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Information and Communication Technology companies (working through the Electronics Industry 

Citizenship Coalition (EICC®) www.eicc.info and Global e-Sustainability Initiative (GeSI) www.gesi.org), are 

working to improve sustainability and social responsibility within the global supply chain. 

These companies recognize a mutual responsibility to ensure working conditions in the ICT industry are 
safe, that workers are treated with respect and dignity, and that manufacturing practices are 

environmentally responsible.   The Validated Audit Process (VAP) is a collaborative approach to auditing, 
to reduce the burden on supply chain companies from multiple requests for social audits.  The VAP meets 
the need for a high quality, consistent and cost-effective standard industry assessment for labor, ethics, 
health, safety and environmental practices based on the EICC® code of conduct, laws, and regulations. 

For more information about the VAP, please contact: 

¶ Phylmar@eicc.info and/or audits@eicc.info 

¶ EICC Address:   1155 15TH ST NW SUITE 500 WASHINGTON, DC 20005 USA 

¶ EICC Website:   http://www.eicc.info 

© 2010 Electronic Industry Citizenship Coalition, Incorporated and Global e-Sustainability Initiative.  All Rights Reserved.  No part 
of these materials may be reproduced or transmitted in any form or by any means, electronic or mechanical, including but not 
limited to photocopy, recording or any other information storage or retrieval system known now or in the future, without the 
express written permission of the Electronic Industry Citizenship Coalition, Incorporated and Global e-Sustainability Initiative. 
 The unauthorized reproduction or distribution of this copyrighted work is illegal and may result in civil or criminal penalties 
under the U.S. Copyright Act and applicable copyright laws.  

http://www.eicc.info/
http://www.gesi.org/


    
 

Revision – 28 June 2010           EICC®-GeSI VAP Audit Preparation for Auditees Page 2 of 24  
 

 

1. Introduction 

The Electronic Industry Citizenship Coalition (EICC®) Code of Conduct was introduced for ICT industry suppliers 
in 2004. These expectations are driven by the Corporate Responsibility (CR) objectives of coalition member 
companies and include specific requirements in areas associated with human rights and labor practices, 
occupational health and safety, the environment, and business ethics.  

The program has evolved in response to increasing customer, investor, employee and public expectations that 
EICC and GeSI member companies verify that their suppliers' operations are conducted in a socially and 
environmentally responsible manner.  The EICC-GeSI Validated Audit Program (VAP) is part of that verification 
process. 

2. The EICC®-GeSI Validated Audit Program (VAP) 

The goal of the audit program is to work in partnership with suppliers to foster CR performance improvement 
and build CR capability within the supply base.  

The audit provides EICC and GeSI member companies with an evaluation of a supplier's labor, ethics, 
occupational health and safety, and environmental practices relative to the requirements set out in the EICC-
GeSI audit criteria and identify supplier CR practices that may require improvement in order to meet those 
requirements 

 
 
 
 
 
 
 
2.1 EICC®-GeSI Validated Audit Program Criteria 

The EICC-GeSI audit criteria are based on the Electronic Industry Citizenship Coalition (EICC) Code of 
Conduct and local legal requirements, and set the basic CR performance expectations for suppliers. 

The audit criteria cover five main areas: 

Å Labor 

Å Health & Safety 

Å Environment 

Å Ethics 

Å Management Systems for Labor, Ethics and EHS 

2.2 Audit Overview 

The audit is performed at the facility by specially trained, independent and qualified third-party auditors, 
and includes the following elements: 

Å Preparation for the audit (at audit firm offices with minimal interaction with the auditee) 

Å Perimeter survey (off site – no interaction with the auditee) 

Å Opening meeting 

Å Facility evaluation 

ü Facility tour and inspection 

Self-Assessment 
Corrective and 

Preventive Action 
Audit 

Continuous Improvement 

http://www.eicc.info/EICC%20CODE.htm
http://www.eicc.info/EICC%20CODE.htm
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ü Documentation reviews 

ü Gathering information from management and worker 

Å Daily wrap-up meetings 

Å Closing meeting 

Å Validated Audit Report (VAR) 

Å Corrective action (not part of the Validated Audit but part of the Continuous Improvement 
process – details can be found in the Corrective Action Preparation for Auditees) 

Å Follow-up verification (not part of the Validated Audit but part of the Continuous Improvement 
process – details can be found in the Corrective Action Preparation for Auditees) 

 
3. What to expect in an Validated Audit (VA) 

The Validated Audit (VA) will be approximately a two or three day event.  However, the number of audit days 
and audit team members will depend on the size of the facility, the complexity of the operations and the 
number of workers as well as whether the audit is an initial audit or a follow-up verification audit.  The specific 
Validated Audit duration and number of auditors will be determined jointly between the VAP Program 
manager and qualified audit firm at the time the audit is scheduled. This is done using leading practice 
algorithm t ensure consistency of the VA and between auditees 

The purpose of the on-site evaluation (the Validated Audit) is to gather objective evidence to confirm that 
supplier CR programs and practices are fully defined, implemented and effective.  

The VA includes observations from area inspections, reviews of programs, procedures, and policies, and 
gathering information from management and worker.   

V Facility walk-throughs and gathering information from workers and management are intended to provide 
insight into CR policies, practices, and implementation of procedures, awareness of roles and 
responsibilities, and management involvement.   

V Documentation and records review provides information on how well CR management systems are 
defined, implemented and sustained, and their effectiveness. 

