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Health & Safety Guideline

This guideline has been prepared to help our suppliers and subcontractors understand health and safety issues and 
what they need to do to improve safe working conditions at the factory. This guideline is an addition to normal good 
practice in the factory, and the recommendations in this guideline should be treated as the lowest acceptable standards. 
Where national requirements are higher than those stated in this guideline, the higher standard always applies. The ob-
jective of these guidelines is to improve the working conditions, and implementation should not result in any deterioration 
of the working conditions. The guidance given for your factory also applies to any dormitories or other buildings used 
by workers.

What is health and safety at the factory?

Health and safety at the factory cover many things, such as:
	 •	 Building structural safety
	 •	 �Working environment e.g. space, ventilation, lighting, heating etc.
	 •	 Ergonomics
	 •	 Worker health
	 •	 Machine and process safety
	 •	 Protection from chemical exposure
	 •	 Personal protective equipment (PPE)
	 •	 Fire safety and emergency preparedness
	 •	 Kitchen hygiene and food safety
	 •	 Hygiene facilities
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Health and safety should be a priority in your factory. It is essential that you have a policy regarding health and safety 
and that risk assessments are carried out. Resources should be allocated for this, and you need to have at least one 
person dedicated to handle all health and safety issues. 

This person should have sufficient seniority to be able to take effective action as required. Above all, effective training is 
essential to maintain a high standard in health and safety, and it is wise to set up a system to ensure that all employees 
are trained on a regular basis.

You can do a lot to avoid accidents by keeping the factory tidy, having good procedures, good technical solutions, good 
routines and good management.

Make safety a positive element and an important part of your everyday work, and ensure that everybody has received 
thorough instructions on how to do their tasks safely. This should be done in a way and in a language that the workers 
will understand and respect. Focus especially on the risks that exist when doing the tasks and how they can avoid these 
risks developing into accidents. 
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Evaluate

Minimize

RemoveProtect

Risk assessment

We encourage all our suppliers to review their processes and, wherever possible, to look for lower impact methods with 
recognition that a best practice approach would be:
	 •	 Evaluate which risks are present
	 •	 Remove unnecessary risks
	 •	 Minimize unavoidable hazards
	 •	 Protect workers from remaining risks

Evaluate: 
Which of these processes could be damaging either immediately 
or in the long run?

Remove: 
Can the risk be removed completely?

Minimize: 
If the risk cannot be removed, how can we minimize the risk?

Protect:
If the risk cannot be eliminated completely, the worker should be protected with appropriate personal protective equip-
ment (PPE). This must be backed up by training for workers on the risks and the need to use equipment and by a proper 
disciplinary procedure to ensure that workers follow the rules that have been set.
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Depending on the type of factory, you might need to be aware of a number of issues, and it is preferable to undertake 
the risk assessment on an ongoing basis. A risk assessment and an action plan should be carried out at least every six 
months. 

One or more people should be trained in conducting risk assessments and following up on action plans. These people 
should be given the authority to make necessary changes to minimize risks. 
Risk assessments should be written down and made visible to factory workers. 

To assess the risks in a workplace, you will need to involve a number of people, such as:
	 •	 Those familiar with the machinery
	 •	 Workers 
	 •	 Maintenance people
	 •	 Health & Safety Manager
	 •	 Health & Safety Committee 

You can learn a lot from the accidents that have already occurred. This means that it is very important routinely to reg-
ister and investigate any accidents that occur and also the accidents that almost happened (near misses) to implement 
corrective and preventative actions. These situations are important tools in your risk assessment. 

