustments, 
and help colleagues adapt efficiently.

Reinforcing Ethical 
Workplace Behaviour

Employees should uphold company values by promoting 
professionalism, honesty, and respect among team members, 
ensuring a positive and ethical work environment.

Table 6.2.1: Methods of Enforcing Organizational Considerations

Meeting Organizational Standards, Greening Solutions, Policies, and Regulations

Carrying out work functions in an apparel manufacturing environment requires adherence to 
organizational standards, sustainable (greening) solutions, company policies, and industry regulations. 
It ensures quality production, environmental responsibility, and legal compliance while maintaining 
workplace efficiency.

•	 Working following Organizational Norms for Work Processes: Workers must follow organizational 
standards for quality control, production effectiveness, and workplace behaviour. The standards 
ensure that all processes, ranging from cutting materials to final inspection, meet set standards of 
accuracy and uniformity. Standard operating procedures (SOPs) delineate sequential processes to 
uphold consistency and minimize errors in production.

•	 Installing Greening Measures for Sustainability: The fashion industry creates a lot of waste, so 
sustainable methods are crucial. Material waste is reduced through optimized fabric markers, 
recycled textile cuttings, and energy-saving machinery. Water and chemical management 
during dyeing and finishing also help minimise environmental footprint. Workers contribute to 
sustainability by adopting green practices like waste segregation and low consumption of non-
renewable resources.
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•	 Maintaining Compliance with Company Policies: Company policies on employee attendance, 
workplace ethics, handling machines, and safety protocols must be followed by work functions. 
Workers must practice safety procedures, employ personal protective gear (PPE), and maintain 
workplace discipline. Ethical sourcing, fair compensation, and non-discrimination policies guarantee 
a fair and responsible work environment.

•	 Maintaining Compliance with Industry Regulations and the Law: Fashion businesses must adhere 
to national and global laws, including labour legislation, occupational health and safety (OHS) 
codes, and environmental regulations. Compliance with industry certifications such as ISO 14001 
(environmental management) or SA8000 (social accountability) enables businesses to conduct their 
operations ethically. Workers must be informed about these laws and report any infringements to 
provide a legally compliant workplace.

•	 Maintaining Efficiency and Quality While Meeting Standards: Work functions must balance 
efficiency with compliance. Employees should focus on completing tasks within given timelines 
while ensuring quality consistency. Regular inspections, training programs, and performance 
evaluations help adhere to organizational and regulatory requirements.

Improving and Supporting Organizational Performance and Environmentally Friendly Processes

Workers are vital in building organizational performance and driving sustainable practices in the apparel 
sector. Engaging directly in efficiency gains and adopting eco-friendly processes help drive long-term 
business performance and a lower environmental impact.

•	 Enhancing Productivity Through Process Optimization: Employees can contribute to organizational 
performance by identifying inefficiencies in production workflows and suggesting improvements. 
Streamlining fabric cutting, reducing machine downtime, and implementing lean manufacturing 
techniques help increase output without compromising quality.

•	 Consistency and Lower Defects in Garments: Quality standards ensured in garments lead to lesser 
rework and waste of materials. Employees should perform proper stitching, inspect raw materials, 
and inform defects early during production to ensure uniformity and not lose much on production.

•	 Building Team Work and Skills: Collaboration is key to productivity. Employees must actively 
participate in knowledge-sharing sessions, help train new employees, and participate in skill 
development programs. Cross-functional collaboration assists in solving production issues and 
enhances overall efficiency.

•	 Embracing Environmentally Friendly Production Practices: Employees can contribute towards 
sustainability by minimizing fabric wastage, recycling shreds, and adopting environmentally-friendly 
dyeing and finishing techniques. Energy-efficient machine usage, reduced water usage, and the 
safe elimination of chemical residues help create less polluting processes.

•	 Treating in compliance with Sustainable Use of Materials and Waste Minimization: Workers can 
assist in maximizing fabric use through effective marker planning and cutting methods. Promoting 
organic, recycled, or biodegradable materials in manufacturing also supports sustainability 
objectives—waste reduction strategies like upcycling fabric remnants further increase environmental 
stewardship.

•	 Encouraging Team Collaboration and Skill Development: Teamwork is essential for productivity. 
Employees should actively participate in knowledge-sharing sessions, train new hires, and engage 
in skill development programs. Cross-functional teamwork helps resolve production challenges and 
improves overall efficiency.

