Explanatory texts

1. Are you familiar with the supply chain for goods/services being delivered according to the contract and have you considered the risks as to where problems can occur in fulfilling the social and environmental requirements? (Yes/No. If yes, kindly describe the supply chain.)
Conducting a risk analysis on where deviations to the requirements can occur is a necessary step in identifying problematic areas, prioritising and providing a basis for effective corrective measures. Kindly provide as comprehensive a description as possible of your supply chain, i.e. where all production of the goods being delivered takes place. For suppliers of services, this involves, in part, a description of where the goods that are a part of the delivery are produced and, in part, accounting for where the services have been performed. We are aware that you, as the contracted supplier, have the most insight in the first level of production, but it is important that you are aware of as much of the production process as possible in order to be able to address possible social and environmental risks. In other words, we are interested to know if you are aware of levels of subcontractors and where and how inputs and raw materials are produced. 

If the supply chain is long and complex we recommend that you attach a description, instead.

A risk analysis can, for example, include the mapping of your suppliers; the number of suppliers, suppliers in so-called “high-risk” countries or where suppliers are often changed. We are also interested to know if you have had the possibility to analyse risks concerning inputs and raw materials in the products that are being supplied in the contract in question. We do not expect that you have full knowledge of all inputs and raw materials; however, we would like to know if you have identified risks and what you have been able to identify to date. Please note that a risk analysis is a living document that needs to be updated on a regular basis when possible new risks are identified. An example of a risk that can be included in a risk analysis is the identification of inputs that require the hazardous management of chemicals or that production takes place in India where water treatment is a problem. Your description can then include how water treatment (and the working environment) is conducted in this production process and what measures may be needed in order to influence the situation. 

You may describe which methods you employ to determine the risks in the supply chain for the products or services that are being delivered according to the contract in question. For example, are your staff trained in risk assessment, have you employed consultants or made contact with local experts/organisations in order to obtain information? You are expected to attach a risk analysis that shows that you have tried to determine the risks for deviations from the social requirements. Please remember that the risks should be derived from the current production of the good/service.

Guidance on how a risk analysis can be conducted (primarily regarding human rights) can be found here (http://www.business-humanrights.org/ToolsGuidancePortal/Impactassessment).
2. Do you place social/environmental requirements on your suppliers that correspond to the terms and conditions of this contract? (Yes/No. If Yes, describe what may possibly differ.) 

Our social and environmental requirements have been developed on the basis of fundamental and internationally recognised conventions. Your Code of Conduct/Policy should encompass and refer to the same basic conventions: the UN’s Guiding Principles on Business and Human Rights (http://www.un.org/en/documents/udhr/), ILO:s eight core conventions  and http://www.ilo.org/declaration/thedeclaration/textdeclaration/lang--en/index.htm), The United Nations Convention on the Rights of the Child, Article 32 , the labour protection and labour environment legislation in force in the country of production , national legislation on external environmental conditions and the UN Convention against Corruption.  
The requirements that you place on your suppliers regarding a code of conduct, policy or contractual text should correspond to our Code of Conduct and accompanying terms and conditions. In response to this question, you should answer if that is the case. If any of the social/environmental requirements are not included in your company’s code of conduct/policy/contractual text, we would ask you to explain why this is the case. Please describe the reasons and when and how you plan to address this difference. Please update any changes at: Uppföljningsportalen.se.
The social/environmental requirements for your suppliers should be in the form of a code of conduct or policy which has been approved by top-management. The document should also be publicly accessible. Should you already have such a document in place please attach or provide a link. Formulating a code of conduct or policy for supplier responsibility is often this first step for an organisation that is beginning to work with corporate social responsibility. If you have not yet adopted such a policy, one alternative is to include the requirements as contract clauses. 
Information on the contents and importance of social/environmental requirements should be clearly communicated to suppliers in order to reduce the risk of deviations. If you have answered “yes” or “in part”, please provide information on which measures have been taken in order for the social/environmental requirements to be known to concerned parties further down in the supply chain.

If your own code of conduct/policy/contractual text contains all aspects of the social/environmental requirements, please describe how this is communicated further down the supply chain. Describe in which ways the suppliers in question in the contract have received information about the requirements described above. Attach, if possible, documentation which supports this. Examples of relevant documentation can include a report from training sessions where requirements have been discussed and if you have translated the code of conduct/policy/requirements into any other languages. 
 3. Do you require your suppliers to place corresponding requirements on their subcontractors for contracts in question? (Yes/No. If yes, describe how).