An observer may accompany the audit team from an EICC or GeSI member company (and/or the VAP Program 
Manager).  The purpose of the observer is to evaluate the performance of the auditors and the effectiveness 
of the audit process.  The observer will not actively participate in the audit and is excludes from attending 
gathering information from workers.  The observer’s (with the exception of the VAP Program Manager who 
will accompany the auditors everywhere) site access should be limited to common areas, such as dormitories, 
canteens, facilities areas, and manufacturing areas that produce products for only their company. 

3.1 Preparation for the audit 

The preparation phase is a critical phase in the overall Validated Audit. During the preparation the phase 
the assigned audit team will: 

V Review all Validated Audit process documents (EICC Code, Audit Tool, Audit Manual) 

V Review self-assessment and auditee-provided documents (including the Self Assessment 
Questionnaire SAQ and the facility profile) 

V Review information on auditee’s website (if available) 

V Ensure the relevant reference standards such as applicable laws are reviewed and available 

V Contact the auditee on audit logistics and timing (arrival time on site, agenda during the audit, 
scheduled end of day and departure from site after the close meeting) 
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All of this preparation will take place at the audit firm offices  

The VAP Program Manager will provide you with the necessary documentation and guidance on the 
Validated Audit. 

In addition the VAP Program Manager will provide the auditee with the Validated audit dates in advance 
and will also contact the auditee two day before the Validated Audit to ensure the process is clear and 
the documents to be reviewed (see list in this document – section 6) are ready and available when the 
auditors arrive on site. 

The VAP Program Manager is available via email and phone for additional guidance and to answer 
questions if required. 

3.2 Perimeter survey  

Before arriving on site the auditor(s) will perform a perimeter survey, which consists of getting to know 
the auditee in the context of the local community.  

Overall objective should be to identify a variety of data points that help provide local context to the 
production site’s operation and to prepare questions for further investigation once on site. 

This consists of looking at infrastructure such as transportation, emergency services such as fire 
department, etc and also getting community information on the auditee. 

The perimeter survey usually lasts between 30 and 60 minutes and can usefully feed and supplement the 
on site audit information to provide context and triangulation of information.  

During the perimeter survey there will be no interaction with the auditee 

 

3.3 Opening Meeting 

When arriving on site the auditor(s) will present identification of who they are and will start the on site 
audit process. The auditor(s) will bring with them all audit tools and equipment necessary for the audit. 
The auditee will ensure all documents detailed by the auditor as described in chapter 6 are available.  

Auditor(s) will arrange their own transportation, accommodation and food for the audit.   

 

All EICC-GeSI CR Validated Audits begin with an opening meeting.  The purpose of the meeting is for the 
audit team to meet with the auditee management and other personnel involved in the audit. The opening 
meeting will be conducted through a formal EICC- GeSi presentation and standard 

The Lead Auditor will provide a brief review of the audit agenda, audit process and scope, and answer any 
questions the auditee may have.  The auditee should include a brief summary of business and operational 
issues and other information that helps the audit team understand 

V the business climate for the organization;  

V major changes since the last audit (if applicable);  

V CR program organization;  

V assignment of responsibilities;  

V CR goals and performance;  
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V other information of potential interest to the auditors and attendees. 

3.4 Audit scope 

The audit team will need to visit: 

Å Production areas 

Å Facilities areas (equipment rooms, wastewater treatment, etc.) 

Å Office areas 

Å Material, chemical and waste storage areas 

Å Distribution Centers / shipping and receiving 

Å Canteens and kitchens 

Å Dormitories 

3.5 Gathering information from auditee management and workers 

Gathering information from management and worker are a critical component of the facility evaluation.  
Listening to and understanding workers and staff provide another perspective on work practices and 
conditions.   

Throughout the validated audit, the auditors will interact with workers to gather information both 
formally and informally. When formally interacting with workers the auditors will select worker from 
various areas of the facility, from different work shifts, and with varying responsibilities.   

The number of workers selected for a formal gathering of information session will depend on facility size.  
Interviews can last from 20 minutes or more, depending on whether they are individual or group 
interviews, or the nature of the subject discussed. 

 

The number of workers/staff the auditors will interact with is based on global leading practice and is 
implemented through a standard algorithm. 

Worker interviews are private meetings between the auditor and worker or group of workers.  Supplier 
management may not be present during interviews in order to ensure worker privacy and confidentiality. 

Gathering information from managers, other staff members and workers provide the audit team with an 
understanding of how CR programs were developed and implemented.  Typically the audit team will 
interact with: 

Å Site manager(s) 

Å Production manager(s) 

Å Maintenance staff 

Å Environment manager(s) 

Å Health & Safety manager(s) 

Å Quality manager(s) 

Å Human Resources manager(s) 

Å On site services staff such as canteen, dormitory supervisors, security staff 

Å Finance manager / payroll manager 

Å Procurement manager / supply chain manager  

Å Onsite medical staff (as appropriate) 

Å Other personnel (as appropriate) 
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3.6 Facility Walk through 

The purpose of the facility walk through is for the audit team to observe physical conditions and current 
practices in all areas of the facility. This observation helps determine whether activities are conducted in a 
manner consistent with the policy, stated practices and applicable legal requirements.  

The auditor should be free to review all physical areas of the facility and should set the pace and direction 
of the tour rather than being guided by management. 

