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Report Writing Instruction 

 

Introduction： 

This instruction aims to assist auditors in completing the audit report accurately and 
smoothly, thereby enhancing the quality of the SMETA 7.0 report. 

 

It outlines the requirements and expectations for the information that auditors shall provide 
in specific fields. This instruction does not cover every field in the SMETA report. Instead, it is 
based on frequently asked questions from auditors and common defects identified in the 
Report Quality Spot Checks. 

 

The guide covers the following four sections of an SMETA 7.0 report: 

- Audit details 
- Site Details and Data Points 
- Workplace Requirements - ‘Systems and evidence examined’ 
- Management Systems 

 

Note: 

1) ‘Shall’ implies a mandatory requirement. 
2) This guide will be updated from time to time as necessary. Be sure to always refer to the 

latest version. 
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Audit Detail: 

1. The information of semi-announced window needs to be declared in the SMETA Declaration 
area. E.g. The semi-announced window of this audit is from Sept 2, 2024 to Sept 23, 2024.  
 

2. The time data is filled in 24-hour format.  

 
     

3. If any conflicts have been identified, use the comments section to explain your 
observations. Provide as many details as you can. 

 
 

4. Selecting “Yes” will let the buyer know they need to contact the audit company. Any 
sensitive information or findings from the audit shall be shared directly with the buyer.      
(More details please refer to the ‘Supplementary Reports' part in the Auditor Manual and 
SMETA Minimum Requirements.) 

 
 

5. Select all that apply. If the worker representative and/or union representative did not attend, 
please provide details why. 
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Site Details and Data Points 

Site details 

1. The below information could not be edited by auditor, but auditor shall double check if the 
registered information in the platform matching with the actual site information.

 
 

2. Please fill the actual and current address of the audited site.

 
 

3. Selecting ‘Yes' will indicate how far the site location is from the nearest habitation or provide 
nearest landmark. 
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4. The auditor needs pay special attention to any local inspections carried out by relevant 
organisations (e.g. government bodies). For example, business licenses, liability insurance, 
checks on health and safety by local government inspectors (e.g. fire department or 
structural safety checks, etc). Any relevant certifications need to be investigated, and their 
reference number and date shall be recorded. 

 
 

5. Please tick and fill the information regarding site function and production type based onsite 
observation and management interview.  
For the ‘Site activities’, the information is linked with the site profile on the platform. If the 
information here is different from the actual site activities, the auditor shall confirm it with 
the site and remind the site to update the corresponding information to reflect their actual 
situation in the site profile.  
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6. Please include information of a) products produced, b) main operations, c) number of 
production lines, and d) main equipment used.

 
 

7. 1) Please select ‘No’ if there are other sites located in the same premise of the audited site, 
or the site locates in more than one physical locations.  
Note: Where multiple business licenses exist for a common management entity or 
ownership at the same premises, please record all licenses on that site or all locations 
information of the site, such as occupied area, specific area/locations in the details field.

 
 
2) Selecting ‘Yes’, please fill an approximation land area (square meters) of the whole 
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audited site.  
Note: if the unit used by the site is not square meters, please transfer the data to square 
meters. 

 
 

8. Please select ‘Yes’ when any difference detected between the actual site scope of the audit 
and the Sedex site profile declared by the site prior to the audit and raise an NC against WR 
0.C.  
Please select the corresponding difference item and provide related details. 
Note: please review the ‘WR Interpretation Guidance – Code Area 0’ for further clarification. 

 
 

9. When selecting ‘Partial’ or ‘None’ (not all accommodation included in the audit), please 
provide the explanation.  
Any accommodation arranged for the workers by the audited site, whether directly or via 
third parties, regardless of whether it sits under the same ownership or business license, 
may be in scope for the SMETA audit. Where such accommodation is within the site 
perimeter or adjacent to it, this shall be included in the SMETA audit. Where it does not, this 
shall be noted at the booking stage and the appropriate data point in the report. Such 
offsite accommodation may be included in scope upon client request, and be accounted 
for with an appropriate addition of audit time. 
The information here shall be consistent with the answer to the question of ‘Who organises 
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accommodation for workers?’ in the Code Area 3. 

