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FACTORY NAME

QINGYUAN COUNTY
HONGYUN PEN INDUSTRY
CO.,LTD

LOCATION
China, ZHEJIANG

GPS COORDINATES
Lat.: 39.916667 | Long.: 116.383333

ICS PRESENTATION

The ICS is a retailer-led international
multi-stakeholders initiative
providing due diligence standards to
correct risk of violation to human
and environmental rights in world
supply chains. ICS members apply a
common standard built upon, but
not limited to UN, OECD, ILO and
local regulations.

To engage into membership:
contact@ics-asso.org

ICS ETHICAL POLICY

ICS methodology is based on the
independence between audit firms
and audited factories. ICS habilitated
audit firms and audit dates are
decided by ICS members only, who
commission and own the audit
reports, according to ICS guidelines
and under ICS monitoring. ICS is not
funded by audit firms. Full audit
reports are accessible to ICS
members only.
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Requests on interpretations, clarifications and recommendations should be addressed to the ICS
team via the ICS contact@ics-asso.org email address, for ultimate share with the ICS members.
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THE FACTORY IS NON COMPLIANT OR PARTIALLY COMPLIANT TO THE

FOLLOWING REQUIREMENTS

0 | Management System, Transparency and Traceability
Management System, Transparency and Traceability

® 0.7 Hasthe factory documented its objectives, targets and action plan to address the main social impacts?
| Factory agreed and will correct it.

6 | Working hours and Overtime
Working hours and Overtime

® 6.6 Areworkersworking overtime hours (daily, weekly, monthly, yearly, other) in accordance with local law?
| Factory agreed and will correct it.

7 | Remuneration and Benefits
Benefits

® 7.8 Areworkers covered by the legal social insurances?
| Factory agreed and will correct it.

8 | Health and Safety
Building Structure

® 8.1 Does the facility have non-expired documentation of compliance with building safety requirements issued by local
authority in accordance with local law? (Date of building's constuction (Date format required : DD/MM/YYYY) /
Province / Auditor's comments)
| Factory agreed and will correct it.

® 8.2 Does the facility have non-expired fire safety documentation issued by the local fire authority in accordance with local
law?
| Factory agreed and will correct it.

Emergency Paths and Exits

® 8.45 Isemergency lighting and all emergency equipment connected to a secondary power source?
| Factory agreed and will correct it.

Hazardous, Flammable or Combustible Materials

® 8.81 Doesthe factory maintain a reliable and complete chemical inventory with the following basic information: area of
use, chemical name, CAS Numbers of the chemical components, chemical supplier, MSDS availability and quantities
stored?
| Factory agreed and will correct it

® 8.82 Does the facility maintain an inventory of the waste types and quantities generated on-site?
| Factory agreed and will correct it.

Personal protective equipment

8.92 Is use of personal protective equipment (PPE) required and enforced by facility management?
| Factory agreed and will correct it.



THE FACTORY IS COMPLIANT TO THE FOLLOWING REQUIREMENTS

0 | Management System, Transparency and Traceability
Management System, Transparency and Traceability

0.1 Have all of the reviewed documents been found free from any manipulation or falsification?
0.3 Have requested documents been provided for review?
0.4 Have requested documents been found valid?

0.5 Has the factory set up a mechanism to remain up-to-date with applicable and related social compliance legal
requirements?

0.6 Isa person of the management designated to coordinate social compliance in the factory?

0.8 Has the facility established policies in the areas of child labour, forced labour, discrimination, disciplinary practices,
harassment, abuse, freedom of association, work hours and overtime, remuneration and benefits, health and safety
and anti-bribery?

® 0.13 Does the facility have documented policies and procedures defining how to manage bribery or business ethics
related cases and risks?

® 0.14 Does the facility conduct regular trainings in relation to anti-bribery and business ethics ?

® 0.15 Hasthe factory implemented a mechanism to remain up-to-date with applicable chemicals and industrial processes
legal restrictions?

Hiring and Termination

® 0.6 Areworkersaware of theiremployment terms ?
® 0.17 Does the factory provide workers with a written document that outlines the employment terms in accordance with
local law?

® 0.8 Isthewritten document that outlines the employment terms in a language understood by each respective worker?
® 0.21 Areworkers classified (e.g. apprentices, independent contractors, temporary workers) in accordance with local law?
® 0.23 Does the factory maintain documentation that indicates workers' eligibility to work in accordance with local law?
® 0.24 Istermination of employment executed in accordance with local law?
® 0.25 Does the facility maintain termination records?

