QTS

M.

SMETA (2 Pillar&4 Pillar) #:2x TF 5 &% 5 S (D

Document Checklist for Regular SMETA 2 Pillar and SMETA 4 Pillar Audit (China)

HIZRE AL HZATSW, IR, ERSCHE, LR AR A i
Audit procedures includes: Opening Meeting, Facility Tour, Documents review, Employee Interview and Closing Meeting.

it oL R s R T ola.

Please prepare the original documentation listed below for verification, thanks!

O

O

L TrE e CGRlAD

Business License (Official Duplicate)

2. TReEFEidx GEE+2AMH) , GRFRERSEIRAN. MARMEMHE 75, 5% 0T 6e T 2 ik B
Iﬂ%%ﬂlﬂ%’ EF'I;EJ Afﬁikﬂ\J\ijJ‘Flﬁ'fTo

Timecards or Attendance Records (Last 12 Months), including active employees and resignation employees. If electronics
time card is used, the auditor may need to review the time record directly from the computer, with the assistance from the
facility staff.

THR (EETZANAD , GFERSEIRAG, QR TR 2@ RITHK R, 1 R R IHRAT IR IO
Payroll Records (Last 12 months), including active employees and resignation employees. If wage paid by Bank Transfer,
Bank Transfer record is required accordingly.

B TAEAM R A TA AR CE FIEREN)

Employee Roster and Employee Personnel Records (including 1.D. card copy)

AT

Labor Contract

ot GEE+=M) , ZRAEAN, LS RESRSFEEKIENISCE (E D 485 mk R

R R e

Social Insurance Receipts (Last 12 months), Name List, Social Insurance Local Policy or Qualified Certificate (when
applicable), etc. Commercial insurance records (if any), e.g. Commercial Insurance Policy, Commercial Insurance
Receipts

7. AR R O T AR EAUR T B TANOBCRE R . 2R AR baRia sy, gtk |
ERIRA T Frotha Al AT, R e, B RSN

Enterprise Regulation or Employee Handbook (the content including but not limit to, recruitment, Child Labor
remediation Policy/Procedure, non-discrimination, prohibiting forced labor, freedom of association and collective
bargaining, working hours, compensation & benefit, disciplinary procedure, working conditions, health and safety,
environmental protection, etc.)

A LIERGC S

Disciplinary records

BURA 5 i IR B AR SO A

Local Minimum Wage Standard

10. AHFH R ERIL T A LR AL, BFEFER. 7R B R B8R RS x40

Records of Paid Leave and Wage Payment, including Annual Leave, Maternity Leave, Paternity Leave, Marriage Leave,
Sick Leave, etc. (Last 12 months)
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Document Checklist for Regular SMETA 2 Pillar and SMETA 4 Pillar Audit (China)

O 11 HAddE e, IR EE s IR 2D
Other Leave Application Form, Resignation Application Form with Approval (Last 12 months)

O 12 435331106 T LA THE IR TAERISC, AE i TR S Cni&AD
Official Comprehensive Working Hour System Approval, Non-fixed Working Hour System Approval (when applicable)

O 13. RBETTARK M 55 shil I 1 8idid %

Young Workers’ Health Examination and Registration Records

O 1455 IRETHAPRIZE (GRMEREM) , FELTRERILR, e, hamEBIdEZasiEd (g
D ZRANGIEAM, 557 FIRE VML, 55 55 IRE AL A E IR, 57 S5 IRIE 48 VFrTiiE

Dispatched Employees’ Personal Files with ID Card Copy, Attendance & Payroll Records, Labor Contracts, Social
Insurance Receipt & Certificates (when applicable), Name List, Labor Dispatch Agreement, Labour Dispatch Business
License and Business Certificate of Labor Agent

O 15 WlRfRZe. 8. SRS, HIRISMURS SR PURSARETT R TR G S MEREM) , FEhd
SRNLBER, 5aiaRE, e trdE ety (gD 4.

If security, clearing, cooking are subcontracted, please provide Service Contract, the service employees’ Personnel
Records (including I.D. card copy), timecards or attendance records, payroll records, labor contract, social insurance
receipts and qualified certificate (when applicable), etc.

O 16. Z7 S AMEORIE R THISFAIG A, NS (B S MER it , FEk TRdxR, Mo RRIE & & AE
(WiERD , SRS M, 557 55 SR PR

Outsourced / Contracted (outsourced) employees’ Labor Contracts, Personal Files with ID Card Copy, Attendance &
Payroll Records, Social Insurance Receipt & Certificates (when applicable), Name List, Labor Outsourced / Contracted
Agreement

O 17 BRSNS FLA T Y
If there are retirees hired to work again, please provide the agreement signed with retiree(s) hired to work again.

