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Self-ASSeSSment for induStriAl production

I N T R O D U C T I O N

the Business Social  compliance initiative (BSci) is  an initiative of  retai lers,  impor ters 
and manufacturers to improve social  standards in a sustainable way.  third par ty 
audits are one of  the mechanisms to improve social  standards,  but the key to real  and 
sustainable improvement is  acting in par tnership with suppliers.  the BSci  aims to reward 
the suppliers’  wi l l ingness to cooperate.

the self-assessment questionnaire is  the f irst  step in the BSci  implementation process. 
it  is  a  tool  that your company should complete and it  has three main purposes:

1.  it  al lows your company to evaluate its  own per formance with regard to the BSci 
requirements and get a f irst  understanding of  the system.

2.  it  provides you and your cl ients (BSci  par ticipants) with a f irst  over view of  your 
social  responsibi l ity and that of  your supplying farms (if  applicable).

3.  it  helps your company to get prepared for  both internal  audits and BSci  audits in a 
progressive manner.

par t  A  of  this self-assessment includes specif ic  questions regarding your factor y while 
par t  B is  a preparation for  the upcoming social  audit. 

please note that i f  your company has several  production units,  one self-assessment 
should be f i l led in for  each separate unit. 
Having proper documentation for  al l  the areas covered in this assessment is  an essential 
component of  your preparation.  Keep it  on hand and ready for  review by the BSci  auditor. 

Click here to be for warded to the l ist  of  doc uments needed:  
(attached to email)

ABridged gloSSAry  ............................................ 2

QueStionnAire pArt A.1 ....................................... 3

QueStionnAire pArt A.2 ....................................... 4

QueStionnAire pArt A.3 ....................................... 6

QueStionnAire pArt B .......................................... 9

documentAtion At tHe dAte of tHe Audit .........15

BSCI S elf-A ssessment Industrial  Produc tion
All rights reserved. no part of this publication may be reproduced, translated, stored in a retrieval 
system, or transmitted, in any form or by any means,
electronic, mechanical, photocopying, recording or otherwise, be lent, re-sold, hired out or 
otherwise circulated without the ftA’s authority.
copyright © 2012, 2012 by ftA – foreign trade Association, Brussels



2Back to table of contents

BSCI S elf-A ssessment Industrial  Produc tion
All rights reserved. no part of this publication may be reproduced, translated, stored in a retrieval system, or transmitted, in any form or by any means,
electronic, mechanical, photocopying, recording or otherwise, be lent, re-sold, hired out or otherwise circulated without the ftA’s authority.
copyright © 2012, 2012 by ftA – foreign trade Association, Brussels

ABridged gloSSAry

this is  a summar y of  the most relevant terms you wil l  face when f i l l ing in this questionnaire.  
to view the complete glossar y,  please visit  the BSci  website

C e R T I f I C AT I O N S
ISO 90 01 Quality management Standard (www.iso.org)

ISO 140 01 environment management Standard (www.iso.org)

ICTI  C ARe international  council  of  toy industries (www.icti -care.org)

WRAP World responsible Accredited production (www.wrapcompliance.org)

S A8 0 0 0 Social  Standard (www.sa-intl.org)

OT h e R  S O C I A l  S C h e m e S ,  W hI C h  A R e  N OT  C e R T If I C AT I O N S
GRA SP SmetA stands for  Sedex members ethical  trade Audit.  it  is  a  compilation of  best practice in ethical  trade audit 

technique,  intended for  experienced auditors to help them to conduct high quality audits in a format for  ethical 
trade audits that can be easi ly shared.  it  also intends to give greater  transparency into the auditor  qualif ications 
and practices that underpin repor ts.  SmetA is  not a new code of  conduct or  standard.

Sme TA the fair  labour Association (fl A) is  a col laborative ef for t  of  social ly responsible companies,  col leges and 
universities,  and civi l  society organisations to improve working conditions in factories around the world.  the 
fl A has developed a Workplace code of  conduct,  based on ilo standards,  and created a practical  monitoring , 
remediation and verif ication process to achieve those standards.

http://www.iso.org
http://www.iso.org
http://www.icti-care.org
http://www.wrapcompliance.org
http://www.sa-intl.org
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QueStionnAire pArt A.1

A .1  C O m PA N y  P R O f I l e

lo cation  o f  c omp a ny

date of  the self-assessment*

company name*

dBid (BSci  database identif ication number)

Street*

city*

Zip code

countr y*

phone

fax

Website

e-mail

Additional  directions

gp S coordinates

Bas i c  data

first  year of  operation

legal  Status /  of f icial  company  
registration

language(s) spoken by of f ice  
management

language(s) spoken by workers

c ontac t  per s on

name

position

languages spoken

phone

e-mail

pr o duc tion  cap aci ty  cu r r ent  yea r  las t  yea r  tw o  yea r s  ago

total  production capacity  
( including unit  of  measurement)

maximum capacity per  month in  
peak month (including unit  of  
measurement)

maximum capacity per  month in  
low season (including unit  of  
measurement)

domestic market (production units)

expor t  (production units)

dor m i tor ie s  ( i f  appl i cable )  1  2  3

if  dormitories are provided,  please f i l l  
in  the address for  each location or  
type «n/A» if  not  applicable

number of  individuals l iving in the  
dormitories provided by the company / 
total  number of  workers in the company

number of  famil ies l iving in the  
dormitories provided by the company

number of  sqm/individual
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operations  i n f or mation

P leas e  i nd i ca te  a l l  bus i nes s  u n i ts  i ncl ud ed  i n  you r  opera tions  a nd  c omplete  a l l  s ec tions  f or  ea ch  u n i t  ( i ncl ud i ng  o w n  u n i ts ,  subc ontra c tor s ,  etc . )