  
 
Code Area 3 

 
 

10. The below information in ‘Site Details’ shall be consistent with the one in Code Area 4. 
Site Details: 
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Code Area 4: 

    

 
11. If transport is needed but not provided, please tick ’not provided’ and give related details.  

If no transport is needed (e.g. all employees live in dormitories or near the site), please tick 
‘Not applicable’ and give related details. 
Please ensure the information is consistent with the answers to the questions of ‘Who 
organises worker transportation between accommodation and worksite?’ and ‘Who 
organises worker transportation while at work?’ in Code Area 3. 

      

 
12. Please ensure the information filled in the ‘Work patterns’ area is consistent with the details 

filled for the question ‘Describe how this may vary during peak periods’ in ‘Worker Analysis’ 
section.  
Reminder: If the audit is completed at less than 80% of peak workforce, but more than 60%, 
this shall be clearly explained, with a reason given, within the audit report. Audits shall not 
take place during low season or below 60% of the peak workforce.
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13. What constitutes a night shift is usually defined by local law. If there is no local legal 
definition of night shift, the ILO C171 definition shall be used all work which is performed 
during a period of not less than seven consecutive hours, including the interval from 
midnight to 5 a.m. When the night shift period defined by local law is longer than defined by 
ILO C171, auditor shall follow the local law to check the night shift issue. (Please ignore “back 
shift” in this question)  
Note: the night shift information is only related to the production lines. 

 
 

14. If ‘Yes’, please fill in the sample size from each shift. 

 
 

15. When selecting ‘Other management system certification’, ‘Other certification’ and ‘Other 
social audit’, please specify the certification information/social audit and valid time (if 
applicable).  
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16. Please indicate the audit firm, assessment date and the expiration date if applicable.  
A human rights impact assessment (HRIA) is a process for systematically identifying, 
predicting and responding to the potential human rights impacts of a project or activity. It 
aims to address the adverse effects on human rights enjoyment of impacted rights-holders 
such as workers and community members 
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Worker analysis 
1. The worker analysis is usually disaggregated to male and female, the auditor needs select 

‘Men and women’ here.  
Where the data for genders beyond the binary of male and female, classified as ‘other 
genders’, already exists and has been freely provided by workers of their own volition, 
auditor could select ‘Men, women and other’.  
Where a site does not have the ability to share gender-disaggregated data, auditor could 
select ‘Totals only’, besides, record the situation and also reflect it in the MSA of related 
Code Areas, particularly Code Area 7.   
(Same rule to the ‘Worker interview summary’ section, the ‘Measuring workplace impact’ 
section, and Code Area 8.A: Sub-contracting and homeworkers are used responsibly.) 

 
 

2. Please fill in the number of all non-directly employed workers in ‘Agency or subcontracted 
workers’. 
‘Permanent workers’ usually means workers in full-time paid positions who work all year 
round, while ‘Temporary or fixed term employees’ means worker is employed on a contract 
for a specified period, and in most cases when this contract expires there is no obligation 
for the employee to provide further employment.  
Note: The number of workers provided in ‘Workers by type’ section may be repeated 
between different types. E.g. a seasonal worker could also be a self-employed worker. 
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3. Please ensure the information regarding migrant workers consistent between ‘Worker 
Analysis’ and Code Area 1.A. 
Worker Analysis: 

 
 
Code Area 1.A: 

 
 

4. Do not include workers over the age of 24. 



   

 

14 

 
 

5. If this audit is not conducted during the peak season, or the workers number not affected by 
production fluctuation, please select ‘No’ here, and describe how this may vary during peak 
periods. 

 
 

6. List the nationalities of all workers, with the three most common nationalities listed first. 
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7. The number of employees here is calculated separately from the number of workers, but 

please note that only the ‘Employees in management positions’ are not included in the 
audit scope. 
Note: The Auditor-day and sample size shall be based on the ‘Number of workers’ + 
‘Supervisors or team leaders’ + ‘Administrative staff’. 
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Worker interview summary 

1. Select ‘Digital worker survey’ if access to a digital survey data has been provided prior to 
audit. Worker surveys cannot be used in place of individual and group interviews, but may 
be used as supplementary data sources. 