O 18 WSS, TERASESIER R, R Ak NS S AR =J5 58 ST U

If Intern employed, please provide the list of Intern, Tripartite Agreement signed by the School, the Facility and the
Students

O 19 WSS T, WMt OMEA ARV ATHE)

If foreigner employed, please provide the Foreigner Work permit

O 20 L& BITARZASMN, £EFaGREE bRAP dnd)

Union or Worker Representative Committee documents, Collective Labor Agreement or Collective Bargaining
Agreements (if any)

O 21 @ 30R LIk &/ RIER A Z 2 S e s
Report / Register of Construction Completion Acceptance / Building Structure Safety Appraisal Report
O 22, @S TR B W&+ Uk I B B £ 5

Certificate or Report / Register for Fire Protection Acceptance
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Document Checklist for Regular SMETA 2 Pillar and SMETA 4 Pillar Audit (China)

O 23 KAKHNIB GBI RS SilR. TR

Fire Fighting and Emergency Evacuation Plan, Fire Drill Record, Work Accident Records and Work-related Injury
Record

O 24 Fpfhisess (W) ENPSEICIE () AR, ks, BEENW. 2 ) WERNSER. S Rk
s CHEAM, RIR R wam) &

Special Appliance (if any) Registration Certificate and Inspection Report, such as Lift, Lifting Appliance, Inside Special
motor vehicle, Boiler and Compressing Equipment (including Gas Cylinders, Gauge and Safety Valve) and etc.

O 25 RpFP &R A Ot CIndE) #RAEIE, AR RNl Mph e B Ol RENMEINL. EEINZEER N
O WEANSI RN B EiE T, ke T, R )R a5 .

Special Appliance Operator (if any) Certificate, such as Lift Operator / Safety Administrator, Lifting Appliance Operator /
Safety Administrator, Inside Special motor vehicle Driver, Boiler Operator / Water Treatment Operator, Compressing
Equipment Operator and etc.

O 26 FFFENL A () 3AEE, o T, 88T, KPP RHIA R &S TR E N 5,
Special Operation (if any) License, such as Electrician, Welder and Operator for Large or Medium-Sized Refrigeration
Equipment Operation, etc.

O 27. 3ROGUEBEEIC
Training Certificate(s)/Records for First Aider(s)

O 28 EEMTTNZAEFIRAGE B REIRINC R AES; A PN Dz a7 JiR N BLRE 0 35 JIC SR AIES

Training Record / Certificate of Safety Production Knowledge and Management Skill for The Principal in Charge;
Training Records / Certificates of Safety Production Knowledge and Management Skill for persons responsible for the
Management of Work Safety in the Facility

O 29, () SMEEFE JRBRRSVFRIIE) K TAERE
(Kitchen’s) Food Operation Permit (The previous Catering Service License) and Cooks’ Health Certificate

O 30. HRMb £ 35 PR 3R RO 75 A0 B3 I b it A 25 4

Occupational Hazards Factors Testing Report and Employee Occupational Health Examination Report

O 3L ALZEIES, WM 2Bt bR, i o i SN SoBER T AR 2Rl ¢

List of all Chemical, MSDS, Dangerous Chemical Emergency Succor Plan and Drill Record

O 32. LA HEMBZINSTE, W HOZER. 284 M H B A2 SRR Ze A0SR
Yl Bl PAEE I
Work Safety Training records, such as Fire Safety training, Work Safety Rules and Post Safety Operation Procedure,
Chemical Safety Training Records, Occupational Health Training

O 33 MRERSCHE CAns i It B MRS PP AN SO CGABERZ MR & 4. FABERE MR i R B M B iR, Hort
SEAL, B H PREER LI & /A 7/ 4 B B0 H IR ISR IS B G R E R, #RSYWAHE, B3 Y
AEPRVCHEN B PRBRILE, PRIKIE SR )
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Document Checklist for Regular SMETA 2 Pillar and SMETA 4 Pillar Audit (China)

O

O

Environmental Documents such as Environmental Impact Assessment (EIA) Documents (Environmental Impact Report,
Environmental Impact Report Form or fill out Environmental Impact Registration Form), EIA Approval / Registration,
Acceptance Check of Environmental Protection of Construction Projects/ Publicity / Information Declared on the
National Information Platform of Environmental Protection Acceptance Check for Completed Construction Projects,
Pollutant Discharge Permit, Approval of Pollutants Treatment Facilities Left Idle or Dismantled, Monitoring Report of
Wastewater / Waste Gas, and etc.