1.

cer tif ications:  iSo 9001 iSo 14001 ifS -  international  food Safety Br c global  gap S A8000 fair  trade rainforest Al l iance

2.

cer tif ications:  iSo 9001 iSo 14001 ifS -  international  food Safety Br c global  gap S A8000 fair  trade rainforest Al l iance

3.

cer tif ications:  iSo 9001 iSo 14001 ifS -  international  food Safety Br c global  gap S A8000 fair  trade rainforest Al l iance

4.

cer tif ications:  iSo 9001 iSo 14001 ifS -  international  food Safety Br c global  gap S A8000 fair  trade rainforest Al l iance

5.

cer tif ications:  iSo 9001 iSo 14001 ifS -  international  food Safety Br c global  gap S A8000 fair  trade rainforest Al l iance

6.

cer tif ications:  iSo 9001 iSo 14001 ifS -  international  food Safety Br c global  gap S A8000 fair  trade rainforest Al l iance

QueStionnAire pArt A.2

A . 2  Ge N e R A l  C O m PA N y  S T R U C T U R e  A N D  S I z e

Bus i ne s s  o ver v ie w  a nd  labou r  repr e s entation

What are your main business activities? 
check al l  that apply:

others,  please describe

pr o duc t  %  o f  to ta l  pr o duc tion  per  yea r  pea k  s eas on
Sta r t  month  e nd  month

1.

2.

3.

4.

5.

Which labour law statutes  
are applicable within your  
company?

is one (or  more) of  the  
fol lowing persons or  
organisations present  
in  your company?

name of  representative

Additional  comments

Worker 
representative

Worker 
council

trade union other

free trade Zone industr y collective Agreement

name of  unit  /  identif ication type of  business activity contact person Business relation since (date) location Address distance to the company (in km) main product
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7.

Cer tif ications:  ISO 9001 ISO 14001 IFS -  International  Food Safety BR C Global  Gap S A8000 Fair  Trade Rainforest Al l iance

8.

Cer tif ications:  ISO 9001 ISO 14001 IFS -  International  Food Safety BR C Global  Gap S A8000 Fair  Trade Rainforest Al l iance

Are cer tif icates or  audit  repor ts avai lable from past audits conducted at  your company?  
If  yes,  please attach a copy of  val id cer tif icates.

Did you receive the BSCI  Code of  Conduct?

Additional  comments

Yes No N/A

Yes No
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QueStionnAire pArt A.3

A . 3  e m PlO y m e N T  S T R U C T U R e
P leas e  d es cr i be  belo w  the  w or ker s  yo u  h i r e.  I n  cas e  you  us e  a  th i r d  p a r ty  f or 
h i r i ng ,  pleas e  i ncl ud e  i ts  d eta i l s .

total  number of  workers  
at  the time of  the  
self-assessment

Peak S eason

total  number of  workers*

maximum number of  
temporar y or  seasonal  
workers*

local  Workers

migrant Workers

low S eason

total  number of  workers*

maximum number of  
temporar y or  seasonal  
workers*

local  Workers

migrant Workers

Wor k i ng  Hou r s

What is  the statutor y number  
of  working hours per  working  
week in your countr y?

What is  the average number  
of  weekly over time hours?

P leas e  i nd i ca te  the  f ol lo w i ng  i n f or ma tion  per  d ep a r t ment

depar tment name

no.  of  workers

Shifts worked in  
the depar tment

Shift  1

Break

 m   tu   W  th   f    Sa   Su       m   tu   W   th   f    Sa   Su

Weekdays

resting day

Shift  2

Break

 m   tu   W  th   f    Sa   Su       m   tu   W   th   f    Sa   Su

Weekdays

resting day

Shift  3

Break

 m   tu   W  th   f    Sa   Su       m   tu   W   th   f    Sa   Su

Weekdays

resting day

Shift  4

Break

Hired 
directly

Hired 
through 

third par ty

name of  the 
third par ty

contact 
detai ls  of  the 

third par ty

peak 
season

low  
season

peak 
season

low  
season

Star t end Star t end
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 m   tu   W  th   f    Sa   Su       m   tu   W   th   f    Sa   Su

Weekdays

resting day

Wage s  i n f or mation

What is  the legal  minimum  
wage applicable in your  
production unit?

What is  the lowest wage  
you pay workers for  regular  
working hours?

What are the wage supplements required by law? (local  currency)

What is  the percentage  
for  wage supplements  
paid in relation with  
your human resources  
overal l  costs?

How often do you compensate your employees?

Age  i n f or mation

What is  the statutor y minimum age for  employment?

What is  the age of  the youngest worker?

Since when is  he/she working?

N o te :  i n  cas e  you  have  ch i ld r en  or  you ng  w or ker s  i n  you r  c omp a ny  pleas e 
c omple te  the  tab  t i t led  « c h i ld  &  you ng  Wor ker  rec ord  S hee t »

Amount 
in local 

currency

indicate 
unit  for 

wage (hour/
day/ month)

gross net

over time Weekly 
rest  day

Holiday night shift other
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c h i ld  a nd  you ng  Wor ker  rec ord  S hee t

Please only complete this table i f  you have chi ldren (anyone below the national  minimum age) or  young worker s  
(anyone above the national  minimum age but below 18 year s of  age) in your company.

name
Bir thday  

(month,  year)
Attending school? 

Working star t  date 
(month,  year)

Area he/she works in
Working time  

schedule
comments

1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24.