Managing the risk assessment process
In order to ensure that everything is covered in the risk assessment and that all data is collected, these are some of the 
records and checklists you could consider to use: 
	 •	 Health & Safety Policy
	 •	 Hazard identification report
	 •	 Toilet cleaning checklist
	 •	 Water portability test reports
	 •	 Noise monitoring report
	 •	 Job rotation policy
	 •	 Medical records
	 •	 Housekeeping checklist
	 •	 �List of first aid box contents and maintenance procedure
	 •	 First aid training records
	 •	 �Records of instances requiring first aid and reports of the analysis
	 •	 �Standard Operation Procedure (SOP) for machines
	 •	 �Machine preventative maintenance plan and record
	 •	 �List of chemicals and maintenance of Material Safety Data Sheets (MSDS)
	 •	 Training records
	 •	 �Maintenance records for alarm system and detectors
	 •	 Evacuation plan copies
	 •	 Fire drill records and analysis
	 •	 Food purchase and storage procedure
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Health and safety management 

Appointing a Health & Safety Manager
In order to ensure that health and safety is taken seriously, it is important to appoint someone with sufficient seniority to 
take overall responsibility. It is advisable that this person reports directly to the Managing Board of Directors. 

Establishing health and safety committees
Establishing a health and safety committee is a good tool to ensure a safe and healthy working environment in the factory. 
It does not necessarily have to be called a health and safety committee, you can also call it a health and safety group or 
something else that you find relevant. The primary purpose of the committee is to review health and safety programmes. 

The duty of a health and safety committee is for example:
	 •	 �Meet regularly (at least once a month) to discuss the safety and health programmes and to make recommenda-

tions to management
	 •	 �Make internal audits, to discover and report unsafe and unsatisfactory conditions and practices
	 •	 �Review the circumstances and causes of accidents or occupational illnesses and recommend corrective actions
	 •	 �Examine suggestions from co-workers regarding health and safety
	 •	 �Plan and supervise health and safety training

The group should be comprised of people from different departments in the factory, and members should be elected by 
the co-workers. Management should not be part of the group or appoint members for the group. However, the overall 
Health & Safety Manager should arrange regular liaison meetings with this committee and progress their suggestions. 
It is also important that outcomes of the meetings are reported back to the workers either by minutes being posted on 
notice boards or through worker briefings. 

Staying up to date with local laws
It is important to have a system to stay up to date with local legal requirements. This can be supplemented by assistance 
that is available from local authorities such as the local fire brigade, the first aid department of the local hospital or similar.
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Training

Training of new workers
It is the responsibility of the factory to ensure that all new workers in the factory are trained in how to keep safe when 
carrying out their own specific tasks, but also generally when working at the factory. In order to keep safe, all workers 
should:
	 •	 Take care of their own safety
	 •	 �Take responsibility for safety of others who may be affected by their acts or omissions
	 •	 Comply with safety instructions
	 •	 Use Personal Protective Equipment (PPE) correctly
	 •	 �Report to the supervisor any situation that could present a hazard which they themselves cannot correct
	 •	 �Report any accident or occupational illness that arises in connection with their work

So the workers also need to take responsibility for their own safety but to be able to take that responsibility, the right 
conditions must be present. This means that the factory should be well managed and clean and tidy. 
All PPE should be sufficient and maintained regularly. If these conditions are in place and if workers have received 
training in how to take their responsibility – and why they need to take it, - then it is up to them to implement it in their 
everyday work. However, it is also a good idea for the factory to give the workers incentives for wearing PPE and taking 
responsibility for their safety. 

Regular training
Training should be followed up upon at least once a year for all current workers, so that they are reminded of the risks 
and what they can do to avoid accidents and illnesses. Of course, training may need to be repeated on an ad hoc basis 
if regular monitoring indicates that employees are not working in a safe manner.
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Working environment

Building structural safety
Buildings should be constructed in line with local regulations and inspected by the appropriate authorities who should 
provide a Building Safety Certificate. Where the building is of older date and the local authorities cannot deliver such 
certification, the factory should approach a qualified structural engineer who can inspect and provide a certification.

Warehouse safety
Certain safety precautions should be taken in warehouses, especially where fork-lift trucks are used. It is a good idea to 
mark areas in the warehouse where the trucks are driving and where workers  can walk. Also there should be a marked 
safety area around shelves with boxes, so that in the case a truck pushes a box to the floor, there will not be people 
underneath. All shelves should be checked regularly to prevent legs being bent or broken and risk the shelves falling on 
workers.