During the tour, it is advised that the auditor review most specifically: 

V work environment (space, temperature…), 

V work position (ergonomics…), 

V fire equipment and emergency equipment, 

V machine protection and maintenance, 

V emergency procedures, 

V personal protective equipment, 

V first aid equipment 

V hazardous substances storage and handling, 

V waste management 

V toilets and sanitation, 

V canteen hygiene and safety when applicable, 

V dormitory hygiene and safety when applicable 

V unreasonable restriction on workers’ freedom of movement or rights, 

V quality, production and time records 

V posting of relevant codes and any worker information relating to their rights 

V workers’ notice boards and information relating to Union or workers committee meetings 

V any records displayed during the tour that might show a discrepancy between operational activities 
and the protection of human rights 

In some cases however, for safety, security or commercial confidentiality reasons, the site management 
may have policies that prevent visitors from walking unaccompanied through the production site. In such 
cases, auditors should follow the auditee policies, unless the management is willing to offer an exception. 

It is the responsibility of the audtiee to inform the auditors of the safety rules and requirements (such 
personal protective equipment – PPE in specific facility areas) and provide the auditors with the necessary 
PPE, if required. 

Auditors should obtain permission to take photos in the facility. If the management does not give such 
permission, auditors will mention it in the report together with any reasons given.  Photos should not 
contain product, product information or other proprietary info 

The auditors should never disrupt the production flow as part of the facility walk through. 

3.7 Document Reviews: 

As part of the validated audit, the auditors will review relevant records.  For example, payroll records will 
be reviewed to evaluate working hours, wages and benefits.  The number of records reviewed for a 
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certain type of document, such as payroll records, will be based on the number of workers/staff the 
auditors will interact with to gather information 

In addition to personnel records, the audit team will also review EHS management system 
documentation, such as procedures, permits, objectives and targets, prior audit reports, etc. 

As a minimum, three months’ worth of records should be reviewed for each sample. Time periods of 
divergent working conditions should be included (e.g.: the low season of operation, the peak season of 
operation, periods of special holidays or leave time, as well as the most current work period). In all cases, 
12 consecutive months of documentation should be available on site, including payroll, time records, 
safety trainings, machinery maintenance, fire equipment and hazardous materials. 

The list of documents which auditors will review and which should be available at the start of the on site 
audit process is given in section 6. 

As part of the documentation review, the auditors may need to record some of the information in order 
to complete their evaluation.  The auditors will not include any confidential information, such as personal 
identifiers, will be included in the audit report.  In addition, the EICC-GeSI VAP program manager will 
screen all Validated Audit Reports (VAR) to ensure that any potentially confidential information is 
removed prior to releasing the reports to customers. 

3.8 Daily Wrap-up Meeting 

The audit team will meet at the end of each audit day with the auditee management to discuss the day’s 
findings, provide the opportunity for the auditee to present additional evidence and discuss issues where 
additional information may be needed to complete the evaluation. 

The audit team will also recap and agree the agenda for the remainder of on site audit portion with the 
auditee management and clarify any further needs to ensure the audit is performed as effective and 
efficiently as possible. 

The daily wrap up meeting will be conducted through a formal EICC- GeSi presentation and standard 

 

3.9 Closing Meeting 

The Closing Meeting is held at the end of the last day of the audit. The same group of auditee personnel 
that participated in the Opening Meeting and others who would benefit from hearing from the audit team 
should attend the Closing Meeting.  

The audit team will present an overview of the team’s findings and ensure the auditee fully understands 
them.  The auditee will also be given the opportunity to ask questions and provide additional evidence or 
clarification.  The goal is to reach agreement on the major findings. 

The auditors will review the findings of the validated audit from all activities conducted, including 
document review, observation, and gathering information from management, staff and workers. 

Audit team will review the evidence gathered during the audit and evaluate the compliance status of the 
facility in each area of the audit. If additional information or evidence is required, it must be requested at 
this stage. The process of compiling and crosschecking evidence gathered and the subsequent decision-
making is a pre-requisite to the preparation of the closing meeting – this referred to as triangulation of 
data.  
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The aim of having a classification of non conformance is to define the severity of the issue and ensure a 
more accurate representation of findings by differentiating between isolated, non-systemic findings and 
those, which are recurrent or systemic. This gives more opportunity to the auditee to explain its 
difficulties and deeper analysis to principal. 

Each non-conformance will be classified by the audit team as: 

V Priority issue 

V major non-compliance 

V Risk of non conformance 

V minor non-compliance 

The following definitions apply: 

V Priority issue: is a Major non-conformance with significant and immediate impact. These are 
predefined such as the presence of child labor in a facility. If a Priority Issue  is found, the auditor 
must report this immediately to facility management and to the audit program manager. Other 
Priority issues include: forced labor, health and safety issues that can cause immediate danger to life 
or serious injury, and environmental issues that can result in serious and immediate harm to the 
community. All of these have been marked in the working tabs with a light red color in the question 
field 

V Major non-conformance: is seen a significant failure in the management system – one that affects the 
ability of the system to produce the desired results. It may also be caused by failure to implement an 
established process or procedure or if the process or procedure is totally ineffective. For example, the 
failure of an organization to verify its compliance to applicable laws and regulations is a Major 
Nonconformance. 

V Minor non-conformance: A minor nonconformance by itself doesn’t indicate a systemic problem with 
the management system. It is typically an isolated or random incident.  Examples are: an internal 
audit with an overdue corrective action request pending, or a procedure that has not been revised to 
reflect a change in regulations. 

V Risk of non conformance: An observation is used in several situations: 

o When there is insufficient evidence to conclusively determine conformance or 
nonconformance.  An example of this would be when worker interview information 
contradicts program documentation and records, but you cannot determine if the 
records have been falsified or the workers have been coached to answer in a certain 
way. 

o When evaluating working hours, an insufficient number of workers in a sample are 
found to exceed the EICC-GeSI 60-hour working hours limit or the applicable legal limit. 

o If the condition or practice is in conformance with the requirement, but in your 
judgment, it could deteriorate to a nonconformance without some additional action or 
effort on the part of facility management. 
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V N/A: The question is not applicable to the entire facility audited and to each specific part of the 
facility. N/A responses should be minimized and replaced by as many observations as possible. 