25.

yes no

yes no

yes no

yes no

yes no

yes no

yes no

yes no

yes no

yes no

yes no

yes no

yes no

yes no

yes no

yes no

yes no

yes no

yes no

yes no

yes no

yes no

yes no

yes no

yes no
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QueStionnAire pArt B

P leas e  ta ke  you r  t i me  to  f i l l  i n  th i s  s el f - as s es s ment  ques tion na i r e  pro v id i ng  as 
much  i n f or ma tion  as  po s s i ble.  Tr y  to  a ns w er  « no t  appl i cable »  ( N /A )  on l y  w hen 
s tr i c t l y  nec es s a r y.
D u r i ng  the  B S C I  aud i t  you  w i l l  be  r eques ted  to  pro v id e  d o c u menta tion  f or  the 
aud i tor s  to  r e v i e w.  For  ex a mple,  you  w i l l  be  r equ i r ed  to  s ho w  ti me  r ec or ds , 
p ays l i p s ,  s o cia l  s ec u r i ty  p ay ments ,  as  w el l  as  hea l th  a nd  s a f ety  d o c u menta tion 
such  as  tra i n i ng  r ec or ds ,  r i s k  as s es s ments  a nd  s a f ety  d a ta  s heets.  Ga ther i ng 
a l l  d o c u menta tion  r ela ted  to  f a c tor y  may  ta ke  s ome  ti me.  T her e f or e,  i t  i s  w or thy 
tha t  you  s ta r t  c ol lec ti ng  the  d o c u ments  r equ i r ed  w h i le  f i l l i ng  i n  the  s el f -
as s es s ment  a nd  keep  them  or g a n i s ed  a nd  a cc es s i ble  f or  the  aud i tor s.

1 .  l e G A l  C O m PlI A N C e

e x p l a na ti o n :  S a le s  a r e  go ver ned  by  a  nu m ber  o f  lega l  r equ i r ements  de s ig ned  to 
pr o tec t  you r  c us tomer s.  p lay i ng  i t  by  the  bo ok  ca n  hel p  you r  fac tor y  bu i ld  a nd 
ma i nta i n  a n  hone s t  a nd  tr us t w or thy  r epu tation ,  av oid  the  c o s t  o f  lega l  ac t ions 
a nd  lo s s  o f  pr o f i t . 
e x p e c ta ti o n :  you r  fac tor y  s hou ld  be  c ompl ia nt  w i th  a l l  appl i cable  nationa l 
law s ,  r eg u lations  a nd  i ndus tr y  m i n i mu m  s ta nda rds.  By  f ol lo w i ng  the  B S ci, 
w e  ex pec t  you  to  w or k  succ e s s f u l ly  to w a rds  be tter  s o cia l  prac ti c e s  as  def i ned 
by  i nter nationa l  labou r  orga n iz ation  a nd  un i ted  nations  c onv entions.

1.1 do you have a written social  pol icy that  
documents BSci  requirements in l ine  
with the national  law?

1.2 do you inform the workers or  give them the  
oppor tunity to inform themselves about national  
labour regulations (for  example,  do you provide  
the tex ts of  these regulations to interested  
workers or  do you hold informational  meetings  
on the regulations)?

Additional  comments

2 .  m A N A Ge m e N T  S y S T e m

e x p l a na ti o n :  S o cia l  r equ i r ements  a r e  mor e  succ e s s f u l ly  i mplemented  w hen  they 
a r e  u nder s to o d  by  bo th  ma nagement  a nd  w or ker s.  tra nsp a r ent  c om mu n i cation 
hel p s  to  ra i s e  aw a r ene s s.
e x p e c ta ti o n :  the  fac tor y  s ha l l  def i ne  a nd  i mplement  a  s o cia l  pol i c y  ( i n cl ud i ng 
a nti - br i ber y  /  a nti - c or r up tion  pol i c y )  a nd  ma nagement  sys tem  to  ensu r e  that 
the  r equ i r ements  o f  the  B S ci  c o de  o f  c onduc t  ca n  be  me t  at  i ts  faci l i t ie s. 
A dd i t iona l ly ,  w hen  us i ng  subc ontrac tor s ,  ma nagement  i s  r e spons i ble  f or 
ensu r i ng  tho s e  u n i ts  a r e  a l s o  f ol lo w i ng  the  pr i n ci ple s  o f  the  B S ci  c o de  a nd 
mon i tor  thei r  s o cia l  c ompl ia n c e.  ma nagement  i s  r e spons i ble  f or  the  c or r ec t 
i mplementation  a nd  c onti nuous  i mpr o vement  by  c om mu n i cati ng  ef fec ti v ely 
to  the  w or ker s ,  c onduc ti ng  i nter na l  aud i ts  a nd  ta k i ng  c or r ec ti v e  measu r e s. 
per io d i ca l  r e v ie w  o f  the  S o cia l  pol i c y  i s  ex pec ted.

2.1 Has a copy of  the BSci  code of  conduct been  
posted in the workers’  languages and/or  attached  
to the workers’  contract?

2.2 do you have a procedure for  updating and  
implementing legal  regulations with regard to  
matters subject  to continuous change l ike  
wages and safety?

2.3 do work r ules exist  and are they documented  
and applied to al l  employees?

2.4 Has a senior  management representative been  
appointed to implement the BSci  code?

if  yes:  please indicate name and function

2.5 Has a representative of  the operational  team  
been appointed to implement the BSci  code?

if  yes:  please indicate name and function

2.6 do you keep a register  of  the trainings provided  
to workers about the content of  the BSci  code of  
conduct,  including a description of  the content  
and a par ticipant l ist?

yes no n/A

yes no n/A

yes no n/A

yes no n/A

yes no n/A

yes no n/A

yes no n/A

yes no n/A
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2.7 do you hold regular  meetings between  
management and workers to inform workers on  
implementation of  BSci  requirements and national  
labour legislation?

