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SMETAE X 4E$
Document List of SMETA audit
(For 2pillar and 4 pillar Audit)

SedexZH M
{21t (Available) | F3#i(Scanne |EE L) LAERER
No. TES5MA ltems d) FA?
YES NO NA YES NO
EWEE AT R IEA T LAE . Please kindly prepare below original document to review.
I #REB4% Outline of Facility
A TS - N R B P () T 3 0 A Y
1 Factory profile/Employee No.& structure/Production O O O O O
capability/(Brands)Marketing
2 A A 5 Organization chart O O O o o |y
3 J7IX/) 3P B Factory floor plans 0O O 0O o o Y
4 E LB Business license O O O o o |y
b AE R BT AT BIE A5 5l 31 B4 FH 45 [7] Ownership of land/
5 Certificate or document for land right/ or Rent contract of land O 0O O O O
ABETHEHEH HR and Admin. management
6 I FH A K i Applicable laws and regulations O O O O O
WTFW) ] H
7 Employee manual/handbook,Factory rules & regulations o o o a o
b SRR T R
8 Disciplinary practices and Records 0 0O o -
9 1 4 30 % 1 F Dormitory regulations O O O o o |y
WA fEE. GBI, WERAUE ST A FIf the Y
10 . ) O o O O O
facility was rent, please provide related lease contract
11 T35 51/#2/7 Recruitment policies & procedures O 0O 0O o o Y
N/ T Bid/fe 4 M (P 572 T.)Employees' personal Y
12 8 . . O o O O O
files/ Employment registration/roster (all employees)
13 57 54 [F(FT A 51 1) Labor contracts (all employees) O O O O O Y
14 KA T AHE /5 57 22 HE Young worker health examination 00 o 0O WA AR BT,
/Job arrangement (if applicable),(if applicable) MiZig .
A RAE T4 BB 0E TAE % HE# € List of young workers/ WA R,
15 registration approval from local labor bureau/regulations on shift O 0O 0O O O M2t .
arrangement for young workers
16 5. Leave records O O O o o |y
17 B HRIE 5% Resignation records O O O o o |Y
WAL SR/ /5 Awards & Penalty Records/Warning Y
18 notification letters O 0O o -
Fhdsg, WNIRER, @R e85l W2 aiilil s, Y
19 A2 S A AN A7 O 52911 25 Training records(i.e fire safety O O O 0O 0O
training, chemical handling and storage traing, etc)
TR VOLR/ T REE TR T IR T T AR 2R Y
20 7 it Meeting minutes of union/Selection program and O O O o O
Responsibility of workers’ Rep./Complaint& handling record
LTaARE VLT LRI T IR 51/57 BE0UT7 i L Y
A S T BRI (CBA)
21 Meeting minutes of union/Selection program and Responsibility 0o o g o o
of workers’ Rep./ Collective Bargaining Agrements(CBA)
2 FE2 SATBUR SCHE BRAR 7/ H k& Social accountability 09 o0 o 00 Y
policy/ Management system/ periodic internal audit records
957 S IRIE AL E VR, 557 SRR AT INE R, 97550k WY S IRE T,
EBTAMANENE, SMHESMt, LHE, BHids, FahEH Mz .
, HARSL TR EIES . Business license of Labor Dispatch
23 O o O O O

Company, contract signed with Labor Dispatch Company,
dispatched workers' personal file, ID copies, payroll and
attendance records, labor contracts, social insurance payment

ol "
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SMETAE X 4E$
Document List of SMETA audit
(For 2pillar and 4 pillar Audit)