The closing meeting will be conducted through a formal EICC- GeSi presentation and standard. 

 

If an area could be triangulated and verified prior to the close meeting then this will be specifically stated 
in the close meeting as exception management. Further analysis on this topic will be done prior to release 
of the draft report and the auditee will be informed by the audit firm of the conclusion (via mail AND 
phone call). Exception management of VA questions should be minimized and should not occur in most 
audits. 

 

3.10 The Validated Audit Report (VAR) 

A formal final Validated Audit Report (VAR) will be available to the auditee and customers after the audit.  

The VAR provides information for the auditee's management team to improve their CR programs and 
performance.  VA findings identify both deficiencies and good practices, and are based on objective 
evidence obtained during the VA, relative to: 

¶ Intent (whether all audit criteria have been addressed),  

¶ Implementation (how well the practice meets the defined criteria) or  

¶ Effectiveness (whether the policies and practices deliver the intended results). 

The Audit Program Manager will perform a comprehensive review of the draft VAR for accuracy, 
completeness and other EICC-GeSI report quality criteria.   

The process from the close meeting until the release of the VAR: 

V Draft VAR to VAP Program Manager   

V Anonymized draft VAR to auditee for auditee QA review  

V Auditee QA feedback on draft VAR received  

V QA feedback to audit firm  

V Final draft VAR received  

V Final VAR review  

V Final VAR in PDF - mailed to auditee for release  

V VAR released by auditee to customers 

If the auditee disagree with one or more of the conclusions after the QA review then the auditee has the 
opportunity to include a comment stating the specific disagreement in the VAR before it gets released 

4 Priority issues 
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A Priority issue is a Major non-conformance with significant and immediate impact. These are predefined 
such as the presence of child labor in a facility. If a Priority Issue is found, the auditor must report this 
immediately to facility management and to the audit program manager. Other Priority issues include: 
forced labor, health and safety issues that can cause immediate danger to life or serious injury, and 
environmental issues that can result in serious and immediate harm to the community. All of these have 
been marked in the working tabs with a light red color in the question field 

When the audit team identifies and confirms a priority issue the audit process will include an immediate 
meeting with the auditee management to inform and discuss the Priority Issue finding. 

The following timeline will apply upon discovery of a Priority Issue: 

V 0 Hours – Issue identified and communicated to Auditee management during onsite VA, Auditee 
immediately removes the threat (issue which has caused the Priority issue – e.g. remove the child of 
the work floor in case of child labor) 

V 12 Hours - Lead Auditor and Audit Program Manager reports issue to Customer Management 

V 24 Hours - Customer(s) contact(s) Auditee 

V 48 Hours - Containment in place, Auditee puts in place temporary measures to ensure Priority Issue 
does not re-occur 

Post Validated Audit (CAP Response Guidance) 

V 7 Days - Corrective Action Plan (CAP)submitted to Customers, Auditee begins implementation of CAP 

V 17 Days – Customer approve(s) Corrective Action Plan and Auditee adjusts implementation of CAP if 
necessary 

V 30 Days  - Recommended Outside Deadline for closure of Priority Issues, this includes a follow up 
audit on the Priority Issue. 

 

5. How to Prepare for a Validated  Audit as Auditee 

Validated Audits are a joint effort between the auditee and the audit team, and adequate preparation by both 
is essential to gaining maximum value.  Therefore, the process works best when all parties are well prepared 
and work together with the same goals in mind.   

The auditee's management representative is responsible for the auditee's audit preparation. He or she is the 
key contact and partner with the Lead Auditor and is also the person who will approve and release the 
Validated Audit Report (VAR).  

The auditee's specific preparation activities include: 

V Confirm the audit dates and audit duration with the Audit Firm. 

V Establish, together with the Lead Auditor, the detailed on-site audit agenda. 

V Provide information on travel logistics:  preferred hotels and airports, travel restrictions and any 
special considerations. 
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V Participate in pre-audit documentation review  

o review information about the EICC and GeSI 

o complete the EICC®-GeSI Self-Assessment Questionnaire (SAQ) 

V Locate all of the requested manuals, records and documentation.  Make certain they are available 
and up to date on the day of the audit  (see list of documents in section 6). 

V Ensure that relevant information is available for the auditors when they arrive: 

o names, phone numbers and locations of the audited facility's key people 

o maps of the site and surrounding area 

V Ensure that auditors have access to the facilities (i.e., dormitories, canteens, manufacturing, assembly 
and chemical storage) 

V Ensure staff members are available that have a thorough knowledge of the facility’s EHS, Labor, and 
Ethics policies, procedures, work instructions and records. 

o Make appointments with individuals that the Lead Auditor has requested for gathering 
information fro workers/staff sessions 

V Appoint responsible members of the staff to interface with and accompany the auditors. 

V Invite appropriate staff members to the opening and closing meetings and daily wrap-ups. 

V Brief management and staff on the audit process so they can effectively participate. 

V Provide the auditors with meeting room(s), preferably with access to a telephone/internet line, and 
copy machine.  

V Arrange for management hosts, as required by the schedule. 
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6. Documents and Records for submission and review 

The following tables list the records and documents that the Audit Team needs to perform a thorough CR 
audit.  Be aware that these are minimum lists and do not cover all the documents that may be required. The 
Audit team may request other related documents and records for review either before or during the on site 
audit. 