In order to guarantee that production is sustainable, it is important that the responsibility of the supplier does not stop at the first level of supply, but also includes subcontractors. Oftentimes, greater problems regarding working conditions and environmental conditions are experienced in the subcontractor supply chain. It is therefore important to try to establish better control of this level. We understand that it is difficult to maintain control over the entire supply chain, but ensuring that your suppliers commit their subcontractors to the same requirements is a good first step. Therefore, we would like to know if your suppliers’ subcontractors have been subject to the same social requirements as your suppliers. If they are, describe in which way (for example through written contracts). If they are partially subject, describe which parts of the requirements to which they are not subject.
Question 4

Are you aware of, and do you minimise risks for, violations of human rights during the production of those goods and services being supplied according to this contract? (Yes/No. If yes, describe how).

The UN Universal Declaration of Human Rights (1948) and UN’s Guiding Principles on Business and Human Rights:  

The UN Universal Declaration on Human Rights is comprised, in part, of civil and political rights, in part, of economic, social and cultural rights. Respect for the UN Universal Declaration on Human Rights is a large and important part of the responsibilities of the supplier. A number of the most important Conventions of the UN Universal Declaration on Human Rights are referred to as the UN’s Core Conventions. In June 2011, the UN’s Guiding Principles for Business and Human Rights were adopted, which provide guidance on how businesses should work to respect human rights. This includes developing a policy for human rights, conducting continual risk analyses (so-called “Human Rights Due Diligence”), meeting and minimising the risks that arise, and providing possibilities for complaints and redress for those who may have been affected by violations. The UN’s Guiding Principles for Business and Human Rights entail businesses taking responsibility for these steps in the entire chain of suppliers. However, this responsibility is greater the closer the relationship (for example, in a direct relationship, with a larger purchasers). 
In order to be able to identify, prevent and correct negative effects on human rights, the business should conduct risk analyses of its operations with regard to human rights. Such a risk analysis should account for the actual and potentially negative impacts on human rights that the business either creates or contributes to through its own operations or those that can be directly connected to the business, its products or services, or its business relationships. The risk analysis should be on-going as risks for negative influences on human rights change over time and in relation to the development of the business’ operations.

Here, you could develop your risk analysis (provided in Question 1) dealing specifically with human rights risks. One example could be if you are purchasing textiles in Bangladesh, where it is known that minimum wages are below what is needed to satisfy basic needs such as food, schooling, shelter and medical care. You could state which measures you have taken, for example, how you try to see to it that your suppliers pay a higher wage to their employees. Another example could be a supplier of telecom services transferring parts of its supply chain to a dictatorship, meaning that the company reveals sensitive information on political opponents or that a supplier of electronics includes possible purchases of conflict minerals from areas of Eastern Congo.

Question 5

Do you ensure that child labour does not take place in the production of goods and services being supplied according to this contract? (Yes/No. If yes, describe how).
UN Convention on the Rights of the Child and ILO Convention 138.
The UN’s organ for labour law is called the International Labour Organisation (ILO). The ILO has adopted a larger number of Conventions on labour law, among them, the most important which is called the ILO’s Core Conventions. 
Child labour can take different forms; within the family, in factories or on the street. At least 215 million children in the world are victims of child labour and have had limited possibilities to go to school. Child labour (up to 15 years of age) occurs relatively seldom in the export sector, however work for youth (up to 18 years of age) is not uncommon. According to Convention 138 of the ILO, an employee must be at least 15 years old and have completed obligatory schooling to be considered eligible for employment. According to the ILO, all forms of work which can potentially risk a child’s physical, mental or moral health, its security or morals cannot be performed by anyone under the age of 18. Restrictions for work performed by young employees, between 15 and 18 years of age, are often provided for in national legislation in the country of production and can concern, for example, overtime, night-time work and handling of hazardous material or equipment. For national legislation, see ILO Natlex.
We would like to know how you work to ensure that child labour (including the use of young workers between 15 and 18 years of age) does not take place in the production of your goods and services. State how you have investigated if there is a risk that child labour takes place (for example, through your risk analysis), how you minimise this risk (for example, through training, audits, complaint mechanisms) and how you manage child labour if it is discovered in the production of your goods and services (for example, in you policy on deviations, experience from earlier cases).
In order to prevent child labour, the manufacturer should have a policy against employing children and specific requirements for young employees. According to the UN Convention on the Rights of the Child, the best interests of the child should always be focused upon. In the cases of child labour that are discovered, your supplier and you as purchasers together must take responsibility for developing a sustainable alternative for the child and its family. This includes not terminating the employment of any child, but actively helping to provide schooling and involving the family to find a sustainable solution. Help can be found through UNICEF and local child rights organisations.

