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	Pentland SOCIAL AUDIT DOCUMENT LIST 

                                                                                                     Updated on Aug 5, 2019      
	




	No.
	Pentland Social Audit Document List 
	Yes
	No
	N/A

	Factory Process Documentation

	1
	Floor plan / Production Process Flow Chart 


	
	
	

	2
	Business license  


	
	
	

	3
	Name list of  employees  
(Include: full-time/part-time/dispatched/foreign employees, etc, and the list of employees leaving within 12 months)

	
	
	

	4
	Factory regulations (Recruitment & termination/resignation, Reward, Disciplinary, Wage, Hour, Benefit etc.) 


	
	
	

	5
	Law & regulation summary and update (include labor, health & safety, Environment)

	
	
	

	6
	Grievance procedure and record 

	
	
	

	7
	Disciplinary Procedure and record 

	
	
	

	8
	Training records (include orientation, factory regulations, labor law, Pentland code of conduct)
	
	
	

	Labor Recruitment and Records

	9
	Personnel files with ID Copy for all types of worker

	
	
	

	10
	Labor contracts of employee (Dispatch agreements), labor service contracts 

	
	
	

	11
	Health examination / registration of juvenile workers  


	
	
	

	12
	List of juvenile workers and pregnant workers – job nature/work position and  monitoring period
	
	
	

	Wage and Working Hour

	13
	Payroll records of past 12 months (Signed Payroll Record / Bank Transfer Record for Full-time Employees / Part-time Employees / Dispatch workers / Service workers/ Migrant workers / and any vulnerable workers such as young workers, pregnant workers etc., Piece Rate Record) 


	
	
	

	14
	Attendance records related to above payroll and attendance record of recent unpaid month

	
	
	

	15
	Working hour/overtime working permit etc. if applicable


	
	
	

	16
	Payment receipt  of social insurance schemes & income tax / Registration form

	
	
	

	17
	Records of paid leave 


	
	
	

	18
	Leave applications  (recently 12 months)


	
	
	

	Trade Union

	19
	Trade Union / Worker organization policy and activity records (e.g. committee list; election records; meeting minutes etc.)

	
	
	

	20
	Collective Bargaining Agreement (CBA)
	
	
	

	Health and Safety

	21
	Occupational disease hazard factors tests 


	
	
	

	22
	Health and Safety Risk Assessment (include: chemical / machines operation / noise / pregnant women)
	
	
	

	23
	Drinking water testing report
	
	
	

	24
	Temperature monitoring & control record 

	
	
	

	25
	O-chart of safety committee, safety procedures, emergency preparedness


	
	
	

	26
	Safety training record - Principal responsible person and safety production management personnel 

	
	
	

	27
	First aid responder certificates  


	
	
	

	28
	Fire drill records / Emergency Evacuation Plan / Dangerous Chemical spill response drill records  


	
	
	

	29
	Production building and dormitory (1) Fire safety permits or reports (2)  Building structure safety permits or reports; (3)  Property ownership certificate or lease contract


	
	
	

	30
	Injury records / Injury procedure 


	
	
	

	31
	SDS / Inventory for hazardous substances / chemicals / Pentland RSL

	
	
	

	32
	Safety training records (Fire safety, Job safety, Machinery, PPE, Chemical) 


	
	
	

	33
	Occupational health examination records 


	
	
	

	34
	PPE instruction & qualification / Fire safety equipment type approval certificate
 
	
	
	

	35
	Special Operation Certificate / Special Equipment Operator Certificate / Work Permits for Special & Dangerous Operations


	
	
	

	36
	Registration / Safety Inspection documents for Special equipment  


	
	
	

	37
	Machinery maintenance program and record 

	
	
	

	38
	Electric wiring maintenance record 


	
	
	

	39
	Food catering license / Food operation license for the canteen in factory  


	
	
	

	40
	Health Certificate of food handler/ Radiation work permit  


	
	
	

	Others 

	41
	Environmental documents [e.g. Environmental Impact Assessment (EIA) Report; Discharge permit(s) of pollutants; Monitoring Report of pollutants discharge; Business Permit of hazardous Waste Collector and Hazardous Waste Disposal Contract/records, waste water treatment permit, disposal records, training records,etc..]

	
	
	

	42
	Subcontractor information and subcontracting management procedure/records

	
	
	

	43
	Homeworkers' names list / monitoring records on homeworkers conditions

	
	
	

	44
	Production records: (1) production plan; (2) warehouse records; (3) daily production records; (4) daily quality records etc.

	
	
	

	45
	Work permit, Work-type residence permits, Contract, Personnel file for Migrant worker / Employment agent license & contract 

	
	
	

	46
	Time recording system / CCTV system & record 
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Note: The factory shall provide above documents for auditor to review within 4 hours after auditor’s arrival at factory. Otherwise auditor may not have enough time to review these documents after the cut-off time.  For the certificates, licenses and reports from government and authorities, original document but not copy shall be provided for reviews. The above documents are a minimum, auditors will request other documentations as client requirements or audit needs. 














	"BUREAU VERITAS PROPRIETARY- copyright Bureau Veritas [2019] - DO NOT DISCLOSE OUTSIDE YOUR ORGANISATION WITHOUT BUREAU VERITAS PRIOR WRITTEN CONSENT".
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