¶ The items in the first table should be sent to the audit firm at the time the audit is scheduled.   

¶ The second lists the documents and records that should be made available for the auditors when they 
arrive on site. 

Documents and records to be made available to auditors on site (at the start of the audit) 

Audit Section Provision 

General / G1 General facility information 

Ã Facility lay out and drawings 

Ã Description of process and buildings within facility 

Ã Changes at facility in last 12 months 

Ã Overview of production/services of last 12 months, volume, new equipment, 
new licenses 

Compliance with Labor, Ethics, and EHS Laws and Regulations 

Ã Legal compliance records of citations, penalties for violations of labor / ethics 
laws and regulations 

Ã Legal compliance records of EHS citations or penalties received in the past 3 
years 

Ã Copy of applicable laws 
Awareness and communication of EICC Code 

Ã Communication to workers of EICC provisions 

Ã Communication with suppliers regarding EICC conformance 

Ã Contract requirements with suppliers regarding EICC conformance 

Ã Proof of verification suppliers’ implementation of EICC code requirements 

Audit Section Labor Provisions 

A1 Freely Chosen Employment 

Ã Contracts with labor agencies, labor brokers, labor service providers, etc 

Ã Example of a worker (labor) contract  

Ã Permanent employee 

Ã Salaried employee 

Ã hourly paid, employee 

Ã  Temporary staff/worker 

Ã Seasonal(if applicable) worker 

Ã Juvenile employee 

Ã Apprentice 
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Ã Vocational  employee(if applicable) 

Ã Records of employment including proof of age, identity, and government 
worker permits  

Ã Recruitment/hiring process/procedure 

Ã Documentation of employee loan and credit schemes 

A2 Child Labor Avoidance 

Ã Company policy for young worker protection and appropriate hours/shifts 

Ã Minimum hiring age policy 

Ã Procedure for obtaining and validating proof of age documentation 

Ã Records of training and apprenticeship programs 

Ã School attendance records and any payments by the company for tuition 
or books 

Ã Juvenile worker protection procedures 

A3 Working Hours 

Ã Non-traditional work hour permits or overtime waivers issued by 
government agencies 

Ã Information provided to workers describing legal requirements for 
working hours and overtime 

Ã Working hours policy 

Ã Process for allocating and controlling overtime hours 

Ã Work time registration process/procedure (clocking etc) 

Ã Worker timecards or timesheets (most recent 12 month period) 

Ã Evidence that employees have agreed to overtime (e.g., signed 
statement) 

Ã Evidence of communication of overtime 

A4 Wages and Benefits  

Ã Information provided to workers describing wages, deductions, 
calculations, and benefits 

Ã Disciplinary wage deductions and bonus award practices 

Ã List of allowances, e.g. food, accommodations and procedure 

Ã Procedure for piece rate determination and calculations 

Ã List of worker contributions and procedure 

Ã Local minimum wage definition 

Ã Wage records or pay slips covering the last 12 months showing all 
deductions, contributions, earnings and money transfers for workers 

Ã Proof of purchase of all applicable insurance for workers 

Ã Proof of maternity/paternity leave policy for workers 
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A5 Humane Treatment 

Ã Facility rules and regulations on acceptable worker practices and 
disciplinary measures 

Ã Disciplinary process/procedure 

Ã Records of workers grievances, disciplinary investigations and actions 
taken (and communicated) 

A6 Non-Discrimination 

Ã Pre-employment, pre-placement medical examination requirements 

Ã Medical confidentiality procedure and practice 

Ã Information on workers population (type 
(contract/temporary/permanent), gender, function, ethnicity (place of 
origin), age,..) 

Ã Current job advertisements and qualifications 

Ã Function and position descriptions 

A7 Freedom of Association 

Ã Information provided to workers describing local laws and regulations 
pertaining to freedom of association and labor unions 

Ã Policy and procedure on grievance mechanisms and statistics for last 12 
months, actions taken (and communicated to workers) 

Ã Minutes of worker meetings and/or union-management meetings 

Ã Evidence of regular communications and feedback channels with workers 
to hear their issues and bring appropriate resolutions 

Ã Records of workers complaints and actions taken (and communicated to 
workers) 

Audit Section Ethics Provisions 

E1 Business integrity 

Ã Business conduct guidelines / Code of Ethics 

Ã Distribution or training process on Code of Ethics to employees 

Ã Policy on company donations and sponsorships 

Ã Policy on ethics, anti corruption and bribery 

Ã Procedure for ethics breach investigation 

Ã Business registration 

E3 Disclosure of Information 

Ã Non-disclosure agreement template/form 

Ã Non-disclosure agreements with suppliers and customers 

Ã Non-disclosure agreements with service providers 

E4 Intellectual Property 
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Ã Intellectual property review and protection policies 

E6 Protection of Identity 

Ã Information provided to workers and external stakeholders on how to 
confidentially report business ethics issues of concern 

Ã Policy/procedure on “whistle blowing” 

Ã Procedure for confidential investigation and resulting actions on a 
“whistle blow” 

Ã Statistics on “whistle blowing for last 12 months) 

E7 Community Engagement 

Ã Charitable programs 

Ã Volunteer programs 

Audit Section 
Labor/Ethics Management System Provisions 

(Note:  a copy of the facility’s management system Description/Manual could address a number of the 
following information requests) 

Section D 
(general) 

Labor / Ethics Management System  

Ã Labor / Ethics management system certification (e.g. SA8000, ….) 