 
 

2. Employment types of workers could include, e.g. direct employees, casual and agency 
workers, workers employed by service providers such as security and catering staff, as well 
as workers supplied by other contractors. 
If interviewed workers do not cover all types of nationality and employment types, please 
explain this. 

 
 

3. Specify number and size of groups. See SMETA 7.0 Auditor Manual and SMETA Minimum 
Requirements. If the auditor was not able to follow the guidance, state within declaration. 

 
  

4. Please fill the workers interview summary here. 

 
 



   

 

17 

5. Include workers’ committee/ union representatives’ attitude to management, workplace, 
and the interview process. Both positive and negative information shall be included.  
Note: Do not document any information that could put workers at risk - use the sensitive 
issues process (Supplementary Report) where appropriate. 
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Measuring workplace impact 

1. The 48 standard hours only refers to regular working hours excluding the overtime hours.  
Please also ensure below information in Measuring workplace impact, Code Area 5 and 6 
are consistent.  

      

         

 
2. The 60 weekly hours refers to the total weekly hours including the overtime hours. 

Pleas also ensure below information in ‘Measuring workplace impact’, and Code Area 5 & 6 
are consistent. 
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Code Area 0: Enabling accurate assessment 

1. If any selected workers refused to have the interview, the auditor shall remark the situation 
here, and try to re-select the workers in the same department as replacements. 

 
 

2. When the site provided sufficient documents for non-employees, or all employees were 
employed directly, please select ‘Yes’, and provided the corresponding details.  
When the site did not provide sufficient documents for non-employees, please select ‘No’, 
and raise NCs in the corresponding Code Areas. 
Note: the documents required for non-employees at different site in different countries 
may vary. 
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Code Area 1: Employment is freely chosen 

1. If local law requires that the audited business publish a supply chain reporting statement 
relating to human rights, such as but not restricted to a 'modern slavery statement', it will be 
recorded here if they have done so.  
N/A will be selected where there is no local law required.
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Code Area 1.A: Responsible recruitment and entitlement to work 

1. A labour provider is an organisation whose principal purpose is to source and supply 
jobseekers and workers. Labour providers can range from one person on their own to 
multinational firms, and may be referred to by various terms such as recruitment agency, 
labour broker, labour contractor, labour recruiter, labour hire company, gangmaster, 
employment business, private employment agency, temporary employment services 
provider, or agency. 

     

 
2. As identified through interviews. If unable to identify, input ‘0’. 

E.g. if a recruiter using another recruiter to source workers, this is 2 tiers.  

 
 

3. Please only provide the information of contractors here, not include the labour providers.   
Note: the information about labour providers shall be provided in the question ‘Provide 
business names for all labour providers and programmes used’.     

 
 
 



   

 

23 

4. For definition of recruitment fees and costs, please refer to Workplace Requirements 
Interpretation Guidance on 1.A. 
If no due diligence is undertaken by the site to understand the type and value of 
recruitment fees and related costs of recruitment which workers have paid or not, please 
select ‘No’ and the auditor shall raise an NC under the Code Area 1.A - WR 1.A.G.  
‘Not applicable’ basically only if the site has workers who have been hired longer than the 
timeframe of the audit or all are local to the area and incurred no recruitment fees or 
related costs. 
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5. The primary data collection methodology for this question is through interview. Input the 
highest amount an interviewed worker claimed to have paid. 
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Code Area 2: Freedom of association and right to collective bargaining are respected 

1. This information shall only be requested from union worker representatives. 

 
 

2. This information shall only be requested from union worker representatives.
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Code Area 3: Working conditions are safe and hygienic 

1. The information shall be consistent between the below two questions in ‘Site Details’ and 
Code Area 3. 
Site Details: 

 

Code Area 3: 
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2. This refers to the worker transportation between different working sites during working 
hours.  
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Code Area 4: Child labour shall not be used 

1. The answer shall be consistent between the below two questions in ‘Site Details’ and Code 
Area 4. In addition, please select ‘N/A’ for below question when there is no accommodation 
provided to workers. 
Code Area 4: 

 
 
Site Detials: 
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Code Area 5: Legal wages are paid 

1. The item of “Wages meet a living wage” shall be ticked when there is no gap between living 
wage benchmark and the actual wage received by workers.

