FEMRRERARRSERAE 400-889-7855

SMETA 1§ BB R

BAESENTXHNERTIX SMETA B BZHE%; XHERRIHEBXHFHIEEE,

WEREFEZY AR S REFZAMFTER S S RH Xt

—. SMETA R W1 - T #5EB4 Outline of Facility
1 raBMIBTEN-AR/FE/FE/(SME)MH S H  Factory profile/Employee No.&
structure/Production capability/(Brands)Marketing
2 /ANE)HLRZEME Organization chart
3 X/ B¥mEE Factory floor plans
4 E B Business license

5 T ERR/FFERIER Certificate or document for land right

Z. SMETA " #H# - ABTEHE®EEPS HR and Admin. management

6 1&FAE R A Applicable laws and regulations

7T RTFM/T L MELASIIEE Employee manual/handbook,Factory rules & regulations/
Disciplinary practices policy and Records

8 BEMEHIE Dormitory regulations

9 MR . BE. CESMEEN, BREMBEREESERE If the facility was rent, please provide related

lease contract

LFEMRRERARSERAS LETEBXIFEFFL LMK 2799 5 8 S5 1 1%
400-8897855 / 021-36529816 http://www.leocorp.com.cn



EEMRREFAERSERAE 400-889-7855

10 BT $551/%2F Recruitment policies & procedures
11 ABLEX/RIANT Eic/# A M (FrH & L )Employees' personal files/ Employment
registration/roster (all employees)
12 FEIERE(PFE @ L) Labor contracts (all employees)
13 RAAETAAELE/ KA LHE Young worker health examination/Job arrangement (if applicable),(if
applicable)
14 REETZE/ LU/ TEZHEE List of young workers/registration approval from local labor
bureau/regulations on shift arrangement for young workers

5 151 Leave records
16 EERIC3% Resignation records
17 RAEIDR/EE{S Awards & Penalty Records/Warning notification letters
18 ek, MARF, BFR2eB)l EhRERINCE, hFREAMEFENEIIZF Training
records(i.e fire safety training,chemical handling and storage traing, etc)
19 TRARWICFK/ TR EERZF R HERT/ TARIFLERZEFRIEX Meeting minutes of
union/Selection program and Responsibility of workers™ Rep./Complaint& handling record
20 ISHRARWIL R/ ISRRELEFRAERT/FEARN TR IREN BBS T R FH Y
(CBA)Meeting minutes of union/Selection program and Responsibility of workers’ Rep./ Collective
Bargaining Agrements(CBA)
21 HEFTFEBRRXHE/BEIEREFR/NEFIRE Social accountability policy/ Management system/

periodic internal audit records
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22 FHEREBMNMNEVHER 5FFRERNMNFITNEGE, FHRELANASZHE, SHEEE
, TH, ZHicxk, HFaERE, HREFZFIEF. Business license of Labor Dispatch
Company, contract signed with Labor Dispatch Company,dispatched workers' personal file, ID copies,
payroll and attendance records, labor contracts, social insurance payment evidence, etc.
23 MR I/ ASKREVAME THEXEEXH (I1F) Documents proved workers' legal right to
work including immingrant & migrants & employment agency staff, if applicable
24 MRTIT /FRE, BF, KL, HHFRSEABHE, MXET AR RERIME, BREK
BRENEVHBMSKEESITONY, REHTTANASEEE, SMESMHMNERTE, THRICE
% . If the factory subcontracted service like cleaning,canteen, security guards, loading and unloading,
and this workers worked inside of audited factory, please provide business license of contractor, the
agreement signed between contractor and the audited factory, the contractor staff's personal file, 1D
copies, payroll records, attendance records,etc.
25 NERBFR/NDERAENENASTAKIEICE Sub  contractors list/ monitoring records on
sub-contractors' and suppliers' social responsibilities performance
26 REIZBE/SNREILHSHTEMKIFICEK, (20F)Homeworkers' namelist/ monitoring records on
homeworkers proved to be compliant with social responsibilities, if applicable
27 e HEREFSICEMEFRE Minutes of joint committees on OHS and disciplinary matters
28 /A T)BUR Facility policies:

o B AIK{E Business Integrity

« T Child labour
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5818 7 & Forced labour

« TS MBEHMB%4E Freedom of association
o T#FTHF Wage and hours of work
« #Eif, Disciplinary
- 1&# Benefits and allowances
« @EFZL 4L Health & Safety
e IX{R Environment
« £ Training
o B FNZEIL Discrimination and harassment
s KEL, MEARUKRSDER Homeworkers, Outworkers and Sub-contractors
« 33 IT#MzE Human Rights
« TH#iIAXF Land Rights
« RTHIFHLE Grievance mechanism
29 Previous ethical trade audit reports/Corrective Action Logs IABTHIM S REFIZIRE/HETENIC