2.8 if  yes, do you maintain records of these meetings?

2.9 do you have a grievance mechanism system in  
place?

2.10 Are there records avai lable for  grievances and  
solutions from at least the past 12 months?

2.11 Have you distr ibuted the BSci  code of  conduct  
(or  equivalent) to your subcontractors and  
communicated them the BSci  requirements  
and expectations?

2.12 do you have a procedure for  monitoring social  
standards at your subcontractors production facil ities? 
If  yes,  please provide doc umentation.

2.13 Have al l  subcontractors completed the  
BSCI S elf-A ssessment Questionnaire  or  
equivalent social  assessment?

Additional  comments

3 .  f R e e D O m  O f  A S S O C I AT I O N  A N D  R I Gh T  TO  C O ll e C T I v e  B A R G A I NI N G

e x p l a na ti o n :  the  r ig hts  o f  f r eedom  o f  as s o ciat ion  a nd  c ol lec t i ve  ba rga i n i ng  a r e 
c or e  labou r  s ta nda rds  a nd  i na l ienable  hu ma n  r ig hts.  un ion’s  mem ber s h i p  mus t 
no t  be  r equ i r ed ,  nor  h i r ed  or  r ender ed  i nef fec ti v e.
e x p e c ta ti o n :  A l l  w or ker s  s hou ld  have  the  r ig ht  to  f or m  a nd  joi n  trade  u n ions  o f 
thei r  choi c e  a nd  to  ba rga i n  c ol lec t i vely.  i f  i n  you r  c ou ntr y  the  r ig hts  r ega rd i ng 
f r eedom  o f  as s o ciat ion  a nd  c ol lec t i v e  ba rga i n i ng  a r e  r e s tr i c ted  by  law,  you r 
c omp a ny  s ha l l  faci l i tate  o ther  mea ns  o f  i ndependent  a nd  f r ee  orga n i sation  a nd 
ba rga i n i ng.  At  the  sa me  t i me,  the  r epr e s entati v e s  o f  w or ker s  s ha l l  hav e  acc e s s 
to  thei r  r epr e s entee s  i n  the  w or k plac e.

3.1 do you al low workers to join or  establish a  
workers’  organization  
(for  example a worker council  or  trade union)?

3.2 if  the r ight of  freedom of  association and  
col lective bargaining are restricted by law  
-  for  example when independent trade unions are  
forbidden -  do you provide other ways for  workers’  to  
be heard and to col lectively bargain -  for  example  
having a freely chosen worker representative or council?

if  yes,  please describe

3.3 do you respect the workers’  r ight to negotiate  
col lectively according to national  labour regulations?

3.4 do workers have the possibi l ity to complain  
(about minor and major  problems)  
without being sanctioned?

Additional  comments

4 .  P R O hI B I T I O N  O f  D I S C R I mI N AT I O N

e x p l a na ti o n :  ther e  a r e  t w o  k i nds  o f  d i s cr i m i nation:  d i r ec t  a nd  i nd i r ec t . 
d i r ec t  d i s cr i m i nation  o cc u r s  w hen  c er ta i n  cha rac ter i s t i cs  a r e  us ed  as  a n 
ex pl i c i t  r eas on  f or  pr e venti ng  people  f r om  exerci s i ng  thei r  r ig hts.  i nd i r ec t 
d i s cr i m i nation  o cc u r s  w hen  ther e  a r e  cr i ter ia  or  prac ti c e s  operati ng ,  w h i ch 
hav e  the  ef fec t  o f  d i s cr i m i nati ng  aga i ns t  c er ta i n  g r oup s  o f  people,  by  pu tt i ng 
them  at  a  d i sad v a ntage  c omp a r ed  w i th  o ther s ,  a nd  w h i ch  ca n no t  be  jus ti f ied  as 
pr opor t ionate.  
e x p e c ta ti o n :  no  d i s cr i m i nation  s ha l l  be  tolerated  i n  h i r i ng ,  r emu neration , 
acc e s s  to  tra i n i ng ,  pr omo tion ,  ter m i nation  or  r e t i r ement  bas ed  on  g e n d e r,  a g e , 
r e l i g i o n ,  ra c e ,  c a s te ,  s o c ia l  ba c k g r o u n d ,  d i sa b i l i t y ,  e th n i c  a n d  na ti o na l  o r i g i n , 
na ti o na l i t y ,  m e m b e r s h i p  i n  w o r k e r s ’  o rg a n i sa ti o n s  i n c l u d i n g  u n i o n s ,  p o l i t i c a l 
a f f i l ia ti o n ,  s e x u a l  o r i e n ta ti o n ,  or  a ny  o ther  per s ona l  cha rac ter i s t i cs.

4.1 do you guarantee that al l  workers are treated  
equally?

4.2 do al l  your workers have the same oppor tunities  
within your company?  
(for  example hir ing ,  social  benefits and over time)

4.3 do you ensure that any form of  verbal,  physical  
or  psychological  threats,  abuse or  harassment do not  
take place in your company  
( included but not l imited to sexual  harassment)?

