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Hbc Self-Audit Quesionnaire


( Child Labour

1. What is the National minimum age for workers?  16 years old    
2. How old is the youngest worker at your factory:   16 years old
3. What proof do you have of your employee’s age? Please give details.  

All our employees’ age are registered by HR manager once they join our factory, and we can provide ID cards or Household registeration copies of all our employees.
4. If medical exams are performed, are they required by law?  Yes  ■ No  FORMCHECKBOX 


Please describe the test:


Stature; Weight; Blood pressure;; Chest X-rays; Abdominal cavity
5. Do you obtain proof of age documentation prior to hiring?  Please list type of documentation: 

ID card or Household Registration Paper (for age under 18 or those who’s ID cards are missing)
6. Do you receive updates with local laws are changed in regards to child labour, 
wage, overtime and/or working hours?

Yes, we do.
7. How do you ensure juvenile workers (under the age of 18) are protected in 
terms of hazardous materials, school attendance, health checks, limited 
working hours, night shifts, registration with local labour bureau (these are all 
legal requirements in many countries, including China)


Don’t arrange poisonous work, don’t work overtime, physical examination every year.
( Hiring Practices
8. In terms of hiring practices, are contracts required by law in your country?  

Yes  ■ No  FORMCHECKBOX 

9. Do the factory employees sign contracts when they join? Yes  ■No  FORMCHECKBOX 

10. Have all employees been provided with their contracts? Yes  ■ No  FORMCHECKBOX 

11. Do all employees understand the terms and conditions of their employment contracts and/or agreements?
Yes  ■ No  FORMCHECKBOX 

12. Do you use a recruitment agency?  Yes   FORMCHECKBOX 
  No ■

      

13. If so, what is the arrangement?  Do employees pay a fee to the agency?  Please describe: 
$ Wages and Working Hours

14. What time does the factory start and finish work: please give times of breaks?
7:00-12:00;  13:00-17:00    Times of breaks is not fastness
15. Please advise if the factory operates shift work and give hours?
One of our PU injection production lines sometimes operate in shift hours: 7:00-12:00 and 13:00-17:00 for one shift, and 19:00-00:00 and 1:00-5:00 for the other.
16. What is the National minimum wage? CNY760/ month.
17. Are all employees paid at least the minimum wage?  Yes  ■ No  FORMCHECKBOX 

18. Is the trainee wage at least minimum wage?    Yes ■  No  FORMCHECKBOX 

19. Do you operate a piecework system that allows at least the minimum wage?    


Yes  ■  No  FORMCHECKBOX 

20. Are there wage penalties for quotas that are not met?  Yes   FORMCHECKBOX 
  No ■
21. Do employees take work home?  Yes   FORMCHECKBOX 
  No ■
22. How is their time tracked and how are the wages paid?  To track time by roll machine; To pay for the wages by bank transfer
23. How many days a week does the factory work?  6 days
24. Are the employees given any days off work during a working week?  

Yes  ■ No  FORMCHECKBOX 

25. How do employees verify their working hours?  They will clock in when they work 

26. How often are the employees paid?  Once a month.
27. Do employees sign off on the payroll to verify the amount of pay?  


Yes  ■  No  FORMCHECKBOX 

28. Do they receive a copy of their pay stub?   Yes  ■  No  FORMCHECKBOX 

29. Are any deductions made from the wages?  Yes  ■ No  FORMCHECKBOX 

30. Please specify what the deductions are, including any required by law: 

Endowment insurance; Unemployment insurance; Employment injury insurance; Medical insurance; Birth insurance;  Skip of work with no valid reason;  Late for work for too many times without any valid reason;  Other serious act of breaching the factory regulations.

31. Do the employees receive any benefits?  Yes  ■ No  FORMCHECKBOX 

32. List all the benefits your facility provides (legally mandated and those provided in excess of law)
Fund of endowment insurance; Unemployment insurance benefits; Employment injury insurance; Medical insurance; Birth insurance; Free living & utilities for employees live in the factory dormitory & free bus for local employees for getting to or getting off work;  Factory working age bonus;  Night shift bonus;  Year-end bonus.
33. Are employees entitled to holidays?  Yes  ■  No  FORMCHECKBOX 

34. Are time records kept?  Yes  ■ No  FORMCHECKBOX 

35. Does the local labour authority allow waivers to national laws?  


Yes   FORMCHECKBOX 
  No ■

If yes, please list the waivers:       
(Overtime
36. Do the workers work overtime every day?  
Yes   FORMCHECKBOX 
  No ■
37. How many hours overtime is normally worked per day?  N/A. Sometimes we need to work overtime, but  we do not exceed 2 hours every day
38. How is overtime paid during weekdays, and weekends and/or holidays? 
            2 times wage during weekdays, weekends and holidays
39. How often are the employees paid overtime? Per month
40. Is over-time voluntary?  

Yes ■  No  FORMCHECKBOX 

(Forced Labour and Physical/Verbal Abuse

41. What is the management policy on retaining employment?  For example, is it management practice to hold employee’s ID cards, money, or immigration documentation for any reason upon starting or during employment?