X

=. SMETA R ®# - TR IHEFES Working hours and wage benefits
30 TERTENER(E THRBEXN N 12 A +81E 2510 K A9EE))Time cards/attendant records(12
months attendance records corresponded with payroll records + the attendance records till the audit

day)
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31 KRIEFXK (B H E/R/ & L ™ &/ 1% %R )eave records(Paid annual leave/Maternity
leave/Marriage&Funeral leave )

32 ZEITEH /AT ST (4078) Consolidated working hours permit by local labor bureau/Extended
Overtime Hours Waiver, if applicable

33 YUMBUFHRIKE LAY Legal/ Local official minimum wage document

34 H|if 12 MAHTARE LAEKR) Recent 12 months' payroll records with employees' signatures
35 BT E = (BE)ic xR/ T &3 Production records of piece rate workers/Piece rate records
36 RIE—FAEFEECREECESEXERW: £FAkEK, HEBREK, CEREAHIRF)
Production operation records for last 12 months and the other related records (i.e Daily production
records, daily QC report, warehouse material in/out records, etc)

37 LT#H#ERICk Wage deduction records

38 HERBBMNEIEMSRETE MM /LR EICIE/ALREIIELZM Social security insurance
(injury/retirement/medical/unemployment etc.) payment receipts/ invoice/Approval from local

government/Registration certificate/personnel list

M. SMETAR #Hix - BRELEI £ Health and Safety

39 NEINEBELZEECR/MESE Health & safety policy/Regulations and rules

40 EERE NEIR BT Health and safety risks identified record

41 BREBRIRER THIKIRE/&EFR Certificate of Inspection for Completed Building Construction/

Registration Records
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42 TREFEHR K EIRIE/IRE Fire-Fighting Acceptance Inspection Certificate/ Report

43 e FERBUE(Ear B/ W IEF) Safety officer certificate

44 RZ<FN/ARZL _ERIE Security guard regulation & job description/security guard certificate

45 SEM N AT/ F, HAE S0 F (& B B Fire drill program & records and fire evacuation plan &
procedure (inlcuding pictures)

46 BEBRRESFUIE/BE R T@EIE Catering Service License/Health Certificate of kitchen
employee

47 2R ANREMEIEP Trained first aider certificate

48 EPARHNEIRIER, (A0F) Qualified certificate of doctor or nurse,  if applicable

49 THEFSHAIBICR/BEEHEIEIE Accidentinjury reports & records/Precaution Measures
on Reocurrence

50 BRFEEREEABICIL/RB/FREHIEEN: Ba# /85X %) Register of elevator & lift
and annual inspection certificate

51 AP, ENBREABZICIE/ER SIEIUL Register of pressure vessels & boilers and annual
inspection certificate

52 #EMAEVANR(XE/BT/EERL/IAPLE)REERIE)IES Specialized safety training
certificate( Valid safety operation certificate of Lift / Forklift vehicle /Qualified Electrician/ Electric
welding operator certificate/Operator certificate of boiler)

53 {LF B R/MLFERBR T EIF/(EEYIEIC5%)/List of chemical/Approval certificate of chemical

warehouse/register & storage record
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54 ZEfhseN 218/ ML e HE3R Chemical Safety Precuation Measures/MSDS (material safety
data sheet) of dangerous chemicals

5 hZERRMEeE R EREIIESR Qualified certificate for the keeper of dangerous chemicals
warehouse

56 TEHFFR BERR(SERE/EES) MRS The hazadous elements (air quality and noise
etc.)evaluation report for Workplace

57 B RANRTRVEREEIRSE. MEIRE Hazardous position employees’occupational health
examination summary /individual report (if applicable)

58 FAEFRIATERIEBHEEHSETEHZIRSE Any internationally recognised system
certifications e.g. ISO 9000,14000, OHSAS 18000, SA8000 (or other social audits).

59 Other documents if in need EEX{# (INNHE)

H. SMETAR HiZx - Bl EEERS (UERT 4pillar B1X%) Business practice (Only applicable
for 4 pillar audit)

60 M EERER, KREK, KAESZSE, F)BEFE/FERF Business Integrity(anti-corruption,
anti-bribery, anti improper competition, etc) Policy/Procedure

61 B EEEI/IAZEIRE Business Integrity Training Records/Investigation Reports

7. SMETA IS B4 - HIEFRIPEESD Environment

62 IMERMIHEIRE B/IRER/BICRNUEME, H5FTIE, BWIRE, BEREEE)NINE,
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W E &L WO % Environment impact evaluation report/form/registration form and
approval,Pollutant discharging permit, monitoring report, Radiation equipment (if any) environment
impact evaluation report and acceptance check and permit, etc.

63 B EFYLIEEE/4F%ICFK Dangerous chemical waste handling contract/transport records
64 EAFnZE Emergency action procedures

65 MIBRIPFTEMNERESE X RIZF Environmental System Policy/Procedure

66 REEREF—FEBEAKRE. seiRFER/HMEIES T Natural resource/energy resource

usage/discharge data of current year and last year
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