 
 

2. ‘Payment-in-kind' benefits refer to the payment wages that are legally or contractually 
entitled to but paid in goods or services instead of cash.  
Selecting ‘Not available’ only when payment records not available or cannot be verified, 
and corresponding NC shall be raised in Code Area 5.  
NC shall be raised against WR 5.C when ‘Payment-in-kind' exceed the national legal limit or 
the ILO recommended maximum of 50%, whichever is lower.
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3. Please tick ‘Not applicable’ when there is no temporary or part-time worker.

 
 

4. Below two questions are both for wage calculation method.  
‘Not available’ could be selected for the below second question when the data is not 
provided during the audit, and the auditor shall raise an NC in Code Area 5.

 
 

5. Please fill in the maximum legal and actual required working hours excluding overtime, 
please state (if possible) per day, per week, and per month. 
Note: The ‘Actual required working hours’ shall not be ‘Non applicable’ unless the working 
hour records are not provided.  
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6. Please fill in the maximum legal and actual overtime hours excluding the standard working 

hours, please state (if possible) per day, per week, and per month. 
Note: The ‘Actual overtime hours’ shall not be ‘Non applicable’ unless the working hour 
records are not provided. 

    

 
7. Please use the currency used for employee payroll settlement. 

Note: Please ensure at least the data of legal & actual overtime wage per hour is filled in.  
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8. Fill total number of records checked in below first field.  
Fill the sample size of each sampling pay period in the second field. 

 
 

9. Selecting ‘Yes’, please specify all the grades information of the minimum wage. 
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10. Please select “Above legal minimum” when the wages paid for standard/contracted hours 
(excluding overtime) meet or/and above the legal minimum/ legally recognised CBAs.  
The below second field is for the percentage needs to be filled of workforce earning 
minimum wage.  

 
 

11. Either wage records or working hour records provided at the first request were not accurate 
need to be recorded here. 

 
 

12. If any inconsistencies were found in the final provided records, please describe the 
inconsistencies here and raise NCs in corresponding Code Areas. 
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Code Area 6: Working hours are not excessive 

1. The sample size shall be the same as in the wages section, if not the same, please describe 
the sample information for working hours, and the reason for the difference. 

 
 

2. Enter a percentage greater than 100%. This refers to the actual overtime premium paid by 
the site. When the actual overtime premium is less than 125% of standard wages regardless 
of whether it is allowed by local law or CBA, the auditor shall fill the actual overtime 
premium information in the below free-text box. 
(Note: the auditor is not able to fill a number not greater than 100%, this is a known issue and waiting 
for the Product Team to fix.) 

 
 

3. Please ensure below information in Code Area 6 is consistent with ‘Measuring workplace 
impact’ section.  
Code Area 6: 

 
 
Measuring Workplace Impact:



   

 

35 

 
 

4. Please ensure below information in Code Area 6 is consistent with ‘Measuring workplace 
impact’ section.  
Code Area 6: 

 
 
Measuring Workplace Impact: 
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Code Area 7: No discrimination is practiced 

None 

 

Code Area 8: Regular employment is provided 

None 
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Code Area 8.A: Sub-contracting and homeworkers are used responsibly 

1. If there is no homeworker used at the site, please select ‘Not applicable’. 
If homeworkers are used at the site, please select how the homeworkers employed? 

 
 

2. If “yes”, please specify the records and sample size checked for homeworkers.  
If “No”, please specify which records are not available and the reason of absent, and raise 
the NC accordingly in this Code Area.  

 
 

3. This question is about whether homeworkers are used by the audited site’s suppliers.  
If ‘yes’, please provide the related details, such as the products or services that 
homeworkers involved, and the supplier’s name (if possible).  
If ‘Information not available’, please indicate the reason information. 