SedexZH M
{21t (Available) | F3Hi(Scanne |EE L) LAERESR
No. MES5AA ltems d) ZCAE?
YES NO NA YES NO
X% B /N FARFEN U L AIH 2 % 304 (W) Documents WwHEBRIT 457
24 proved workers' legal right to work including immingrant & O O O O O g,
migrants & employment agency staff, if applicable
WRT R, BT, R, USRS AEH L, Xk T T mIM, #oT
NAELT XA AR, A B IR AN 5 2 B R 28 1T i B PR, L,
W AT TAMNENE, GHIESM4L RIS, Tiids PRt 3 T T 9%
4, If the factory subcontracted service like cleaning, canteen, iﬂi PLAEPEE 11;1%
security guards, loading and unloading, and this workers L}mﬁfﬁ%%ﬁz
25 v.vorked inside of audited factory, pleas.e provide business o o o o o ﬁ?(@ﬁl Ei&%ﬁ
license of contractor, the agreement signed between contractor FEARA TN, A
and the audited factory, the contractor staff's personal file, ID s 7 Bk TR AR
copies, payroll records, attendance records, etc. FzERL,
530 P8 R BN 40 B R AL 2 ST I #5183 Sub-contractors list/ W A, it
26 monitoring records on sub-contractors' social responsibilities O O O O 0O
performance
FBE T4 B0 G pE AL THE R IR0 3%, (W) WEFETL, MZFiR
27 Homeworkers' namelist/ monitoring records on homeworkers O O 0O o o %
proved to be compliant with social responsibilities, if
annlinahla
LA RISl F M & FEMinutes of joint committees on OHS Y
28 and disciplinary matters O O O O O (DS PAEFEL L
IR LURIZSE)
/BB Facility policies: Y
* ik fZBusiness Integrity
+ # T.Child labour
* BRI 55 FhForced labour
» T2 H 4 +Freedom of association
« L% FIKrWage and hours of work
« fEifDisciplinary
« #%F|Benefits and allowances
29 « fi& f Fl %2 4=Health & Safety O O O O O
* IMREnvironment
« 549l Training
« B FEE Discrimination and harassment
 FET, 4NN R LUK Homeworkers, Outworkers and
Sub-contractors
« %5 T4 2% Human Rights
« L HBCF] Land Rights
U THFHLH Grievance mechanism
30 Previous ethical trade audit reports/Corrective Action Logs 000 00O M2 ia T2
DA AL & 53R H AR R S IR EAT Bl % A A% U 5 R A3t
I rt T HBERIEBS Working hours and wage benefits
TR IR ( 5 TGO R 127 F + 8 L 30 5 1 4 1% ) Y
Time cards/attendant records(12 months attendance records
31 corresponded with payroll records + the attendance records till 0 o o o o
the audit day)
PRABAE SR (B #8452 M) Y
32 Leave records(Paid annual leave/Maternity leave/Marriage& O O O
Funeral leave )
SEA T SCHMEEL SC (W) Consolidated working hours W, gt
33 permit by local labor bureau/Extended Overtime Hours 0o o g O o
Waiver, if applicable
R 74 ] |I=] % > . . Y
34 A BUR A% % S F Legal/ Local official minimum wage OO O O O
document
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Document List of SMETA audit
(For 2pillar and 4 pillar Audit)

Sedex¥5 M
{21t (Available) | F3H#i(Scanne |EE L) LAERER
No. MES5AE ltems d) ZICAE?
YES NO NA YES NO
RIE12 H I TR R (S s ' Y
35 Bi124 H B T %% (a'I'/\ 4> Recent 12 months' payroll 00 o oo
records with employees' signatures
36 ok A =B BE)Id /i #F T. % 3% Production records of piece O 0 o - AR B S 2
rate workers/Piece rate records PRt
BT — A ISR SR LB A ARG (W AR HARE, Y
EHWFE, GEWCRERCFE) Production operation records for EERERIE=EH
37 last 12 months and the other related records (i.e Daily o o o O 0O |, SigthabEiihi
production records, daily QC report, warehouse material in/out o
roacnrde nte)
T % $HERid% Wage deduction records Y
%8 o en OO lmmtote e
S ARB ST AR AN SR AT A L AT AR B ICUE AL ARG SE A 4 Y
ftSocial security insurance AlE I,
39 (injury/retirement/medical/unemployment etc.) payment 0O O 0O 0 0O |EERERHESE
receipts/ invoice/Approval from local government/Registration BRER
certificate/personnel list
RELRZSID LSS Health and Safety
N F W AR B 42 S BRI E 6 B Health & safety policy/ Y
40 Regulations and rules oo g 0
41 i 224 KUK IR i id sk Health and safety risks identified record O O O o o |Y
BRI TR TR IR 75 /4 % Certificate of Inspection for Y
42 Completed Building Construction/ Registration Records O oo O O
] SR BT S S R IEAR 5 Fire-Fighting Acceptance Y
43 Inspection Certificate/ Report
44 LA FARERAE (T B 45 kiE45) Safety officer certificate Y
45 22 57 MR- %2+ BIAIE Security guard regulation & job Y
description/security guard certificate
46 T N S TR W B i S 0 3 (5 8 Fr)Fire drill program & O 0 o . Y
records and fire evacuation plan & procedure (inlcuding
47 BB SVEAIE & 5 R T A2 RBEHIE Catering Service License/ 09 o0 o 00 Y
Health Certificate of kitchen employee
48 SR REKIUEP Trained first aider certificate O O O o o |Y
49 IZEJ’F}\JQ'#NM{J]‘&IE%, (1) Qualified certificate of doctor or 000 00 Y
nurse, if applicable
TAREE T A B IE SR/ R AL B Vi i Accident,injury reports & Y
50 records/Precaution Measures on Reocurrence O oo 0o
Hh B T A P U/ B R R 2 R (e e 9/ ) Y
51 Y_%-) Register of elevator & lift and annual inspection certificate O 0o od 0o o
B, IS B ICUEAER S HHIE Register of pressure Y
52 vessels & boilers and annual inspection certificate O oo 0o
REFPIEALN 5 (U T/ T/ L2 e i (B T UL T Special Y
53 ized safety training certificate( Valid safety operation certificate 0o o O o
of Lift / Forklift vehicle /Qualified Electrician/ Electric welding
operator certificate/Operator certificate of boiler)
b5 G P B S R GV AT (AR A I ) Y
54 List of chemical/Approval certificate of chemical o o o |
warehouse/register & storage record
G AFH R S YR 25 EE Chemical Safety Precuation Y
55 Measures/MSDS (material safety data sheet) of dangerous O 0o d 0o o
chemicals
56 RSB 7 LR EFINET Qualified certificate for the . . Y