Additional  comments

yes no n/A yes no n/A

yes no n/A

yes no n/A

yes no n/A

yes no n/A

yes no n/A

yes no n/A

yes no n/A

yes no n/A

yes no n/A

yes no n/A

yes no n/A

yes no n/A
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5 .  C o m P e n S At I o n

e x p l a na ti o n :  A  go o d  c ompensation  sys tem  w i l l  hav e  a  po s i t i ve  i mp ac t  on  the 
ef f i c ien c y  a nd  r e su lts  pr o duc ed  by  employee s  as  i t  w i l l  en c ou rage  them  to 
per f or m  be tter  a nd  ach ie v e  the  s ta nda rds  f i xed  by  you r  bus i ne s s.  
Mater ia l s ,  mach i ner y  a nd  money  a r e  a l l  v er y  i mpor ta nt  fac tor s  f or  bus i ne s s ,  
bu t  i t  i s  i mpo s s i ble  to  be  succ e s s f u l  w i thou t  a  go o d  w or k f orc e. 
e x p e c ta ti o n :  Wage s  p a id  f or  r eg u la r  w or k i ng  hou r s  a nd  o ver t i me  hou r s  s ha l l 
mee t  or  ex c eed  lega l  m i n i mu ms  a nd / or  i ndus tr y  s ta nda rds.  You  s hou ld  ne ver 
ma ke  i l lega l ,  u nau thor i s ed  or  d i s ci pl i na r y  deduc tions  f r om  w age s.  I f  the 
lega l  m i n i mu m  w age  a nd / or  i ndus tr y  s ta nda rds  do  no t  c o ver  l i v i ng  ex pens e s 
a nd  pr o v ide  s ome  add i t iona l  d i spo sable  i n c ome,  you  a r e  en c ou raged  to 
pr o v ide  w or ker s  w i th  adequate  c ompensation  to  mee t  the s e  needs.  I t  i s  you r 
r e spons i bi l i ty  to  ensu r e  that  w age  a nd  benef i ts  a r e  de ta i led  c lea r ly  a nd 
r eg u la r ly  f or  w or ker s.

5.1 Do you pay at  least legal  minimum wages  or  
relevant industr y wage to al l  workers?

5.2 Do you apply al l  wages supplements  required  
by law to al l  workers?

5.3 Do you provide all  legally required benefits  to  
your workers (regardless i f  permanent or  seasonal)? 
(This includes paid leave,  maternity benefits,  social  
insurance and any other mandated by your local  law)

5.4 Do personnel  f i les (e.g.  proof  of  age,  working  
contract) exist  for  al l  workers?

5.5 Do al l  workers receive pay sl ips that state basic  
salar y,  working time,  over time,  over time  
compensation and all legal required social contributions?

Additional  comments

6 .  W o r k I n g  h o u r S

e x p l a na ti o n :  S o cia l  c ompl ia n c e  i mpl ie s  that  you  ensu r e  a l l  w or ker s  ea r n  a t  l ea s t 
th e  l e g a l  m i n i m u m  wa g e  i n  the  r eg u la r  w or k i ng  t i me  a nd  apply  r eg u lations  w i th 
r ega rds  to  c ompensation  ( e specia l ly  o ver t i me ) .
e x p e c ta ti o n :  Hou r s  o f  w or k ,  n ig ht  w or k  a nd  r e s t  per io ds  f or  w or ker s  s ha l l  be 
i n  acc orda n c e  w i th  nationa l  law s  a nd  r eg u lations  or  c ol lec t i v e  ag r eements. 
The  I nter nationa l  Labou r  Orga n iz ation  ( ILO )  r ec om mends  that  the  ma x i mu m 
a l lo w able  w or k i ng  hou r s  i n  a  w eek  on  a  r eg u la r  bas i s  s h o u l d  n o t  e x c e e d  4 8 
h o u r s  a nd  the  ma x i mu m  a l lo w able  o ver t i me  hou r s  i n  a  w eek  s hou ld  no t  ex c eed 
12  h o u r s .  O v er t i me  hou r s  s ha l l  be  on  a  v ol u nta r y  bas i s  a nd  to  be  p a id  at  a 
pr em i u m  rate.  A n  employee  i s  enti t led  to  at  leas t  o n e  f r e e  d a y  f o l l o w i n g  s i x 
c o n s e c u ti v e  w or k i ng  days.

6.1 Are al l  the hours,  days and over time hours  
worked in accordance with the national  regulations?

6.2 Is  a time record system in place which shows  
the time in and time out of  each worker for  each day?

6.3 Do the national  labour regulations/col lective  
agreements al low other definitions or  par ticular  
exceptions to the previously mentioned working hours?

If  yes,  please describe

6.4 Do you have systems in place to ensure that no  
employee works more than 48 regular  hours and no  
more than 12 over time hours per  week?

6.5 Do you ensure that al l  employees have at  least  
one free day after  six  consecutive days worked?

Additional  comments

Yes No N/A

Yes No N/A

Yes No N/A

Yes No N/A

Yes No N/A

Yes No N/A

Yes No N/A

Yes No N/A

Yes No N/A

Yes No N/A
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7.  W O R k Pl A C e  h e A lT h  A N D  S A f e T y