Yes   FORMCHECKBOX 
  No ■

If Yes, please explain why:

42. Please explain the duties of the security guards.  Do the security guards engage in any disciplinary action towards employees?  
Protection of employees,  property, and assets as well as to represent our factory image.
Security guards don’t allow to do disciplinary action towards employees.

(Health and Safety

43. Does the factory provide a separate eating/rest area for the employees?

Yes  ■ No  FORMCHECKBOX 


Please give details: 


A clean dining hall managed by specially appointed people, and it’s facilited to accommodate all our employees for dining. And in factory dormitory building, there’re sleeping beds for employees including those who would go home when off work in the afternoons and who would take a nap during lunch hours. 
44. Are there separate toilets for men and women? Yes  ■ No  FORMCHECKBOX 

45. Please specify number for men and number for women:

Female: 4

Male:  4
46. Are the toilets cleaned at least once a day?  Yes ■ No  FORMCHECKBOX 
 
47. Does the factory meet national or local law for fire prevention?  

Yes ■ No  FORMCHECKBOX 


Please give details of what the requirements are:

Fire extinguisher; Fire hydrant
48. Is clean drinking water available freely in the factory?  
Yes  ■ No  FORMCHECKBOX 
  

49. Is there fist aid in the factory? 



Yes  ■ No  FORMCHECKBOX 

50. Is protective clothing given to employees?   N/A

Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 

51. Describe what is worn for the different operations:

52. Is the factory well ventilated? 



Yes  ■ No  FORMCHECKBOX 

53. Is there good lighting throughout? 


Yes ■ No  FORMCHECKBOX 

54. How many emergency exits are there per floor of the factory? Give details:

3 exits for warehouse,   3 exits for cutting and sewing workshop, and 3 exits for the main workshop of lasting, injecting and packing lines.


55. Are the exits kept locked?



Yes   FORMCHECKBOX 
  No ■
56. Is the factory generally clean and tidy providing easy access to emergency exit doors?






Yes  ■  No  FORMCHECKBOX 

57. Are chemicals stored separately?



Yes  ■  No  FORMCHECKBOX 

58. Please describe where chemicals are stored and if they are labeled:

Chemicals are stored in a separated and well ventilated room away from the main warehouse and workshops. They are labeled with specifications and worned possible dangerious points.
59. What type of chemicals do you use?

              PU、Anti-yellowing agent、Antistatic agent、Color paste、Release agent、Kind of glue
(Freedom of Association
60. Are the employees free to join unions or other worker organizations?  









Yes  ■  No  FORMCHECKBOX 

61. To your knowledge are any of the employees members of any union/ organization?









Yes   FORMCHECKBOX 
  No ■
(Discrimination
62. What forms of disciplinary practices are used in the factory? When there’s a serious act of breaching the company regulations we generally adopt the below two practices for discipline: 1. Monetary fine regulations; 2. compulsive holiday without wages.                                                                   Yes  ■  No  FORMCHECKBOX 

63. Are female employees given pregnancy tests? 

Yes   FORMCHECKBOX 
  No ■

If yes, is it voluntary?
(Environment Requirements
64. What is the type of energy used for the building/facility:


Nuclear  FORMCHECKBOX 
 Coal Energy  ■Hydro-Electricity   FORMCHECKBOX 
 Other   FORMCHECKBOX 


Alternative Energy Source: Wind  FORMCHECKBOX 
 Solar ■Other  FORMCHECKBOX 

65. What is the facility’s annual consumption in Kwh (electricity)? 500,000kwh
66. What is the facilities annual consumption in heating fuels / natural gas? 100 ton of coal for heating and cooking
67. Are emissions in environmental compliance with local regulations?









Yes  ■ No  FORMCHECKBOX 

68. Is waste water from processing in environmental compliance with local regulations?









Yes ■ No  FORMCHECKBOX 

69. Is waste water from processing analyzed for harmful chemicals prior to leaving your building?









Yes  ■  No  FORMCHECKBOX 

70. Has your company been cited for environmental non compliance?









Yes   FORMCHECKBOX 
  No■
71. Is both your solid and liquid waste management arranged in a way that does not lead to pollution of the environment?









Yes  ■  No  FORMCHECKBOX 

72. Are chemicals properly stored and separately disposed? 









Yes ■No  FORMCHECKBOX 

73. How does the factory ensure that stored chemicals do not leak into the ground? All the chemicles are properly stored in tank in special warehouse and will only be carried on cemented ground.
74. Is solid or liquid waste recycled?  


Yes ■  No  FORMCHECKBOX 

75. Does a recycling program exist in your city/province/country?  









Yes  ■ No  FORMCHECKBOX 

76. Please advise if this facility has an environmental policy in place and if so, can Hbc receive a copy. N/A
77. Is this facility involved in any voluntary environmental policy? Yes   FORMCHECKBOX 
  No ■
Factory Information

78. Total number of machine operators: 107
79. Total number of factory employees: 215
80. Products manufactured at this factory: safety footwear; shoes
81. Main client factory produces for and approximate percentage of business they represent (i.e. retailer, brand manufacturer.  No specific company names required): Client of International Trade Company A: 40%, Client of International Trade Company B: 20%, Other International Trade Companies: 20%, Direct Overseas Customers: 15%, Domestic Sales: 5%.
82. Factory floor total number of square feet: 12,000 sq.ft.
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