Ã Records of management system reviews 

D1 ComǇŀƴȅκŦŀŎƛƭƛǘȅΩǎ [ŀōƻǊ ŀƴŘ 9ǘƘƛŎǎ tƻƭƛŎȅ ƻǊ ŎƻƳƳƛǘƳŜƴǘ ǎǘŀǘŜƳŜƴǘ  

Ã Labor or Employment Policy 

Ã Corporate Social Responsibility Policy 

Ã Company/facility’s Business Ethics or Code of Business Conduct policy or 
manual (same as section E1) 

D2 Management Accountability for labor and ethics 

Ã Organizational chart 

Ã Roles and responsibilities for the management system representative, 
managers with human resources, ethics and labor responsibility 

D3 Tracking and monitoring of applicable labor and ethics laws and regulations and 
customer requirements 

Ã Copy of customer requirements (e.g., EICC) 

Ã Tracking system for monitoring of labor / ethics laws, listing of applicable 
laws, regulations, and implementation or distribution logs. (same as section 
G1) 

D4 Labor / Ethics Risk Assessment and Risk Management 

Ã Procedure to identify, evaluate and rank labor and ethics risks 

Ã Listing of identified labor risks for the facility and risk assessment review 
records 

Ã Action plans addressing highest identified labor and ethics risks 
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Ã Business continuity plans 

D5 Labor / Ethics performance objectives and implementation plans and Measures 

Ã Current year performance objectives and targets, including results of 
periodic reviews of the implementation and status of meeting the objectives 

Ã Current improvement initiatives and progress status 

D6 Labor / Ethics training program for managers and workers 

Ã Description of labor and ethics trainings provided to workers 

Ã Records of trainings conducted covering worker benefits, rules, etc. 

D7 Labor / Ethics communication program for managers and workers 

Ã Factory labor and ethics rules (for example, Employee Handbook) 

Ã Process for communicating company labor and ethics performance and 
expectations to suppliers and customers 

Ã Bulletin boards, newsletters, intranet sites for communication with workers 
and managers 

D8 Worker Feedback and Participation 

Ã Worker survey/complaint forms 

Ã Description of formal ways for workers to participate in program 
development and implementation (for example, committees, task forces, 
etc.) 

Ã Worker surveys, complaints, and feedback provided by management 

D9 Labor / Ethics audits and assessments 

Ã Audit process and procedure 

Ã Copies of audits carried out in last 24 months 

D10 Labor / Ethics Corrective Action Process 

Ã Corrective Action management procedure 

Ã Copies of corrective action plans of audits carried out in last 24 months and 
current status against these corrective action plans 

Ã Records of nonconformance tracking, closure, status and management 
reviews. 

D11 Labor / Ethics Documentation and Records 

Ã Records retention policy and procedures 

EICC Section Health and Safety Provisions 

B1 Occupational Safety 

Ã Safety procedures (e.g., lockout-tag out, confined space, hot-work permit) 

Ã Permits/certifications to operate machinery (forklifts, etc.) 

Ã Personal protective equipment program and list of PPE required for various tasks 
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Ã Hearing and respiratory protection programs 

B2 Emergency Preparedness 

Ã Fire protection plan, maintenance records for fire protection, fire fighting 
system and fire alarm system 

Ã Fire/evacuation drill records 

Ã Chemical spill response drill records 

Ã Emergency response plan, hazard communication program, and Emergency 
Response Team (ERT) organization 

B3 Occupational Injury and Illness 

Ã Accident/occupational illness investigation and follow-up reports 

Ã Injury / Illness log book for current year 

Ã “Near miss” log, analysis and follow up 

Ã Absenteeism register 

B4 Industrial Hygiene 

Ã Industrial hygiene monitoring results (noise, chemical, and physical agents) 

Ã Medical surveillance results for workers involved in hazardous work 

Ã Records of communication of industrial hygiene data to exposed workers 

B5 Physically Demanding Work 

Ã Records of evaluation of workers exposed to physically demanding work 

Ã Records of modifications made to work area or equipment installed to 
alleviate manual stress to the worker 

Ã Ergonomic risk assessment/manual handling risk assessment for frequently 
repeated operations 

B6 Machine Safeguarding 

Ã Preventive maintenance records 

Ã Records of machine safety risk assessments 

Ã Process and procedures for evaluating worker exposure to the hazards of 
manual handling, repetitive tasks, awkward postures, etc. 

B7 Dormitory and Canteen 

Ã Canteen operation license and food handler health check records 

Ã Records of evacuation drills held in dormitory 

Audit Section Environment Provisions 

C1 Environmental Permits and Reporting 

Ã Copies of permits for the facility’s operations and records of inspections or 
citations 

Ã Official exemptions from permit requirements, issued by government agencies 
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Ã Records of monitoring, inspections and maintenance required by environmental 
permits 

Ã Environmental release registers (volume of water, air, waste) for last 2 years 

Ã Pollution prevention and reduction plans and results 

Ã GHG initiatives and results 

Ã Water conservation initiatives 

C2 Pollution Prevention and Source Reduction 

Ã Programs and procedures for recycling, reuse and resource conservation 

Ã Monitoring results for amounts of wastes reused and recycled 

Ã Monitoring reports for water and electricity 

C3 Hazardous Substances 

Ã Inventories of chemicals and other hazardous materials 

Ã Spill control plan and procedures 

Ã MSDS’s for all hazardous materials on site 

Ã Hazardous substance licenses/registrations 

Ã Tank integrity inspection and test reports 

C4 Wastewater and Solid Waste 

Ã List of solid wastes (hazardous and non-hazardous) generated on site 

Ã Consignment notes / disposal records (manifests, receipts, invoices) 