Question 6

Do you ensure that forced labour is not used in the production of the goods and services being supplied according to this contract? 
(Yes/No. If yes, describe how).

Forced labour is covered by ILO Conventions 29 and 105. 
Forced labour constitutes workers being forced to work against their will, through the use of violence or threats from employers or recruiters. Force can also be used through more subtle methods, for example placing the worker in debt and not allowing him/her to leave work until the debt has been paid off, or by the employer confiscating identity documents. Most countries have legislation against forced labour but those responsible are seldom brought to justice as forced labour can be difficult to detect. It is estimated that over 20 million people in the world are victims of forced labour, the majority in Asia and Latin America.

We would like to know how you work to ensure that forced labour does not take place in the production of your goods or services. State how you have investigated if there is a risk that forced labour takes place (for example, through your risk analysis), how you minimise this risk (for example, through training, audits, complaint mechanisms) and how you manage forced labour if it is discovered in the production of your goods and services (for example, in you policy on deviations, experience from earlier cases).
Question 7

Do you act against discrimination and harassment in the production of the goods and services being supplied according to this contract? 
(Yes/No. If yes, describe how).

Discrimination is covered by ILO Conventions 100 and 111. 
Discrimination can take place on different grounds, for example skin colour, gender, civil status, pregnancy, religion, sexual orientation or political views. Discrimination can be in the form of men and women receiving different wages for the same work or when an employee is discriminated in connection with employment or vocational training. It is unfortunately very common that those active in trade unions in many countries are discriminated against. Your risk analysis should show what these risks look like in the countries where you produce the goods and services that are delivered as a part of this contract.

You are also expected to describe how you address these risks and how you prevent such risks. For example, you can describe how you have communicated to suppliers that trade union rights are something that your company respects and that the company management should inform the employees in their local language. 
Question 8

Does your company support dialogue on working conditions between employee and employer? (ILO 87 and 98). (Yes/No. If yes, describe how and if there are currently union organisations or committees comprised of employee representatives). 

International Labour Organisation (ILO) Conventions 87 and 98 
Trade union rights have a given place in the eight Core Conventions of the ILO (numbers 87 and 98). Respect for trade union rights and functioning channels of communication between employees and employers are fundamental as employees who are organised can monitor and follow-up on working conditions on a daily basis. Well-functioning trade unions and collective negotiations can ease the efforts of a purchaser to successfully meet the social requirements on working conditions.
Unfortunately, trade union discrimination is commonplace. Dialogue, and by extension, negotiation between employers and employees is fundamental for achieving good working conditions at a workplace. This question therefore aims to determine to what extent union organisations exist within the supply chain. If trade unions do not exist, we are interested to know if there are other types of organised attempts at dialogue between the employees, for example through committees of some kind. (These can, however, in certain countries, be used to obstruct trade unions, so it is good to be vigilant as to how these are used.)

We are aware that there are countries which prohibit the freedom of organisation in their own legislation (China, Vietnam and other countries) and do not expect the existence of free trade unions in these cases. There are, however, other ways to facilitate dialogue between employees and employers. For example, even in China, suppliers can be encouraged to allow employees to choose their own union representatives (even if their organisation must be tied to the only union authorized by the state). Please account for such activities in the answer. 
Question 9

Do you ensure that national labour laws are followed in the production of the goods and services being supplied according to this contract? (Yes/No. If yes, describe how).
Labour law, including legislation on minimum wages, and social security applied in the manufacturing country:

Labour law includes several areas and determines which rights and responsibilities employees and employers have at a workplace. Legislation regarding minimum wages and social security is included here. It is commonplace that this legislation is relatively comprehensive, but that it is not followed in practice. For example, a common deviation in many low-income countries is that the employer does not provide all legally-required social security benefits to all employees.

