KesessMENT WCA Audit Document Checklist-Business Practice (Eng & Chi)

WCA-D02 (Issue No.: 04; Issue Date: 10 Feb 2014)

Please prepare the ORIGINAL documentation listed below for verification and sample photocopying. 158 T3
IEARERE REED - §ig !

All the following documents, unless the context of the document otherwise requires, the singular includes the plural
and vice versa.

FTA MRS ERRIEAE IR > BT A SO AR ZER AL TC R 2 50ty S B 4 S A
1. Payroll records (Recent 12 months) T %% (I =+ H)
% Payroll register with employee signature (if wages paid in cash) 5 51 T2 T.95% (W THEBEST)
% Bank statement corresponding to payroll register (if wages paid by bank deposit) fH YN T. 5T AVERI T17K
IR CAIPAB TR 8T
2. Time card/ Attendance records (Recent 12 months) T-FE(EHid % (X E+2"1H)
3. Production records (tickets/ sheet) (Recent 12 months) (if applicable) Z£/=18 5 GEE-+F21B) @iER )
4, Personnel records AZE{E4M R A TN AREZE
5. Young worker registration and health examination (if applicable) 74 T ARG K57 sl fE B ic it 5%
6. Employment/ Labor contracts Z5zf) &[]
7. Agency workers agreement (if any) 7T A MY (403&ER)
8. Foreign employees work permits and approval letter from government (if applicable) ¥ NEE 51 T (W3E ) 4 1] EAD
BURESZ
9. Collective bargaining agreements (if any) E{A& % HHHY (@EH )
10. Employees social Insurance receipt, names list and certificate of social insurance 1+ {REGUHE » ZEAFItT 0
EIE
11. Business Registration/ License L& & I/ HHL.1E

12. Fire safety inspection or certificates for facility/ dormitory buildings JE[5 &R &5 50 &S & UFRH SC14R
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13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24.
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Fire drill records J¥[/7i > 10 5% ~ Sl >) /BT
Facility regulation or employee handbook, in regard to the following areas: | ¥t 7 T, HFELL T LT E:
¢+ Recruitment policy ¥HIEFHE
«+ Disciplinary procedure 22N TR
Local minimum wage standard (if any) and/ or Government Labor Law notice (if any) A 52 Y R (K T HEILE
S BUR Y AR AT (0 )
Special appliance certificates such as certificate for elevator, boiler 45 f1& I EIE LIRS - FRF

Permits for special appliance operations such as lift operator, electrician, and boiler $5fF T_A__E 541 (40: B T 4%

WL _ERAE, BT, BkP VAT IESR)

Canteen or eating facilities hygiene certificate, cook/ kitchen staff health certificates 5§/ 11421 0] ilF, [§f T 4=
IR
Facility building layout/ evacuation plan | =K

Special waivers from local government regarding working hours arrangement (if applicable) M 243t B RFEE T /ERS
IR (aniE )

Health & Safety program and training records (&g 5% 4111 & 541)Ic 5

Work-related accidents/ injury records T{FEE&10 5= & T 0%

Environmental certificates (if applicable) PFAIEF(41iE )

Any written policy or process that governs company and employee business practices. e.g. business integrity & anti-
corruption, fair competition (optional if Business Practice module is applicable in the assessment) and data

protection (optional if Business Practice module is applicable in the assessment) including (but not limited) to the
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following: {Ea[ P B SR B e 25 MR VS 28 B1FD 51 TRV R LB FERRYE « Bl 4E > KB » A Fad (W1RE
P IEERE SR TS ) - FORMRT (mEE RS A T ) a5 (ERRT) ITAE

R/

«+ Job Description (JD) of the assighed responsible managers for the management of Bribery at the facility. 15
TE DA TTAAER GRS A B3 FY 1 (i it

% Written ethical/integrity training records J5 &1 B = /RS E2 )10 5%

«» Written bribery policy and what are included. For instance, objective, commitment, definitions of company
policy on giving and receiving of gifts, procedure, work instruction, how the policy is externally available. 13
IS BORAI ARG AN Blan, Bis, AKikge THEZALN, B, TERS, BERZMAAME
.

% Procedures for attempted bribery 1 K| 5% £ 7

% Procedure on how employees are protected from retaliation. H1A[ {47 51 T 538 45 52 (O FE T

% Internal/ external audit reports regarding ethics/ integrity J< T {5 1 15 P4 5/ 7858 5 -4k 45 .

% Employees declaration on conflict of interests 51 - {1 Fl] 75 /i 5

25. Other documents, subject to actual circumstances during the audit and in that specific regions facility is located
fth S ARSE L A TR E KIS PR

26. Other Local Specific Documents (if applicable), please specify: EAtstr 54 (403ER ) » & FHH
a)
b)
c)

NB The above are suggested general documents which would be requested for review during assessment, auditors
have the right to request to review other documents not included in the above list, if auditors have reasonable
grounds to believe other unlisted documents are related to the assessment.

UL WCA BRI E » WRF TN G S ZEEEHIFIE R AFS WCA il BE IR % » #Hif
N ZERBEREFIBM AL ERHIAE
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