Ventilation
All workshops must have appropriate ventilation. If chemicals are used or mixed in the room or if dust is generated, 
the demand for the ventilation is more extensive and it may be necessary to install systems to extract any harmful sub-
stances. The factory should periodically evaluate the ventilation system to check that it is working effectively.

As a minimum, there must be windows or doors in the workshop which can be opened for fresh air. 
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Lighting
Sufficient lighting must be in place at all workstations. There must be windows in the building to provide daylight, and 
direct light must be focused directly on the material. In the inspection area the light must be more than sufficient and 
follow the industrial requirements. 

Working Condition	 Minimum Lighting 
		  Value (lux)

Rarely visited locations		  50

Hallways		  200

General office		  500

Workstations (fine detail perception)	 750

Housekeeping
To avoid hazards in the workplace, good housekeeping is essential. Good housekeeping involves proper cleaning of 
the premises and maintenance of the tools, and that the factory generally is kept tidy. The risk of falling increases if the 
floor has not been cleared. It is good practice to place a dustbin besides each worker and empty it frequently. This will 
ensure that the workers do not throw excess materials, needles and other garbage on the floor. 

There is also a risk of falling if the floor is slippery or uneven due to lack of maintenance. Establish routines for tidying and 
cleaning to ensure that there will never be objects or water on the floor or boxes placed in inconvenient areas of the fac-
tory, where the workers need to move around fast and efficiently. In particular, corridors and aisles should be kept clear 
of obstructions to ensure that workers can move safely and that they can access fire escapes in case of emergency.

Noise management
Noise can damage the hearing of workers in the medium to long term. It can also cause stress, high blood pressure etc. 
In addition, too much noise can decrease the workers’ concentration, which enhances the risk of being involved in an 
accident or making mistakes. 

There are two definitions of noise; one is a continuous noise and the other is a short but very loud noise. The factory 
should conduct noise hazard evaluations each year to ensure that workers wear the appropriate PPE if noise levels 
exceed 85 decibels, As a rough guide, noise is too loud if two people standing ½ - 1 metre apart have to shout to each 
other to be understood.

The most noisy machines and examples of sources to continuous noise in textile production are: 
	 •	 Spinning machines
	 •	 Weaving machines
	 •	 Embroidery machines
	 •	 Flat knitting machines
	 •	 Braiding machines
	 •	 Sewing machines
	 •	 Pressing machines
	 •	 �Generally, machines that have not been properly maintained are noisier than others 
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A source for the short very loud noise could be machines using compressed air. Issues relating to noise nuisance can be 
avoided by planning the work so that as few people as possible work in the noisy area, and that those individuals who 
have to work in the noisy areas are there for the shortest possible period of time. Also try to segregate the noisy areas 
from the non-noisy areas so that as few workers as possible will be subject to the loud noise.

If workers are working in an area with a decibel higher than 85, they should be wearing hearing protection. 
To reduce the noise, the factory could try to attach sound barriers around noisy machines and use rubber padding to 
reduce machine vibration. Most essentially; ensure that all machines are properly maintained as this will help to limit the 
noise. 

Noise levels must not exceed a 140-decibel sound level at any time.

Speaking in a 1 metre distance	 Equivalence	Actions
people are (   ) to hear	 in DB

Impossible	  110		  Stop working and take actions to 		
				    decrease the noise

Possible by shouting	  100 (95-110)		R educe noise and wear ear plugs. 		

Very difficult by	    90 (85-95)		P  rovide period break during work and 	
speaking normally			   arrange an annual hearing check at 		
				    the hospital.