Supply Chain

® 0.27 Dothestatements provided by the factory in the “products and the production processes” and "raw materials and
components suppliers” section of the Factory profile seem to be accurate and reflect the reality observed during the
factory visit?

® 0.28 Does the factory evaluate defined standards for suppliers (e.g. service providers, contractors, raw material suppliers),
that prescribe expected levels of social performance, and assess their concrete implementation?

® 0.45 Arelabor contracts of migrant workers in accordance with local law?

1| Minimum age, Child labour and Young workers
Minimum age and Child labour

1.1 Does the facility currently employ only workers above the age of 15 or the legal working age?
1.3 Is the facility free from non-working children (under the age of 15 or legal working age)?

1.5 Does the facility request legal documentation to verify worker’s age at the time of hire?

1.6 Does the facility keep copies of legal documentation to verify worker’s age?

2 | Forced labour
Forced labour

® 2.1 Isthere objective evidence that factory does not retain any document (e.g. passport, work permit, birth certification,
official ID card, driver's licence) without written agreement and without the possibility to recover them?

2.2 Does the facility avoid withholding wages during the employment relationship?
2.3 Are workers free of any cost associated with worker recruitment and placement?
2.4 Are workers guaranteed freedom of movement during working hours?

2.5 Are workers guaranteed freedom of movement after working hours?



® 2.6 Areworkers free from daily production quota requirements prior to leaving the facility?

2.7 Isovertime voluntary?

2.8 Are workers informed about and understand overtime obligations prior to employment and prior to working the

overtime shift?

® 216 Isthefacility free from any other form of forced labour that would not be addressed by the other questions of the
audit?

® 2.7 Isthefacility free from any form of forced or bonded labour (including one or more of the above listed forms) for any
holder/management/workers' family members?

3 | Discrimination
Discrimination

® 3.1 Areworkers free from discrimination in terms of hiring, compensation, access to training, promotion, termination, or
retirement?

4 | Disciplinary Practices, Harassment and Abuse
Disciplinary Practices, Harassment and Abuse

® 4.1 Areworkers free from any form of harassment, mental, physical and/or verbal abuse, and corporal punishment?
® 4.2 Aredisciplinary measures implemented by the facility legal and non excessive?

5 | Freedom of association and Grievance Mechanisms
Freedom of association

® 5.1 Areworkers free to associate and collectively bargain?

® 5.3 Wheretheability to associate and collectively bargain are legally restricted, do workers have access to alternative
means?

6 | Working hours and Overtime
Working hours and Overtime

6.1 Are workers working regular working hours (daily, weekly, monthly, yearly, other) in accordance with local law?
6.2 Are workers working regular hours in compliance with ILO standards?

6.3 Does the facility maintain time records (e.g. time cards)?

6.4 Are time records accurate?

6.5 Are overtime hours tracked separately?

6.7 Are workers working overtime in compliance with ILO standards?

6.1 Do workers receive rest breaks during the day in accordance with local law?

6.12 Do workers receive days off according to the local law?

6.13 Do workers receive at least 1 day off (24 consecutive hours) within 7 days period according to the ILO convention ?

7 | Remuneration and Benefits
Remuneration

7.1 Isthe legal minimum wage guaranteed to workers in accordance with local law?
7.2 Does the facility maintain payroll records?

7.4 Isthe payment method in accordance with local law?

7.5 Isthe time and frequency of payment in accordance with local law?

7.9 Does the facility provide workers with an understandable wage slip that, at minimum, include regular and overtime
hours worked, regular and overtime pay, and deductions in accordance with local law?

Overtime remuneration

® 713 Isovertime paid?
® 7.4 Isovertime paid ata legal premium rate?

Benefits



7.17 Do workers receive benefits and allowances in accordance with local law?
7.20 Are leaves and public holidays paid in accordance with local law?
7.21 Is parental leave paid in accordance with local law?

7.22 Do workers receive additional remuneration (e.g., bonuses, incentives) in accordance with local law?

8 | Health and Safety
Building Structure

8.3 Does the facility operate in a building matching the authorized purpose?
8.5 Based on observation, is the facility free from any visible crack on the walls, on any building or premises ?

® 8.6 Doesthe number of floors in the existing building match with the original number of floors on the building plan or
certificate ?