 
 

4. If ‘Yes’, please provide the related details, and raise the related NC against WR 8.A.A, WR 
8.A.B. 
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If “No”, please provide the reason information, for example, N/A – There is no subcontracting 
used by the site. 
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Code Area 9: No harsh or inhumane treatment is allowed  

None 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



   

 

40 

Code Area 10.A: Environment 2-Pillar 

1. Auditors are encouraged to check via different ways, e.g. local bureau, internet, etc.

 
 

2. Please list the certificate name, certificate number, issue date and expiration date. 

 
 

3. Please list the certificate name, certificate number, issue date and expiration date.   
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Code Area 10.B: Environment 4-Pillar 

1. If ‘yes’, please specify the reduction target separately for water consumption and 
discharge, waste, energy and green-house gas emissions.

 
 

2. The data filled shall be calculated by full year. If any data not available for review, the 
auditor shall reflect the gap in the MSA of corresponding Code Area. 
Note: 1) When the site provided the required data for review during the audit but reluctant to 
disclose the data in the report, the auditor shall select “data not available” and indicate the 
related information in the “System and evidence examined” box of Code Area 10B; 2) When 
the site willing to provide the required data but fail to do unit conversion due to lack of 
information or knowledge, the auditor shall select “data not available” and indicate the 
provided data with the related information in “System and evidence examined” box of Code 
Area 10B. 

 
 

3. If the information is provided in cubic metres (m³), please use the following formula to 
convert to kWh:  
Total m³ x calorific value (usually 40.0*) x Correction factor (1.02264) ÷  conversion factor 
(3.6) 
Example: 1000m3 x 40 x 1.02264 ÷  3.6 = 11,362 kWh 
*Calorific value can vary -/+ 5% but 40 is the generally accepted as the average. 

 
 
 



   

 

42 

4. The unit for the total production produced is set as ‘mt’ here. If the site uses a different unit, 
please let them convert the data to the unit ‘mt’.  (1 mt = 1000 kg)  
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Code Area 10.C: Business ethics 

1. Business ethics issues include topics such as fraud, bribery, facilitation payments, 
transhipment, tax evasion, corporate governance, anti-competitive practices, extortion, and 
money laundering. 

 
 

2. Please list the certificate name, certificate number, issue date and expiration date. E.g. ISO 
37001. 
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Workplace Requirements - ‘Systems and evidence examined’ 

1. Please follow the guidance of auditor manual to fill the information of Systems and 
evidence examined in each code area. 

 
 
Good Example (Code Area 0):   

 
 

2. Code Area 1A: Responsible recruitment and entitlement to work 
Auditors shall explain the situation of WR 1AH, 1AI in the ‘Systems and evidence examined’ 
box if there is no related CAR raised, as well as comments relating to the rest of this Code 
Area. 
 

3. Code Area 5: Legal wages are paid 
Auditors can provide the detailed wage information of the sampled workers in the ‘Systems 
and evidence examined’ box if the Data Point area does not reflect all the related 
information. 
 

4. Code Area 5A. Living wages are paid 
Auditors are expected to provide evidence of how the site has determined that their chosen 
living wage benchmark meets the ILO’s 10 Principles in the ‘Systems and evidence 
examined’ box. Auditors shall raise a CAR if the chosen benchmark is not one of the six 
named benchmarks, or the site is unable to evidence how their chosen alternative 
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benchmark meets the ILO’s 10 Principles. Please refer to the SMETA Workplace Requirements 
interpretation guidance for details.  

 
 

5. Code Area 7: No discrimination is practiced 
Auditor shall explain the situation of WR 7E in the ‘Systems and evidence examined’ box if no 
CAR is raised, as well as comments relating to the rest of this Code Area. 
 

6. Code Area 8A: Sub-contracting and homeworkers are used responsibly 
Information of ‘Systems and evidence examined’ still need to be demonstrated regardless 
of whether there is a sub-contracting or homeworkers. Please never put ‘Not Applicable’, 
rather state 'there were no outside processes or subcontracting’ for this Code Area. 
Especially for manufacturing factories, check if any processes are missing, if any partially 
finished goods are in goods out/in. 
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Management Systems 

1. The Management System Elements shall be assessed using a structured framework which 
examines their maturity against four fixed grades. These grades act as key parameters for 
a thorough assessment of various aspects of the management system.