Possible by speaking loudly	    80 (75-85)		NIL   

Possible (normal speaking)	    60 (60-75)		NIL 

Easy			NIL  

Extreme temperatures
If the workers are very cold or very hot due to the working conditions in the factory, they are susceptible to develop heat 
or cold stress, which in some cases can cause deaths. If the processes involved in producing the goods involve the 
workers to work in extreme temperatures, you should take certain precautions.

Before any worker starts to work under these conditions, he/she must undergo a physical examination to ensure that 
he/she is fit for the task. Also they must be trained so they know the symptoms of heat or cold stress. Furthermore, the 
factory must ensure proper temperature controls and that all thermometers and thermostats are working properly. The 
factory must ensure that all equipment that controls high or low temperatures are working properly. Such equipment 
could be ventilation, heaters, air conditioning, cooling fans, shields and insulation.

Plenty of water must be available for workers during very hot periods or if they are working near ovens, dryers etc.
Also special PPE must be provided if workers are working with an oven, dryer etc. If the temperature cannot be con-
trolled, sufficient breaks and shifts must be organized so that workers have as little exposure to these conditions as 
possible. 
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Signs and markings
It is important that factories communicate work area hazards and chemical hazards through clear signs and markings 
so that the worker is aware of the specific hazard while operating that certain machine or using that certain chemical. 
The factory must establish a procedure for using signs and labels and routinely ensure that they are in the right place 
and maintained in good condition. It would be a good idea to include the workers in this assessment to ensure that 
the signs make sense and are understood by the workers. Generally all signs and labels must be displayed clearly, be 
large enough to be seen, written in a language recognized by the workers, and constructed so they resist corrosion and 
weather effects. Workers must be trained in recognizing and understanding these signs and labels. 

Emergency exit signs and other particularly important signs must be illuminated, so they are still visible when it is dark 
or in case of power failure. 
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Ergonomics

Straining working positions and movements
Ergonomics is usually an overlooked subject, but something that can certainly cause major health risks for the workers. 

The good thing about ergonomics is that there is normally a simple and cheap solution to the problem, but it demands 
that the factory has a policy in place and that all workstations and tasks have been evaluated. 

Examples of postures that can cause long term stress and injury to the workers could be:
	 •	 �Leaning forward from the waist for long periods of time
	 •	 �Bending the neck downwards at an exaggerated angle. 

Production line workers who have to bend their necks and hold it in one position often experience strain in their neck 
and shoulder muscles. 

Workers who sit or stand for long periods of time without movement can experience pain and discomfort in the lower 
back. 

Generally it is essential that the workers have enough space around them since a limited working space cause wrong 
postures and poor techniques for lifting etc.

It can also cause pain for the worker to hold a tool in the hand or to wring or twist the wrist for a long period of time. 
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Heavy lifting 
During a working day a worker may lift one or more heavy loads. The lifting will cause more strain to the worker if it is 
done with stretched arms over shoulder heights or if the back is bent or twisted during the lift. Whether there are many 
heavy lifts of for example boxes or there is a single lift of many kilograms in one day, it can cause strain to a worker. 

Recommendations when lifting: 
	 •	 �Move close to the item you need to lift
	 •	 �Feet and nose should point in the same direction, otherwise it will cause the back to twist
	 •	 �Bend you hips and knees while keeping your back straight and ensure a firm grip of the item
	 •	 �Lift using the strenght of your legs while keeping your back straight
	 •	 �When putting the item back again, follow the above points again, but the other way around.

Pull and push
Sometimes workers will need to pull or push goods while transporting them. If these are heavy goods, the strain for the 
worker will be even greater. The less space the worker has to move around in, the worse it is. 

To avoid these strains on workers, it is important that the factory makes a thorough assessment of the workplace and 
possibly brings in an expert in the area to find the best solutions in that specific factory. If the workers needs to push or 
pull heavy items it is important to remember that they should use their legs and keep arms steady. Generally you can 
limit the risks by creating working space for the workers so they have proper space to handle their task. Training in ap-
propriate techniques is also essential so that workers are made aware of correct techniques in undertaking these tasks.