•	 Adopting Environmentally Friendly Production Practices: Workers can support sustainability by 
minimizing fabric waste, recycling scraps, and following eco-friendly dyeing and finishing methods. 
Using energy-efficient machinery, reducing water consumption, and properly disposing of chemical 
waste contribute to greener production processes.
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•	 Following Sustainable Material Usage and Waste Reduction: Employees can help optimize fabric 
utilization through proper marker planning and cutting techniques. Encouraging organic, recycled, 
or biodegradable materials in production aligns with sustainability goals. Waste reduction practices 
such as upcycling fabric scraps further enhance environmental responsibility.

•	 Complying with Environmental Regulations and Safety Standards: Organizations must meet 
regulatory requirements for pollution control, waste disposal, and sustainable sourcing. Employees 
can support compliance by following environmental policies, participating in sustainability training 
programs, and reporting ecological hazards.

•	 Promoting a Culture of Continuous Improvement: Encouraging feedback, innovation, and proactive 
problem-solving leads to ongoing organizational improvements. Employees should suggest process 
modifications, contribute ideas for cost savings, and remain adaptable to new sustainability 
initiatives.
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•	 Ethical and Value-Based Governance promotes integrity, fairness, and accountability in business 
operations, fostering transparency, trust, and legal compliance while minimizing risks and promoting 
CSR.

•	 Non-compliance procedures include internal investigation, immediate corrective action, reporting 
to authorities, training programs, stricter monitoring, and disciplinary measures to restore 
compliance and trust.

•	 Self-authority in policies and procedures allows employees and supervisors to act on health, safety, 
quality, environmental standards, ethical labour practices and mandates reporting deviations to 
higher authorities.

•	 Sustainable Consumption Practices involve maximizing resource use, conserving energy and water, 
safely handling chemicals, encouraging recycling, and supporting eco-friendly workplace habits and 
ethical sourcing.

•	 Organizational and Individual Responsibility is emphasized in ensuring long-term sustainability, 
legal compliance, and ethical behaviour across all levels of the apparel production chain.

•	 In the garment industry, identifying and promptly reporting malfunctioning machines, hazardous 
incidents, and unsafe working conditions are critical to prevent accidents.

•	 Workers play a vital role in supporting organizational standards by enforcing policies, ensuring 
safety, promoting ethical behaviour, and adopting sustainable practices such as waste reduction, 
efficient energy use, and compliance with environmental regulations.

Summary
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Multiple-choice Question:
1.	 Which of the following is an organisation's primary benefit of ethical and value-based governance?

a. Higher garment prices	 b. Increased favouritism

c. Enhanced transparency and accountability	 d. Reduced product variety

2.	 When a company detects non-compliance with legal or ethical standards, what is the first step?
a. Take disciplinary action

b. Immediately notify customers

c. Conduct an internal investigation and assessment

d. Fire the responsible employee

3.	 Which daily practice contributes to sustainable consumption in the apparel industry?
a. Increasing use of paper documentation

b. Ignoring water usage in dyeing

c. Using energy-efficient machines and switching them off during idle times

d. Buying non-recyclable materials in bulk

4.	 What is the correct initial action when identifying a malfunctioning piece of equipment?
a. Try to repair it yourself

b. Ignore it if it still works

c. Please report it to your supervisor or maintenance team

d. Wait for the next scheduled inspection

5.	 Which of the following actions supports sustainability in apparel manufacturing?
a. Using more water for dyeing	 b. Ignoring fabric scraps

c. Reusing treated water and upcycling fabric waste	 d. Running machines unnecessarily

 

Descriptive Questions:

1.	 Describe the importance of ethical leadership and how it influences employee behaviour.
2.	 Explain the procedures a company should follow when it fails to meet legal or regulatory standards 

in the fashion industry.
3.	 What key sustainable consumption practices can employees adopt in their daily work to support 

environmental goals in apparel manufacturing?
4.	 Explain the procedures employees should follow when reporting unsafe machinery or hazardous 

situations in the garment industry.
5.	 How can employees support organizational goals by collaborating with supervisors and adopting 

environmentally friendly production practices?

Exercise
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Notes

Scan the QR codes or click on the link to watch the related videos

https://youtu.be/ltW7KVYJ1go?si=m0Re9uMPKqVSZVr1

Elements of business ethics
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Employability Skills is available at the following location

https://www.skillindiadigital.gov.in/content/list

Employability Skills
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