 
 

2. The MSA explanation does not have to repeat all the evidence collected for each Code 
Area which is recorded under the 'Systems and evidence examined' area. Auditors shall 
clearly indicate to the reader what the strengths and weaknesses of the management 
system are in relation to the Code Area as a whole, including where grades given are 
'robust' and where there is no NC. 
 

3. For monitoring element, auditors shall record how these procedures are reviewed and 
updated to ensure site continues to achieve the desired result and to ensure ongoing 
conformance as standards change. Please do not put types of monitoring which might be 
implemented as part of those procedures (e.g. fire drill, electricity inspection).  
 

4. When assessing management systems, the auditor shall consider the risks inherent and 
present at the site, and how capable the systems are of achieving compliance in these 
circumstances. 
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Below some good examples of MSA explanations are for your reference. The purpose of sharing 
the examples is to help you to understand what kind of information shall be provided in the 
MSA explanations to support the MSA Grade you given to each element. 

Please DO NOT copy and past the same wording of these examples into your audit report. You 
shall write the MSA explanation based on the audited site, since the situation and risks in every 
site are different. 

 

Good example 1: 

Code Area 3 – Working conditions are safe and hygienic 

1) Policies & Procedures: 

Grade: Some Improvement Recommended 

The company has declared an EHS procedure and policy rev 2024 supported at the highest 
level that includes the commitment to improve performance on working conditions and 
workers’ health care, especially for the workers working at height and exposed to hazardous 
chemicals, and an approach to manage Health and safety issues on relevant stakeholders. 
The policy is reviewed annually by the Health and Safety Committee and signed by the Quality 
Manager, and controlled by the quality management system procedure. However, the 
procedure does not include the safety operation process for a newly used packing machine. 

2) Resources: 

Grade: Some Improvement Recommended 

Based on the established HS procedure, the Quality Manager, leading the Health and Safety 
Committee, has been appointed to oversee and implement the Health and Safety Policy. This 
individual has sufficient authority to ensure that procedures are carried out, and the EHS 
management team members have been trained by external agencies. The Quality Manager 
arranged an EHS meeting once per quarter with the presence of the Health and Safety 
Committee and supervisors of each department to address HS concerns and provide 
updates. However, oversights into the EHS management structure are observed that one 
offsite products warehouse newly used was not covered in the most recent risk assessment 
by the Health and Safety Committee.  

3) Communication & Training: 

Grade: Fundamental improvements required 

The EHS Policy and procedure is communicated to workers annually. The EHS training covers 
building safety, fire safety, electrical safety, machine safety, working at height, 
(hazardous/non-hazardous) chemical safety handle & disposal and PPE usage. However, new 
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workers and the workers absent from the annual EHS training did not receive the missed 
training. In addition, no effective mechanism is in place to ensure the training effectiveness, as 
it was noted that some workers did not wear the provided PPE during working hours. 

4) Monitoring: 

Grade: Fundamental improvements required 

Based on written procedure, internal audits, monitoring of key performance indicators 
(especially for the high-risk positions related to working at height and hazardous chemicals), 
accident analysis, are carried out annually. The most recent one was conducted in February 
2024. However, there is no evidence to show that corrective actions have been implemented 
based on internal audit results. 

 

Good example 2: 

Code Area 4 – Child labour shall not be used 

1) Policies & Procedures: 

Grade: Robust 

The position of the company is clearly stated in the Child Labour Prevention and Remediation 
Policy which meets all Workplace Requirements in this code area. The Policy makes reference 
to the Hiring Procedure, which outlines the key mechanisms in place for preventing underage 
work and the placement of young workers in unsuitable positions. This procedure includes 
provision for non-employee (agency) workers. The Remediation Procedure outlines processes 
and responsibilities, including financial, for undertaking remediation.  

2) Resource 

Grade: Robust 

The Senior Director is named within the Child Labour Prevention and Remediation Policy as 
ultimately responsible for ensuring its resourcing, approval and regular review. Specific 
departmental HR leads are allocated responsibility to implement the Hiring Procedure in 
named areas, which includes all areas of the business. Procedures are in place for interim 
responsibility in the case of position change or absence.  