e x p l a na ti o n :  go o d  hea lth  a nd  sa fe ty  at  w or k  hel p s  to  r educ e  ab s en c e s  a nd 
i n cr eas e  the  pr o duc ti v i ty  o f  w or ker s ,  r educ e  bus i ne s s  c o s ts ,  such  as  i nsu ra n c e 
pr em i u ms  a nd  bus i ne s s  d i s r up tion ,  a nd  enable s  you r  bus i ne s s  to  mee t  a nd 
ex c eed  c us tomer  ex pec tations.  neg lec ti ng  hea lth  a nd  sa fe ty  at  w or k  may  hav e  a 
ma jor  f i na n cia l  i mp ac t  on  you r  bus i ne s s  as  the  c o s ts  o f  accidents  a nd  i l l - hea lth 
ca n  be  sub s ta ntia l .
e x p e c ta ti o n :  the  fac tor y  s ha l l  e s tabl i s h  a nd  f ol lo w  a  c lea r  s e t  o f  r eg u lations  a nd 
pr o c edu r e s  r ega rd i ng  o cc up ationa l  hea lth  a nd  sa fe ty ,  e specia l ly  the  pr o v i s ion 
a nd  us e  o f  per s ona l  pr o tec ti ve  equ i pment,  c lea n  bath r o oms  a nd  acc e s s  to 
po table  w ater.  S a me  c ond i t ions  s ha l l  apply  f or  d o r m i to r i es ,  w h e n  p r o v i d e d 
b y  th e  c o m p a n y .  A  ma nagement  r epr e s entati v e  s h a l l  b e  a p p o i n te d  to  b e 
r es p o n s i b l e  f o r  th e  h ea l th  a n d  sa f e t y  a nd  acc ou ntable  f or  the  i mplementation 
o f  the  Hea lth  a nd  S a fe ty  elements  o f  the  B S ci.  A l l  w or ker s  s ha l l  r ec ei ve  r eg u la r 
a nd  r ec orded  h ea l th  a n d  sa f e t y  t ra i n i n g .  yo u n g  w o r k e r s  s h a l l  n o t  b e  e x p o s e d  to 
h a za r d o u s ,  u n sa f e  o r  u n h ea l th y  s i tu a ti o n s .  S ys tems  s ha l l  be  i n  plac e,  to  de tec t , 
av oid  or  r e spond  to  p o te n tia l  th r ea ts  to  hea lth  a nd  sa fe ty  o f  a l l  w or ker s.

7.1 is  the working environment as safe,  healthy and  
clean as required by the national  regulations?

7.2 do you regularly conduct a risk assessment for  
safe,  healthy and hygienic working conditions and  
fol low the recommendations?

7.3 do you have a system in place to ensure that al l  
f i rst  aid kits are accessible to workers and that  
contents are not expired?

7.4 is  there a worker present who has been trained  
in  f irst  aid issues avai lable during each shift?

7.5 do you have potable drinking water  for all workers?

7.6 do you ensure that workers have access to clean  
and safe social  areas and restrooms?

7.7 is  there a system in place to ensure that al l  
workers are trained in health,  safety and hygiene  
before they star t  to work with you?

7.8 do you ensure that al l  required personal  
protective equipment and protective clothing  
is  provided to al l  workers free of  charge?

7.9 is  there a system in place to keep a register  of  
the trainings provided to workers,  including a  
description of  the content and a par ticipant l ist?

7.10 do you have posted signs and warnings in your  
faci l ities (in pictographs and in the local  language  
of  workers) in order to remind al l  workers about the  
impor tance of wearing personal protective equipment  
and the impor tance of following all  safety indications?

7.11 do you inform al l  workers about the company’s  
accident and emergency procedures and phone numbers?

7.12 do you keep a register  of  accidents and do you  
always investigate the issue?

7.13 Have you ensured that al l  workers dealing with  
hazardous chemicals are trained on the dangers  
and proper handling of  chemicals?

7.14 do you restrict  the access to the rooms  
containing chemicals products to only those  
workers who are trained in handling those products?

7.15 do you keep safety documents for  al l  chemicals  
used (for example mSdS = material Safety data Sheet)?

7.16 Are the use,  storage and disposal  of  al l  
chemicals documented?

7.17 do you ensure that workers cannot be harmed  
by electric  instal lations or  cables?

7.18 do you provide the legal ly required quantity of  
f i re ex tinguishers,  which are maintained regularly,  
mounted and accessible?

7.19 Are escape routes/aisles and exits properly  
marked,  unblocked and easi ly accessible at  any time?

7.20 do you conduct yearly f ire and evacuation dri l ls  
in  order to ensure that al l  workers know how to  
respond in an emergency situation?

7.21 Are machines correctly instal led,  maintained  
and safeguarded?

yes no n/A

yes no n/A

yes no n/A

yes no n/A

yes no n/A

yes no n/A

yes no n/A

yes no n/A

yes no n/A

yes no n/A

yes no n/A

yes no n/A

yes no n/A

yes no n/A

yes no n/A

yes no n/A

yes no n/A

yes no n/A

yes no n/A

yes no n/A

yes no n/A
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Additional  comments

8.  D O R mI TO R I e S  /  h O U S I N G

e x p l a na ti o n :  the  lo cation  o f  the  dor m i tor ie s  s ha l l  be  cho s en  i n  a  w ay  that  w or ker s 
a r e  no t  ex po s ed  to  bo th  natu ra l  ha z a rds  a nd  a f fec ted  by  the  operationa l  i mp ac ts  o f 
the  w or k s i te  ( f or  ex a mple  noi s e,  em i s s ions  or  dus t ) .  l i v i ng  faci l i t ie s  s hou ld  be  bu i lt 
us i ng  adequate  mater ia l s  a nd  kep t  i n  go o d  r ep a i r,  c lea n  a nd  f r ee  f r om  r ubbi s h  a nd 
o ther  r ef us e.  they  s hou ld  mee t  the  bas i c  needs  o f  the  per s on nel  a nd  no t  v iolate  a ny 
bas i c  hu ma n  r ig ht,  av oid  sa fe ty  ha z a rds  a nd  pr o tec t  w or ker s  f r om  d i s eas e s  
( e. g.  r e su lt i ng  f r om  hu m id i ty ,  s tag na nt  w ater,  spr ead  o f  f u ng i  e tc . ) .
e x p e c ta ti o n :  dor m i tor ie s  s ha l l  be  c lea n ,  sa fe,  a nd  mee t  the  bas i c  needs  o f  the 
w or ker s  a nd  thei r  fa m i l ie s  w hen  r ele v a nt.  A l l  w or ker s  a nd  thei r  fa m i l ie s  
( w hen  r ele v a nt )  s ha l l  hav e  the  r ig ht  to  r emo v e  thems el ve s  f r om  i m m i nent  s er ious 
da nger  w i tho u t  s eek i ng  per m i s s ion  f r om  the  ma nagement.