In most countries, minimum wage levels are determined by law. Nationally statutory minimum wages are the lowest accepted level of compensation. In many countries, minimum wages do not meet basic needs, however. It is important, therefore, to determine how the minimum wage level relates to national price levels for, for example, basic nutrition, housing and transport. You should aim for the lowest wages to be at a level on which it is possible to survive, a so-called “living wage”. If this is not the case, you should raise this issue with your supplier and, together, develop an action plan. More information on living wages can be found at the Living Wage Foundation.
Statutory working hours are also included in legislation on labour rights. A common limit is a maximum of 48 hours for a regular working week and 12 hours of overtime per week. For overtime performed, double compensation is most common. In many low-income countries, however, it is very commonplace that too much overtime is required and incorrect levels of compensation are paid out. This is, therefore, something which should be looked at carefully and followed up.

We would like to know if you have determined if your supplier follows national legislation concerning labour rights (including legislation on minimum wages and social security), how you minimise the risk that this is not followed and how you manage possible deviations that are uncovered.

Question 10
Do you ensure that national legislation on worker protection and working environment is followed, in the production of goods and services being supplied according to this contract? (Yes/No. If yes, describe how).

National legislation on worker protection and working environment in the manufacturing country:

The national legislation concerning worker protection and working environment for all countries has been collected in the ILO database Natlex. Poor working environments and insufficient compliance with legislation on working environments is one of the most common problems identified during social audits. Poor working environments can include high noise levels, emissions, poor ventilation, and limited access to water, toilets, lighting and the absence of emergency evacuation plans. Requirements for these should even be applied in dormitories and kitchens. It is important to determine what the causes of the problems are, for example, lack of resources or lack of training and functional routines. The working environment should maintain a level that is in accordance with international guidelines. All employees should be informed of the possible health risks that can be associated with the work and have access to, and use, relevant protective equipment.
In order to secure a good working environment and prevent deviations, written safety routines, a clear division of responsibility among employees and regular training of personnel is needed. We would like to know how you have determined if your supplier follows national laws concerning worker protection and working environment, how you minimise the risk that it is not followed and how you manage possible deviations that are uncovered. In certain countries, there are “free zones” that are exempt from national laws and where protection for workers can be weaker. In the event that manufacturing takes places in such free zones, we assume that national laws will still be adhered to.

Question 11

Do you monitor the manufacturer’s/manufacturers’ impact on the environment in the production of the goods and services supplied according to this contract? (Yes/No. If yes, describe how).

Environmental protection legislation in force in the manufacturing country:
Legislation on environmental protection in force in the manufacturing country is usually possible to obtain through the national authorities. In the event that environmental protection legislation is missing, is weak or is not being implemented, international guidelines should be followed, for example the precautionary principle and the main articles of the OECD’s Guidelines for Multinational Enterprises (Chapter 6 on the Environment). It is especially important that the supplier has functional water treatment facilities, waste management and stores chemical in a proper way. In certain countries, the national authorities that are tasked with monitoring compliance with environmental laws, as well as issues permits, can be very weak. Corruption is not uncommon. It is therefore important to not just rely on official permission from the authorities when reviewing your suppliers. We would like to know how you have determined that your supplier follows national legislation regarding environmental protection (for example, through your risk analysis), how you minimise the risk that it is not followed (for examples, through training, audits, complaint mechanisms) and how you manage possible deficiencies that are uncovered (for example, through your policy on exemptions or experience from previous cases). List also potential environmental certifications in the supply chain.  

Question 12

Do you act against corruption in the supply chain in the production of the goods and services supplied according to this contract? (Yes/No. If yes, describe how and kindly provide examples).

The UN Convention against Corruption
Corruption takes place when one uses his/her position of power to benefit oneself. This can take the form of giving or receiving bribes, but also abusing one’s position of power in other ways, for example, through extortion or serving an interest that is close to that of a decision-maker. Corruption deepens poverty in the world, undermines democracy and reduces confidence in societal institutions. It can also involve large risks and costs for the individual company. Corruption is illegal in all countries and can result in fines or prison terms. (Learn more about corruption and how it can be counteracted here. The UK has adopted a law against corruption which can also provide guidance, the UK Bribery Act 2010. The organization Transparency International has an index of corruption risks in different countries.)
Contracted suppliers shall not directly or indirectly offer or provide undue payment or other compensation to any person or organisation with the aim of obtaining, retaining or directing business or receive other undue benefits within the framework of their operations. The supplier shall not either directly or indirectly request or accept any form of undue payment or other compensation from a third party that can influence the objectivity of business decisions. This is applicable for your suppliers and for the production of goods/services you supply to us.
You and your suppliers should have a system in place in order to both prevent and uncover corruption. You should communicate clearly to your suppliers that corruption can never be tolerated. A risk assessment concerning corruption and how to manage its risks should be conducted at least once a year. Training and thorough routines for bookkeeping and accounting are important tools for preventing corruption. By training colleagues, especially colleagues in exposed areas of operations, tools can be given to colleagues for how corruption can be managed in concrete situations. In order to expose corruption, there should be a system where employees can anonymously reveal suspected corruption. 