Removing poor ergonomics in the factory can also reduce the sick leave of the workers and ensure that they can have 
a long and healthy worklife. 

Repetitive strain
Repetitive strain is a health condition that can occur if you have been doing the same movement on a regular basis for 
a long period of time. To ensure that workers do not fall ill or experience a serious health condition in the long run, it is 
advisable to think of how workers can be cross-trained to carry out different tasks in order to make their day more flex-
ible. It will also be more flexible for the factory since they will have more workers who are able to perform different tasks. 
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First Aid

To ensure a safe working environment, it is important that the factory has a written First Aid Policy which is also tho- 
roughly communicated in the factory. First aid equipment and personnel trained in administering first aid must be within 
easy reach. For special processes, such as areas where chemicals are handled and used, it is important to have an 
eyewash station or even emergency showers. 

First aid boxes
There should be one first aid box in each workshop. The rule of thumb is that for every 100 workers there should be one 
box. But it is best to have at least one in each workshop so the boxes are within easy reach. You should ensure that 
the boxes are not locked at any time.

A well stocked first aid kit should comply with any local legislative requirement but as a minimum it should contain: 
	 •	 Absorbent compress
	 •	 Adhesive bandages
	 •	 Adhesive tape
	 •	 Antiseptic
	 •	 Burn treatment
	 •	 Sterile pads
	 •	 Triangular bandages
	 •	 Cold pack
	 •	 Medical exam gloves

Apart from this, there must also be a list of the content of the box making it easy to re-fill the box when needed. The 
box must be checked on a regular basis to ensure that all required contents are present and that any items with expiry 
dates are still valid. 
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An emergency phone number must also be listed in the box. Also photos of the first aid trained personnel and their 
contact information must be listed.

Training
Most countries have specific rules for the number of workers who should be trained in first aid. As a rule of thumb, in 
a factory with less than 500 workers, only 1% of the workforce will need to be trained in first aid. However, considera-
tion should be given to shift patterns and distances between departments in deciding how many trained people there 
should be. The workers who are chosen and would like to participate in this training should receive the training from a 
qualified contractor. The workers should be certified every year. It is advisable to have pictures of all trained first aiders 
on the notice boards and to give them an armband or other designation to make it easy for their colleagues to find them 
in case of need. 

If the factory has more than 500 workers, it is best to have medical staff full time in the factory. 
If a hospital or other medical facilities are close by, there is no need for full time medical staff as the wounded worker will 
be able to get quick help. But remember that first aiders should always be present in the factory.

Records
The factory should keep a written first aid policy for review and also records of first aid trained personnel as well as the 
certificate of the contractor. Records of injuries that have occurred in the factory are also very relevant records to keep. 
This is to review and understand the risks in the various departments. Every time an injury occurs, it is important to 
review the case and see if there is anything that can be done to eliminate this risk in the future to prevent more workers 
from getting injured. No injury is too small to put in a record.
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Machine safety and guarding

Machine guarding is a mean to prevent moving parts, high temperatures and lasers hurting the workers. Factories 
should routinely undertake a factory assessment where they assess the hazards of the machine to determine whether 
the guards are effective in protecting the workers or if other machine guards should be added to control hazards. One 
important part to check on a regular basis is the emergency stop control. You must make sure that it is there, that it is 
maintained and that it works.

To make this process easier, it is a good idea to keep records of all the machines with safety guards. 
All machines with moving or exposed parts must be equipped with a safety device. Usually the guarding required is 
specified in the machine documentation supplied by the manufacturer. Operators of the machines must receive proper 
training in how to operate the machine safely and how the safety devices work, and the factory must keep records 
documenting that this training has been taking place. 

Special attention should be paid to boilers, forklifts, vessels and elevators where it is especially important that the opera-
tors are trained and have received a certificate. You must follow all local laws regarding certificates and testing reports 
for the above mentioned equipment. 
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Electrical safety

Electrical safety is very important to avoid electric shocks, burns and even death. Many factory fires are caused by 
electrical equipment which is not properly maintained. The factory must regularly undertake an inspection to ensure that 
all electrical equipment and installations are in good working order and also ensure that equipment manufacturers have 
provided appropriate electrical safety information. 