8.1 is  the space provided in dormitories in  
compliance with statutor y laws and regulations?

8.2 Are the sleeping rooms organised in a way that  
preser ve good level  of  morale,  avoid safety hazards  
and protect workers from potential sexual harassment?

8.3 Are dormitories separated from production area  
and warehouses?

8.4 Are the dormitories /  housing clean and safe?

Additional  comments

9 .  P R O hI B I T I O N  O f  C hI l D  l A B O U R

e x p l a na ti o n :  the  education  o f  the  ch i ld  s ha l l  be  d i r ec ted  to  de velop  h i s  per s ona l i ty , 
menta l  a nd  phys i ca l  ta lents.  A  ch i ld  s hou ld  hav e  the  r ig ht  to  r e s t  a nd  engage  i n 
r ecr eationa l  ac t i v i t ie s  appr opr iate  to  h i s / her  age.  ma nagement  s hou ld  ma ke  su r e 
that  ch i ld  labo u r  i s  no t  endor s ed  a nd  employee s ’  ch i ld r en  hav e  thei r  ch i ld ho o d ’s 
r ig hts  g ua ra nteed.
e x p e c ta ti o n :  A ny  f or ms  o f  ex ploi tat ion  o f  ch i ld r en  a r e  f or bidden  as  def i ned  by 
i nter nationa l  labo u r  orga n iz ation  a nd  un i ted  nations  c onv entions  a nd / or  by  nationa l 
law.  the  r ig hts  o f  yo u ng  w or ker s  mus t  be  pr o tec ted.
pol i c ie s  a nd  pr o c edu r e s  f or  ch i ld  labou r  r emed iation  s ha l l  be  e s tabl i s hed  a nd 
do c u mented  by  the  c omp a ny ,  w h i ch  s ha l l  i n cl ude  adequate  suppor t  to  enable 
ch i ld r en  to  attend  a nd  r ema i n  i n  s cho ol  u nti l  no  longer  a  ch i ld.

9.1 Are al l  employees over the legal  minimum age?

9.2 do you ask for  proof  of  age  
(for  example identity cards,  bir th cer tif icates or  
other documents) to make sure that al l  hired  
workers are above the legal  minimum age?

9.3 do you ensure that al l  national  regulations for  
protection and training of  young workers (ever yone  
below 18 years but above the minimum age)  
are enforced?

Additional  comments

10 .  P R O hI B I T I O N  O f  fO R C e D  l A B O U R  A N D  D I S C I PlI N A R y  m e A S U R e S

e x p l a na ti o n :  A l l  w or ker s  s ho u ld  be  f r ee  to  ter m i nate  thei r  c ontrac ts  w i th i n  the  lega l 
f ra me w or k .  th r eats  or  c o ercions  ( ei ther  phys i ca l  or  p sycholog i ca l )  s ho u ld  no t  be 
us ed  aga i ns t  w or ker s. 
e x p e c ta ti o n s :  A l l  f or ms  o f  f orc ed  labo u r,  such  as  lo dg i ng  depo s i ts  or  the  r e tention 
o f  identi ty  do c u ments  f r om  per s on nel  upon  c om men ci ng  employ ment,  a r e  f or bidden. 
us e  o f  c or pora l  pu n i s h ment,  menta l  or  phys i ca l  c o ercion  a nd  ver ba l  abus e  s ha l l  no t 
o cc u r.

10.1 Are documents such as id-cards,  passpor ts  
or  bir th cer tif icates returned to the workers  
immediately after  hir ing?

10.2 do you al low workers to terminate their  
contracts and leave their  place of  work freely  
and without sanctions i f  they fol low al l  
appl icable national  regulations?

10.3 do you ensure that the company does not  
engage or  tolerate the use of  corporal  punishment,  
mental  or  physical  coercion or  verbal  abuse or  
other forms of  abusive discipl inar y measures?

Additional  comments

yes no n/A

yes no n/A

yes no n/A

yes no n/A

yes no n/A

yes no n/A

yes no n/A

yes no n/A

yes no n/A

yes no n/A
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11 .  e N v I R O N m e N TA l  A N D  S A f e T y  I S S U e S

e x p l a na ti o n :  A  go o d  ma nagement  o f  natu ra l  r e s ou rc e s  w i l l  hav e  a  po s i t i ve  i mp ac t  at 
the  w el fa r e  o f  yo u r  w or ker s ,  bu i ld  a  go o d  r epu tation  a nd  c ontr i bu te  to  sus ta i nable 
ec o sys tems  that  mee t  bo th  ec olog i ca l  a nd  hu ma n  needs  i n  the  f u tu r e.
e x p e c ta ti o n :  ma nagement  s ha l l  g ua ra ntee  that  no  g r o s s  or  e v ident  env i r on menta l 
ma l prac ti c e  o cc u r s  a nd  the  bus i ne s s  r u ns  i n  l i ne  w i th  nationa l  env i r on menta l 
r eg u lations.  pr o c edu r e s  a nd  s ta nda rds  f or  w as te  ma nagement,  ha nd l i ng  a nd  d i spo sa l 
o f  chem i ca l s  a nd  o ther  da nger ous  mater ia l s ,  em i s s ions  a nd  ef f l uent  tr eat ment  mus t 
mee t  or  ex c eed  m i n i mu m  lega l  r equ i r ements.

11.1 do you make sure that air  emissions  
( i.e.  gases and fumes from machines and vehicles)  
are in compliance with national  regulations?

11.2 do you make sure waste water  is  treated as  
required by national  law?

11.3 is  waste managed  and disposed of  in  
compliance with the national  regulations  
so that it  does not harm the environment?