keeper of dangerous chemicals warehouse
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Document List of SMETA audit
(For 2pillar and 4 pillar Audit)

Sedex¥5 M

No.

MBES5AZE ltems

21 (Available)

#3##(Scanne
d)

YES NO N/A

YES NO

K L Wb ANE e
ZICE?

57

LAEG AR £ 3 R 3R (U &/ 75 25 ) 1A i & The
hazadous elements (air quality and noise etc.)evaluation report
for Workplace

o o O

o O

Y

58

a7 % TIRME i R B4Rk . AMAdk 5 Hazardous position
employees’occupational health examination summary /
individual report (if applicable)

59

AR EI BRI AT R E BB Tt 2 T d i iR S Any
internationally recognised system certifications e.g. 1ISO 9000,
14000, OHSAS 18000, SA8000 (or other social audits).

60

Other documents if in need H'& 3t (B

FE R E 9 Environment

61

IR o oA & R Bl R DL R,

HEGVFATE, SR, AR B (AR, Bl e 2 v
HHIEZEnvironment impact evaluation report/form/registration
form and approval, Pollutant discharging permit, monitoring
report, Radiation equipment (if any) environment impact
evaluation report and acceptance check and permit, etc.

<

62

a8 R FE Ak R G R/ #1853 Dangerous chemical waste
handling contract/transport records

63

% £ 7 % Emergency action procedures

64

PRES ORI 77 THI (1) R 46 344 K #2 )7 Environmental System Policy/
Procedure

65

KRR b HRRIR GRIE T F AR St Natural
resource/energy resource usage/discharge data of current year
and last year

o o O

B EE S ((UER T4pillar®#) Business practice (Only applicable

for 4 pillar audit)

66

MBS, RGN, RAIEM3ES, 5)F1H7EH/FEF Business
Integrity (anti-corruption, anti-bribery, anti improper competition, etc)
Policy/Procedure

67

FHIR R0 2 1) P B W) N FRAT 9 UE I (k2% 5%, R, (R B
VW R BN ZIERME, WOZ R4 Codel Rules of
different departments relating business integrity (anti-corruption, anti-
bribery, anti improper competition, etc)

68

Dl IE £ 57 11/ 2 i 5 Business Integrity Training
Records/Investigation Reports

P RGEIR SCAERL AUTHE, R AR B IR S R

T

1R BI0E&: 1 00 M 1 TCE AR & B 3% 5 2 E).
2 55EER: 1, ARG
3 REAF AR 14y

4 TAERf LR 1 N X FRESEE (e 12908, 3MHS ARSI GHEEH (NEEIL) .

5 ZEa THIN HESCSER N PR SC: 1 6y

6 LHtk: 1 AN XEHZNIEE (: 1200, 3PS AAFEINETEEH (NESEILT)

7 WO,
8 MSDS: 1 #¢

9 LoHgaans: 14y

10 LofRRIEZFE T LR 1 4y

JS2 A B TS S B A SR AR T %

1. L REFP ) BESCAT T Ak i AR S BT, (E A 20 35 AN AT 45 TR G 3180 P P9
12 B J7 SRRSO e B A, 58 =5 4 S0 AT LA 6 3 il W REN
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