We would like to know how you have determined that your supplier acts to prevent and uncover corruption (for example, through your risk analysis), how you minimise the risk that corruption occurs (for example, through training, audits, complaint mechanisms) and how you manage possible cases of suspected corruption (for example, through your policy on exemptions or experience from previous cases).
Question 13

Have social audits regarding compliance with social/environmental requirements been conducted with the suppliers in this contract? (Yes/No. If yes, please attach audit reports).
Conducting social audits is a way to verify to what degree requirements have been met. Examples of documentation can be audit reports, a review report or similar documents. This may also include a schedule of completed inspections. Please describe how many audits have been conducted, how many deviations and how many corrective measures you have undertaken for suppliers concerning contracts in force. 

If a large number of suppliers have been reviewed within active contracts, it is sufficient to provide a few representative examples. Please describe who has conducted the audit, if you have developed you own competence for this within you company or if you contract an auditing firm, or if you cooperate with any local organisations to perform the inspections.
Audits concerning social responsibility can be conducted in many ways, from internal inspections to audits conducted by audit firms. They can even include inspections that are performed within the framework for a current standard, such as  SA8000 (Social Accountability 8000), within the BSCI (The Business Social Compliance Initiative), Fair Trade, FWF (Fair Wear Foundation) or similar standards.
Question 14

Do you have routines to manage deviations from social/environmental requirements stipulated in the contract? (Yes/No. If yes, describe these routines).
This question focuses on compliance with your requirements within the supply chain. We would like to know how you and your suppliers work to deal with the problems that are identified. You are requested to give an account of the action plans and timeframes that have been adopted in order to deal with the problems and challenges that have been identified. This provides, in part, an indication as to if you have identified any problems and, in part, what efforts for improvement have been taken. Describe the measures and timeframes that are planned in relation to the potential problems you have discovered in your follow-up work. 
Please remember that our requirements are for you to have routines to correct and prevent deviations from the social requirements. 
Question 15

Are any other efforts taken to comply with the social/environmental requirements, such as, for example, training, changed methods of purchasing or complaint mechanisms? (Yes/No. If yes, describe these efforts).
Requirements and inspections are only a part of all the measures that are required to obtain good working conditions and respect for the environment in the supply chain. It is just as important to train factory managers so that they themselves can take their own measures, as well as train employees so that they are aware of their rights and know when they are violated. Another important component is the possibility to report violations.
One of the foundations of the UN Guiding Principles on Business and Human Rights is that those who believe that their human rights have been violated should have the right to have this proven and corrected. For the moment, it is commonplace for larger companies to develop their own “whistle-blower” functions/complaint mechanisms where employees and other interested parties can bring violations of human rights (or other areas of the company’s code of conduct) to the attention of the company. These do not always function very well, however, as they often supply a telephone number or e-mail address far from the manufacturing company; oftentimes, this works better if such functions are developed in cooperation with local organisations which have a channel reaching the employees/local population. This is also an area where it is appropriate to work together with other companies.
In brief, the employees or others that are affected by the manufacturing of goods/services should be able to complain if they believe that social/environmental requirements are not being met. This must be done in a way that works in the local context. According to the UN’s Guiding Principles on Business and Human Rights, a number of criteria should be fulfilled in order for complaint mechanisms to be effective. As this area is relatively new in quality assurance, you may not have developed such a function yet, which is understandable. However, we would like you to describe which measures you are planning in order to put a functional and credible complaint mechanism in place.

Another decisive means, for a purchasing company, to achieve sustainable improvements is to place orders in a way that allows you to more easily follow adherence to the social requirements. For example, deadlines which are too short can lead to large amounts of overtime during production. With this question, we would like you to describe if you have taken any measures regarding training and/or changed purchasing methods aiming to give your suppliers the possibility to be able to follow the social/environmental requirements. Here, you may also list other measures that you have taken. 
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