11.4 do you ensure that chemicals  are stored  
and disposed in ways that avoid leakage?

11.5 do you make sure that emp ty chemical  
c ontainers  are not re-used?

Additional  comments

NeXT STePS

Onc e  you  hav e  f i l led  i n  th i s  s el f - as s es s ment  ques tion na i r e,  you  s hou ld  be  i n  a 
better  po s i tion  to  a na l ys e  the  s o cia l  g ap  tha t  you r  c omp a ny  w i l l  need  to  f u l f i l . 
I f  r eques ted ,  you  w i l l  need  to  s ha r e  th i s  d o c u ment  w i th  you r  c om mer cia l  c l i ent , 
or  the  B S C I  aud i tor.

yes no n/A

yes no n/A

yes no n/A

yes no n/A

yes no n/A



15Back to table of contents

BSCI S elf-A ssessment Industrial  Produc tion
All rights reserved. no part of this publication may be reproduced, translated, stored in a retrieval system, or transmitted, in any form or by any means,
electronic, mechanical, photocopying, recording or otherwise, be lent, re-sold, hired out or otherwise circulated without the ftA’s authority.
copyright © 2012, 2012 by ftA – foreign trade Association, Brussels

AnnexeS: documentAtion At tHe dAte of tHe Audit
this is  the documentation that the BSci  Auditor  shal l  verify during the audit.  As a producer you should use this l ist  to guide you through col lecting al l  documention prior  to the audit.

nu m.

1

2 

3

4 

5 

6 

7 

8 

9 

10

11

12

13

14

15 

16

17

18

do c u ments

copies of  of f icial  documents on legal  status,  company name(s),  year of  foundation

Valid business l icences and al l  necessar y of f icial  approvals to r un operations including the 
related machiner y 

company’s financial  Balance sheet

Social  pol icy and procedures in written form, including but not l imited to anti-corr uption 
procedure,  human resources procedure,  etc. 

complaint  mechanism including procedure,  records of  complaints by employees,  
measures taken and fol low up

list  of  val id cer tif icates and/or  audit  repor ts concerning but not l imited to  management 
systems,  social  and environmental  standards or  codes of  conduct 

environmental  procedures including but not l imited to water  and waste management,  
chemicals’  disposal  and emissions treatment

documentation of  responsibi l ities in the company on senior  management and operational  level 
for  implementation of  and checking compliance with the BSci  code of  conduct 

calculation of  the necessar y f inancial  and personnel  resources to comply with the minimum 
Social  and environmental  requirements

Written declaration of  commitment of  subcontractors’  compliance with the BSci  code of  conduct

Written declaration of  consent for  farms to be included in the iSmS (when applicable) 

proof  of  continuous improvement of  social  per formance in the faci l ities of  subcontractors

Working rules in written form

documentation of  any infr ingements of  the working r ules and any discipl inar y measures taken

documentation of  the legal  minimum wages (relevant for  the type of  industr y)  
and the source of  this information

personnel  data fi les for  al l  employees (including seasonal  workers) 

Working time records

documentation on al l  benefits to employees with remarks i f  they are mandator y or  voluntar y 
(including pregnancy and mothers)

Av a i lable
yes no

yes no 

yes no

yes no 

yes no 

yes no 

yes no 

yes no 

yes no 

yes no

yes no

yes no

yes no

yes no

yes no 

yes no

yes no

yes no

Ver i f ied
yes no

yes no 

yes no

yes no 

yes no 

yes no 

yes no 

yes no 

yes no 

yes no

yes no

yes no

yes no

yes no

yes no 

yes no

yes no

yes no

reas ons  f or  no t  ver i f i cation
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Do c u ments

Documented val id authorisation to make exemptions on working hours  
(e.g.  from government,  from col lective barganing agreements with trade unions)

Minutes of  meetings and records of  written agreements with employees’  representatives

Wage l ists and wage calculation including but not l imited to record of  output of  productivity 
 rates or  piece rate workers

Production capacity planning in written form including but not l imited to cost calculation,  
growth expectation and human resources needed

Employment contracts including those related to security personnel  and other ser vices

Payslips for  employees and evidence of  payment of  wages

Evidence of  updated contribution to social  insurance funds 

Documentation of  al l  trainings to workers,  par ticularly but not l imited to concerning Health 
and Safety.  Val id documentation should include at  least a l ist  of  names and positions of  the 
par ticipants,  dates,  content of  training and qualif ication of  the trainers

Documented record of  the accidents including but not l imited to information on the source of  the 
accident,  type,  dates,  damages and indication of  harmed persons and procedure fol lowed

Medical  Personnel  Qualif ication cer tif icates

Qualif ication proof  for  employees working with dangerous machines,  electrical  instal lation  
and any other activity that requires specif ic  training due to the level  of  r isk

Inspection repor ts,  maintenance records,  operating and safety instr uctions for  dangerous 
machines,  including but not l imited to l i fts,  electrical  equipment high-pressure equipment

Inspection repor ts and maintenance records for  f ire f ighting equipment  
(e.g.  inspection tags on f ire ex tinguishers)

Inspection documents and maintenance record concerning health and safety for  the faci l ities  
and dormitories including but not l imited to temperature,  noise level  and l ighting

Records of  receipt,  consumption,  withdrawal  and disposal  of  chemicals  
( including presentation of  Material  Safety Data Sheets – MSDS)

Inspection repor ts and maintenance records on the water potabil ity both faci l ities  
and dormitories (when relevant).

Documented r isk assessment and related action plan for  safe,  healthy and hygienic working 
conditions

List  of  production processes outsourced to prisons,  and name and place of  premises (if  relevant)
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