Ã Waste vendor licenses, 

Ã Waste vendor audit reports 

Ã Waste permits or registrations and monitoring / inspection reports 

Ã Waste water treatment plant maintenance records and as-built drawings 

Ã Water quality analyses from water supply or groundwater monitoring wells 

C5 Air Emissions 

Ã Air monitoring reports 

Ã Air emission permit and reports submitted to regulatory agencies 

Ã Air pollution abatement equipment maintenance records 

C6 Product Content Restrictions  

Ã Procurement and manufacturing specifications describing how the facility 
meets legal and customer product content restrictions 

Ã Records of communication of RoHS and other customer product content 
restrictions to suppliers 

Ã Analytical test results 

Audit Section 
Environmental, Health & Safety Management System Provisions 

(Note:  a copy of the facility’s EHS Management System Description/Manual could address a number of 
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the following information requests) 

Section D 
(general) 

Environmental, Health & Safety Management System  

Ã Health & Safety management system accreditation (OHSAS 18001) 

Ã Environmental management system accreditation (ISO 14001) 

Ã Minutes or records of management system review meetings 

D1 /ƻƳǇŀƴȅκŦŀŎƛƭƛǘȅΩǎ 9I{ tƻƭƛŎȅ ƻǊ ŎƻƳƳƛǘƳŜƴǘ ǎǘŀǘŜƳŜƴǘ 

Ã EHS Policy, Health and Safety Policy, Environmental Policy 

D2 Management Accountability for EHS 

Ã Organizational chart 

Ã Roles and responsibilities for EHS management representative(s), workers 
and EHS committees 

D3 Tracking and monitoring of applicable EHS laws and regulations and customer 
requirements 

Ã Copy of customer requirements (e.g., EICC, product content restrictions, 
etc.) 

Ã Tracking system for monitoring of EHS legal requirements 

Ã Listing of applicable EHS laws, regulations, and implementation or 
distribution logs. 

D4 EHS Risk Assessment and Risk Management 

Ã Environmental aspects and impacts analysis procedure and assessment 
results 

Ã Health & Safety hazards identification and risk assessment procedure and 
assessment results 

Ã Business continuity plans (same as section D4( 

D5 EHS Performance Objectives and Implementation Plans and Measures 

Ã Current year EHS performance objectives and targets, including results of 
periodic reviews of the implementation and status of meeting the objectives 

Ã Current improvement initiatives and progress status 

D6 EHS Training 

Ã EHS training plan (types of training provided to employees in various job 
categories) and training materials used. 

Ã Records of trainings conducted, attendance, test results, certificates 

D7 Communication 

Ã Factory rules / Employee Handbook 

Ã Supplier, vendor, and contractor EHS communication procedures (letters, 
contract terms, acknowledgements) 

Ã Bulletin boards, newsletters, intranet sites for communication with workers 
and managers 
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D8 Worker Feedback and Participation 

Ã Worker surveys, complaints, and feedback provided by management 

Ã EHS worker feedback and/or survey forms 

Ã Description of formal ways for workers to participate in program 
development and implementation (for example, committees, task forces, 
etc.) 

Ã Worker surveys, complaints, and feedback provided by management 

Ã Records of EHS worker feedback and participation in EHS committees 

D9 EHS Audits and Assessments 

Ã EHS Audit process/procedure 

Ã Records of internal and external audits, including verification of compliance 
with applicable laws and regulations 

Ã Internal EHS inspection procedure (e.g. work area safety inspections; 
inspections of chemical storage areas, etc.) 

Ã Copies of EHS audits carried out in last 24 months 

Ã Corrective action plans and status against these for EHS audits carried out in 
last 24 months 

D10 EHS Corrective Action Process 

Ã Corrective Action management procedure, 

Ã Nonconformance tracking records (status, closure, and management 
reviews) 

D11 EHS Documentation and Records 

Ã Records retention policy and procedures 

6.1  

Audit Section Provision 

General / G1 Compliance with Labor, Ethics, and EHS Laws and Regulations 

Ã Legal compliance records of citations, penalties for violations of labor / 
ethics laws and regulations 

Ã Legal compliance records of EHS citations or penalties received in the past 3 
years 

Audit Section Labor Provisions 

A1 Freely Chosen Employment 

Ã Contracts with labor agencies 

Ã Example of a worker (labor) contract 

A2 Child Labor Avoidance 

Ã Company policy for young worker protection and appropriate hours/shifts 

Ã Minimum hiring age policy 

Ã Procedure for obtaining and validating proof of age documentation 
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A3 Working Hours 

Ã Non-traditional work hour permits or overtime waivers issued by 
government agencies 

Ã Information provided to workers describing legal requirements for 
working hours and overtime 

A4 Wages and Benefits  

Ã Information provided to workers describing wages, deductions, 
calculations, and benefits 

Ã Disciplinary wage deductions and bonus award practices 

Ã List of allowances, e.g. food, accommodations and how managed 

A5 Humane Treatment 

Ã Facility rules and regulations on acceptable worker practices and 
disciplinary measures 

A6 Non-Discrimination 

Ã Pre-employment, pre-placement medical examination requirements 

Ã Information on number of permanent and number of contract/temporary 
workers 

A7 Freedom of Association 

Ã Information provided to workers describing local laws and regulations 
pertaining to freedom of association and labor unions 

Audit Section Ethics Provisions 

E1 Business integrity 

Ã Business conduct guidelines / Code of Ethics and distribution or training 
process 

E3 Disclosure of Information 

Ã Non-disclosure agreement template/form 

E4 Intellectual Property 

Ã Intellectual property review and protection policies 

E6 Protection of Identity 

Ã Information provided to workers and external stakeholders on how to 
confidentially report business ethics issues of concern 