The factory must keep all wires properly insulated, and electrical junction boxes must be covered. Workers with the 
responsibility for electrical safety and maintenance must have the right authorization and should receive training in elec-
trical safety on a regular basis. You need to retain proof that they have completed this training. All electrical equipment 
must be properly grounded and electrical panels must be labelled. Breakers must identify the equipment they protect, 
and all permanent as well as stationary equipment must have hard-wired electrical connections only. Circuit breakers 
must not be fixed on wooden board.

On any shift, the workers must inspect portable cord and plug-connected equipment and extension cords for defects 
such as loose parts, deformed and missing pins, or damage to the outer jacket or insulation before using them. Work-
ers must not be allowed to use the damaged or defect equipment or cords. Such items must be repaired or discarded. 
Portable electrical equipment must also be tested for safety on a regular basis or at least once per year.

When you use hanging electric extension cords from the ceiling, make sure to have a strain-relief mesh or similar device 
to prevent strain on the outlet or damage to the extension cord. 
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Protection from chemical exposure

Chemical handling
Chemical handling includes activities such as pouring or measuring chemicals, transporting chemicals within the factory, 
adding chemicals to equipment, and disposing of chemicals. 

The first thing to consider when dealing with chemicals is to identify which chemicals is used in the factory and whether 
these could have a less harmful substitute. For harmful chemicals which cannot be substituted, you need to follow re-
gional laws regarding obtaining permissions to purchase, store and use them. 

Step one in ensuring safe handling of chemicals is to have the procedure in place for how to mix, transport and use the 
chemicals. You must keep strict control over these procedures in order to avoid fires, spillages and other accidents from 
happening. 

The workers must be encouraged to wear correct and well maintained PPE when handling chemicals (see the PPE 
section). Furthermore, you must put up signs in your factory to instruct the workers in which PPE to wear in different 
processes, and the workers must receive training in chemical handling and PPE use. You should keep records of this 
training for review, and only workers who have been trained must be allowed to work with chemicals. 

Material Safety Data Sheet (MSDS)
The MSDS is a very important document to obtain together with your chemical. If your supplier has not provided this, 
you should request it or download the document from the manufacturer’s web site. 

The MSDS describes all the safety measures that need to be considered when handling, using and storing that specific 
chemical. MSDS must be available for all chemicals in the factory, and it must be displayed in the local language where 
the chemical is used. The MSDS can also be used to identify the need for PPE when using that chemical and what to do 
if a worker either inhales or in other way is exposed to the chemical. The MSDS is therefore a very important document, 
and it is essential that you ensure that the workers understand instructions and cautions written in the MSDS.
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Chemical exposure limits
Factories must review the tasks in the factory in order to determine where chemical exposure is an issue. 
The factory must provide all workers working in an area where the chemical exposure limit is above safe limits with 
proper and well maintained PPE. Ventilation must also be checked on a frequent basis, and work practices must be 
evaluated regularly to limit the workers’ exposure to chemicals. 

Chemical storage 
When arranging the storage of chemicals, you have to take the different types of chemicals you work with into consid-
eration. When storing chemicals, you have to consider their compatibility so that flammable chemicals are not stored 
together with for example fuel or cotton. The storage room must have proper ventilation to ensure that fumes do not 
build-up. 

Chemicals in liquid form must be stored in an area with proper spill control and must not be stored in open containers. 
Chemicals in powder form must be stored in airtight containers, and for all chemicals the MSDS must be followed 
regarding the storage. The storage area must also be appropriately located and ensured in order to ensure that only 
appropriately authorised personnel have access. 