34. fal R B RALNE BB RS EVFNE, fEREDCIEAT, fLREVFEREE, GREMEEEBIE
(aniE ) &%

Business License and Business Permit of Dangerous Waste Collector, Service Agreement and Dangerous Waste Disposal
Duplicated Form, Approval for The Hazardous Waste Transferred to Other Province (if applicable)

35. FE S WA M BEREMA VT SCIF, PRI, IABR TRk, AR e A VE AT IE BER S IE ]

Environmental Impact Assessment (EIA) Documents, EIA Approval, Acceptance Check of Environmental Protection,
Safety Permit or Exemption Certificate of Radioactive Equipments

36. Bl GRS, WA HIRER . WRHE R THRER. dieilReE

Production Records (Last 12 months), such as Daily Production Records, Send / Receiving Materials Records, Piece -rate
Records, Quality Control Records, and etc.

37. @HFHE
Facility Building Layout

38. FEAFEHLAS R AIH

List of main production equipment

39. A FEIMR TUEMA R DT BRSO CRAEAI M T TR MRy MAERH SN, B sk
(BFERIEN. R FRARH. RALESTES) (W)

Written policy or process on company Social responsibility System (including labor and employment, working condition,
environmental protection) and Management organizational chart; written policy on business practices (including Business
Integrity, Anti-corruption, Information protection, Fair competition) (If any)

40. 7> CRIIMEN TS L (D
List of Subcontractor/Supplier (if any)

41 MR ERMER, ERMT BHE SR
If facility rent or leased, please provide the Rent or Lease Contract

2EKM S FHMAEEHMARIED ( Wl . . SA8000. WRAP. ICTI. Amfori-BSCI. 15014001 .
0H318001uso45oon

Valid certificates on Social Management System (if any), such as SA8000, WRAP, ICTI, Amfori-BSCI. 1SO14001.
OHS18001(1SO45001)

43. ST 53 T HEAASL A 1A R A A ) AP 5 TR SRR R DI 53 DA A5 (36 I e (147 3 1 3%

Written policy covering human rights impacts and issues and training records, communication records with suppliers

A4 R S AH S TT IR D %, M RIS AH OG5 A 5% G T FEAR AR 77 T ) KUK TR 0 37, ARH R b s Tt i S il 7%
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SMETA (2 Pillar&4 Pillar) tL4: 53 #HZ P 0 ChED
Document Checklist for Regular SMETA 2 Pillar and SMETA 4 Pillar Audit (China)

Records on stakeholders identification, human rights impact measurement on stakeholders and remediation

45 R BUR AR 7 LKA SGIE 5%

Grievance policy and procedure, relevant grievance records

46. 51 THBHA AR TE 7

Data privacy procedures for workers’ information

47, b At SRR R BV g0 SR S B P

Management review on corporation social responsibility system and process to address issues

48. i R 2 4 KBS PEAL AR
Health & Safety risk assessment report

49. ARG VEME T T SO RIVE AT (e RO IE B P=E, 56
Land rights licenses and permissions (e.g. land right permits or property ownership certificate, etc.)

50. L HIAUAHSCBUR FIFE P 4G Ay L, DA F M A, 18495 T & 10 B e I i i DU £ 3 4
X e a0t R = AR] (FPIC)

Written policy and procedures specific to land rights, which include using the land legally and obtaining free, prior and
informed consent (FPIC)

51. U BGEEE I A IR A 2R A

Systems to recognize national laws and practices relating to land title and law list

52. ETI 57 M35 U1 874 388 1o 5% (4% 51 TAHERI)
ETI code training or communication records (including employees and suppliers)

53. fi fE 2 4= I BUR AR 7

General Health & Safety and occupational Health & Safety policies and procedures

54. LU SCHHGEH T-SMETA 4 Pillar Audit
Below documents are only applicable for SMETA 4 Pillar Audit
O FREEEBRBOR DL R M 38 5 AH 5% U7 i e %
Environment policy and communication records with appropriate parties
O BelsVHFE CInRoK, AHED midsk
Records of natural resources usage (e.g. energy use, water use, etc.)
O i s EOR, K Hya s B I 5% (B4 L AEE 3 )
Written ethical policy and communication/training records (including employees and suppliers)

55. et O B BT )

Other documents, subject to actual circumstances during the audit

Page 5 of 5