3) Communication & Training: 

Grade: Robust 

Training at site is governed by a training procedure which is the specific responsibility of the 
Training Manager. The Child Labour Prevention and Remediation Policy is available and 
communicated to all employees, and there is general awareness of it amongst staff 
interviewed.  
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Training on the Hiring Procedures is mandatory for all HR staff processing applications or 
onboarding. A training matrix utilised by line managers ensures that there is a very low 
chance of gaps regarding this training.  

4) Monitoring: 

Grade: Robust 

Responsibilities for monitoring implementation of age-verification are defined by the Hiring 
Procedure. The procedure requires that audit of the records kept of this verification is 
conducted by the HR leads, increasing to weekly at times of peak hiring. Records are kept of 
monitoring activities.  

Any identification of misapplication of procedures, or concerns about application are 
escalated for action in the weekly HR team calls. For example, some falsified documents were 
not identified due to the issue of new national ID cards – this was highlighted by internal 
monitoring and re-training rolled out for key staff. 

 

Good example 3: 

Code Area 4 – Child labour shall not be used 

1) Policies & Procedures: 

Grade: Fundamental improvements required 

The position of the company is clearly stated in the Child Labour Prevention and Remediation 
Policy which meets all Workplace Requirements in this code area. It is unclear whether this 
procedure includes provision for what processes would be in place should the site need to 
utilise non-employee (agency) workers.  

2) Resource 

Grade: Fundamental improvements required 

The Senior Director is named within the Child Labour Prevention and Remediation Policy as 
ultimately responsible for ensuring its resourcing, approval and regular review. However, 
specific operational responsibilities for implementing the procedures are unclear.  

3) Communication & Training: 

Grade: Some Improvement Recommended 

Training at site is governed by a training procedure which is the specific responsibility of the 
Training Manager. The Child Labour Prevention and Remediation Policy is available and 
communicated to all employees, though there is low awareness of it amongst staff 
interviewed.  
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Training on the Hiring Procedures is mandatory for all HR staff processing applications or 
onboarding. However, there is no documented process in place to ensure that all new starters 
in these roles receive the training in a timely manner.  

4) Monitoring: 

Grade: Some Improvement Recommended 

Responsibilities for monitoring implementation of age-verification are defined by the Hiring 
Procedure.  

The procedure requires that audit of the records kept of this verification is conducted by the 
HR leads.  

Any misapplication of the procedures is documented. However, there is no evidence of actions 
taken to prevent recurrence. 

 

Good example 4:  

Code Area 6 – Working hours are not excessive 

1) Policies & Procedures: 

Grade: Robust 

The factory has formulated written policies and procedures regarding attendance 
management, overtime regulations, overtime remuneration, production contingency plan, and 
so forth. The policies make reference to the Employees Manual, which outlines the key 
mechanisms in place for preventing workers from excessive working hours. Those procedures 
include provision for young workers, female workers and pregnant workers. It regularly 
undertakes reviews and updates of these policies and posts them on the employees' 
noticeboard. 

2) Resources: 

Grade: Some Improvement Recommended 

There is a designated individual responsible for ensuring the implementation of the site 
policies. Nevertheless, there is a lack of regular training to guarantee that the management 
meets the requisite standards. 

3) Communication & Training: 

Grade: Some Improvement Recommended 

The factory had developed an annual training plan, trained employees according to the plan 
and the training records were provided for review, however, they had not evaluated the 
effectiveness of employee training. 
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The factory has devised an annual training plan and conducts training for employees in 
accordance with it. However, the factory has failed to assess the effectiveness of the 
employee training. 

4) Monitoring: 

Grade: Fundamental improvements required 

The factory continuously assesses the effectiveness of these procedures via regular 
monitoring and internal audits and takes proactive measures in response to non-
compliances. Nonetheless, non-compliance in terms of monthly overtime hours has been 
detected. It is recommended that enhancements be made to fortify the management system 
and augment its overall efficacy. 

There is a risk of monthly overtime hours exceeding the limit in garment factories within this 
area. Most factories are unable to ensure that the workers' monthly overtime hours are kept 
within 36 hours. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

-------------------------------------- End -------------------------------------- 