® 8.7 Does the facility have documentation of safety inspections for the building and the machineries issued by any third-
party (government and/or private third-party) in accordance with local law?
Facility management

® 8.11 Does the facility have a Health and Safety Committee that addresses safety of machinery/ equipment; personal
protective equipment (PPE); hazardous, flammable and combustible materials; and fire safety?

® 8.13 Does the Health and Safety Committee meet periodically?
® 8.15 Does the facility conduct internal inspections/ audits for health and safety?
® 8.16 Does the facility provide occupational health check-ups according to local law?

Health and Safety Trainings

8.17 Does the facility conduct health and safety training for new workers?
8.18 Does the facility conduct health and safety training for existing workers?
8.19 Are health and safety trainings documented?

8.20 Does health and safety training include, at minimum: general workplace safety, fire safety, evacuation procedures,
handling and maintenance of machinery and equipment, handling of hazardous, flammable and combustible
materials (where applicable), use of PPE and accident prevention?

8.23 Does the facility conduct fire drills on a regular basis (if not defined by law, at least once per year) for all floors and
shifts?

® 8.24 Arefiredrillsdocumented with, at minimum: date, announced/ unannounced, number of participants, and time it
took to evacuate? Date format required : DD/MM/YYYY

Accident and Emergency Plans and Procedures

® 8.25 Does the facility document occurrence and cause of workplace accidents and diseases?
® 8.28 Isthere an evacuation plot plan posted on every floor of the facility?

Emergency Paths and Exits

8.31 Arethere at least two emergency exits on every floor of the facility?

8.34 Ifthe facility is located above the ground floor or occupies multiple floors, are there at least two sets of stairs to use as
emergency exit paths?

8.36 Are emergency exit paths designated with visible path markings?

8.37 Are emergency exit paths accessible and unobstructed?

8.39 Are emergency exits designated with visible signs?

8.40 Are emergency exits unobstructed and unlocked?

8.41 Doemergency exit doors comply with local requirements?

Fire Equipment

8.49 Istherea fire alarm present at the facility?

8.57 Has the factory put fire detection measures in place where hazardous waste are stored?

8.60 Are fire extinguishers designated, clearly visible and accessible?

8.61 Do fire extinguishers comply with legal requirements?

8.62 Are fire extinguishers inspected by facility personnel according to local law?

8.64 Are fire extinguishers adapted to products used and stored installed within reasonable distance?



® 8.67 Arethere fully functional fire hydrants or sprinklers or hose pipes in the facility according to local law?

® 8.68 Ifthereisa fire hydrant, a sprinkler system, hose pipes or any other equipment in place at the facility, is it inspected,
tested and maintained every three months and according to legally required inspections (confirming they are in
good working order)?

® 8.69 Can facility management point to a water source, be it private or municipal, that supplies water for fire hydrant, hose
pipe or sprinkler system?

Electrical Equipment

® 8.70 Areelectrical panels, wires and outlets protected?

® 8.71 Areelectrical panelslabelled?
Production Machinery

® 8.74 Areproduction and process equipment as well as machinery safe to use?

® 8.75 Doall production and process machinery have an emergency switch off button and easily accessible?
Hazardous, Flammable or Combustible Materials

® 8.76 Are materials labeled as hazardous, flammable or combustible stored away from sources of ignition?

® 8.78 Does the facility maintain a Material Safety Data Sheet (MSDS) in a language understood by workers, available and
accessible to all workers close to the areas where chemicals are used and stored?

® 8.79 Areworkersworking with materials labeled hazardous, flammable or combustible familiar with the Material Safety
Data Sheet (MSDS) at the facility?

® 8.83 Does the facility separate hazardous wastes from non-hazardous waste streams?

® 8.84 Accordingtothe local regulation for waste (including sludge) handling, storage, treatment or disposal, is a waste
management procedure in place for waste collection and temporary storage?

® 8.85 Does the facility make sure that the workers who handle wastes are aware and are trained to the requirements on
waste management (segregation, storage, labelling and disposal)?

Personal protective equipment

® 8.91 Where necessary, do workers have access to personal protective equipment (PPE) free of charge?

Sanitation
® 8.97 Doworkers have access to gender-specific, clean and private toilet facilities?
® 8.100 Do workers have a free access to potable water?

Medical care and Ergonomics

® 8.102 Isthereavalid firstaid kit present in every working area?

Transportation

® 8.110 Does the facility ensure transport and traffic safety across the workplace ?