Audit Section 
Labor/Ethics Management System Provisions 

(Note:  a copy of the facility’s management system Description/Manual could address a number of the 
following information requests) 

Section D 
(general) 

Labor / Ethics Management System  

Ã Labor / Ethics management system certification (e.g. SA8000, Sarbanes) 

Ã Records of management system reviews 
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D1 /ƻƳǇŀƴȅκŦŀŎƛƭƛǘȅΩǎ [ŀōƻǊ ŀƴŘ 9ǘƘƛŎǎ tƻƭƛŎȅ ƻǊ ŎƻƳƳƛǘƳŜƴǘ ǎǘŀǘŜƳŜƴǘ  

Ã Labor or Employment Policy, or Corporate Social Responsibility Policy 

Ã Company/facility’s Business Ethics or Code of Business Conduct policy or 
manual 

D2 Management Accountability for labor and ethics 

Ã Organizational chart 

Ã Roles and responsibilities for the management system representative, 
human resources or ethics managers 

D4 Labor / Ethics Risk Assessment and Risk Management 

Ã Procedure to identify, evaluate and rank labor and ethics risks 

Ã Listing of identified labor risks for the facility and risk assessment review 
records 

D5 Labor / Ethics performance objectives and implementation plans and Measures 

Ã Current year performance objectives and targets, including results of 
periodic reviews of the implementation and status of meeting the objectives 

D6 Labor / Ethics training program for managers and workers 

Ã Description of labor and ethics trainings provided to workers 

D7 Labor / Ethics communication program for managers and workers 

Ã Factory labor and ethics rules (for example, Employee Handbook) 

Ã Process for communicating company labor and ethics performance and 
expectations to suppliers and customers 

D8 Worker Feedback and Participation 

Ã Worker survey/complaint forms 

Ã Description of formal ways for workers to participate in program 
development and implementation (for example, committees, task forces, 
etc.) 

D9 Labor / Ethics audits and assessments 

Ã Audit process and procedure 

D10 Labor / Ethics Corrective Action Process 

Ã Corrective Action management procedure 

D11 Labor / Ethics Documentation and Records 

Ã Records retention policy and procedures 

EICC Section Health and Safety Provisions 

B2 Emergency Preparedness 

Ã Emergency response plan, hazard communication program, and Emergency 
Response Team (ERT) organization 

B5 Physically Demanding Work 
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Ã Process and procedures for evaluating worker exposure to the hazards of 
manual handling, repetitive tasks, awkward postures, etc. 

Audit Section Environment Provisions 

C1 Environmental Permits and Reporting 

Ã Copies of permits for the facility’s operations and records of inspections or 
citations 

Ã Official exemptions from permit requirements, issued by government 
agencies 

C2 Pollution Prevention and Source Reduction 

Ã Programs and procedures for recycling, reuse and resource conservation 

C3 Hazardous Substances 

Ã Inventories of chemicals and other hazardous materials 

Ã Spill control plan and procedures 

C4 Wastewater and Solid Waste 

Ã List of solid wastes (hazardous and non-hazardous) generated on site 

C6 Product Content Restrictions  

Ã Procurement and manufacturing specifications describing how the facility 
meets legal and customer product content restrictions 

Audit Section 
Environmental, Health & Safety Management System Provisions 

(Note:  a copy of the facility’s EHS Management System Description/Manual could address a number of 
the following information requests) 

Section D 
(general) 

Environmental, Health & Safety Management System  

Ã Health & Safety management system accreditation (OHSAS 18001) 

Ã Environmental management system accreditation (ISO 14001) 

Ã Minutes or records of management system review meetings 

D1 /ƻƳǇŀƴȅκŦŀŎƛƭƛǘȅΩǎ 9I{ tƻƭƛŎȅ ƻǊ ŎƻƳƳƛǘƳŜƴǘ ǎǘŀǘŜƳŜƴǘ 

Ã EHS Policy, Health and Safety Policy, Environmental Policy 

D2 Management Accountability for EHS 

Ã Organizational chart 

Ã Roles and responsibilities for EHS management representative(s), workers 
and EHS committees 

D4 EHS Risk Assessment and Risk Management 

Ã Environmental aspects and impacts analysis procedure and assessment 
results 

Ã Health & Safety hazards identification and risk assessment procedure and 
assessment results 

D5 EHS Performance Objectives and Implementation Plans and Measures 
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Ã Current year EHS performance objectives and targets, including results of 
periodic reviews of the implementation and status of meeting the objectives 

D6 EHS Training 

Ã EHS training plan (types of training provided to employees in various job 
categories) and training materials used. 

D7 Communication 

Ã Factory rules / Employee Handbook 

Ã Supplier, vendor, and contractor EHS communication procedures (letters, 
contract terms, acknowledgements) 

D8 Worker Feedback and Participation 

Ã Worker surveys, complaints, and feedback provided by management 

Ã EHS worker feedback and/or survey forms 

Ã Description of formal ways for workers to participate in program 
development and implementation (for example, committees, task forces, 
etc.) 

D9 EHS Audits and Assessments 

Ã EHS Audit process/procedure 

Ã Records of internal and external audits, including verification of compliance 
with applicable laws and regulations 

Ã Internal EHS inspection procedure (e.g. work area safety inspections; 
inspections of chemical storage areas, etc.) 

D10 EHS Corrective Action Process 

Ã Corrective Action management procedure, 

D11 EHS Documentation and Records 

Ã Records retention policy and procedures 

 