Chemical disposal
When a chemical container has been emptied, it is of utmost importance that the container is disposed of in a respon-
sible manner. This is because of the health risks that can occur if containers are re-used for example for food and water 
storage. But it is also to ensure that containers with chemicals are not left around to damage the environment. You must 
dispose of the containers and leftover chemicals through an accredited disposal company, and all containers must be 
marked to ensure that they will never be used for storage of food or water. 
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Personal protective equipment (PPE)

Choosing the right PPE
When choosing the PPE for a certain task, you can look at the MSDS if it involves chemicals. This will state what kind 
of PPE is appropriate. Also if it is for machine use, you can ask the machine manufacturer or refer to a machine safety 
data sheet for advice on the use of PPE. 

Remember that a mask is not just a mask; there are different types of masks for each task. For example: cotton masks 
are not suitable as protection against chemical vapours. They absorb vapours which mean that they will actually in-
crease the concentration of chemical vapour inhaled. Only respirators can be used in this case. A key factor to remem-
ber is that the quality of the PPE is more important than the price. If the PPE functions well and is not uncomfortable for 
the workers to wear, it is more likely that they will wear it.

Training
Sometimes workers feel that wearing PPE is uncomfortable or awkward and prefer not to wear it. They may also com-
plain that this slows them down (this is particularly important to consider for workers paid by the piece). This is danger-
ous. It is the responsibility of the employer that the workers wear PPE. Try giving them incentives so they are encouraged 
to wear the required PPE. And implement fair disciplinary actions if PPE is not worn. Workers may need training on the 
benefits of wearing PPE. Training for workers should cover:
	 •	 Why they need to wear PPE
	 •	 �What health problems will occur if they do not wear PPE
	 •	 �How to put on, remove, adjust and use the PPE correctly
	 •	 How to know if PPE fits properly
	 •	 How to clean, maintain and dispose of PPE
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Replacement/maintenance
If PPE is broken and not in a working order anymore, it needs to be replaced. The factory must keep records of all PPE 
in the factory and purchase records so that it is easier to know when it is time to replace the PPE. Moreover, the factory 
must undertake regular monitoring to ensure that the PPE is not broken, and workers should be free to come to the 
factory management to complain if their PPE is not working properly. 

Very important: please note that the workers must not pay for PPE at any time!
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Fire safety and emergency preparedness

Emergency response plan
The most important step is to make an emergency response plan. This is a plan that describes what you plan to do if 
specific emergency situations should occur. The emergency response plan can be based on your development plans 
after an accident has occurred. It must be a very detailed step-by-step guide on how to deal with certain emergency 
situations.

An emergency plan must include contact information for the people to contact in emergency situations (ex. the local 
hospital, police, fire department etc.) The plan must be in the local language so that workers can read and understand 
it themselves. You must keep the plan in an area where it is accessible to everybody. A senior factory manager must 
have the responsibility for making sure that the factory has procedures in place to prepare for and respond to emergency 
situations. 

Training on response plan
It is important that the workers know what to do in case of an emergency in the factory. They need to know the location 
of the emergency plan and how to follow it. It is a good idea to do training simulating a real emergency situation so that 
workers are properly prepared. 

At least once a year, the factory must hold a fire drill for all workers and documentation for this training must be accessi-
ble if requested. Dedicated people should be trained specifically for fire emergency, and it should be obvious for workers 
in the factory, who these people are. 

Fire fighting equipment
We recommend that you consult with an expert to find out exactly how many fire extinguishers you should have in your 
factory, what kind they should be and where they should be located. Bestseller consultants will be happy to help you to 
review your fire fighting equipment to ensure that it lives up to the requirements of Bestseller´s Code of Conduct. 
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Alarm systems
The factory must have an aspirate fire alarm that only signals fire. This alarm must not be used to signal other things, 
such as lunch or ending working hours. The alarm must be tested regularly and maintained to ensure that it is in a work-
ing order. The fire alarm switch must be marked well and signs written in the local language. 

Aisles and exits
The factory should ensure that all aisles and exits are kept clear at all times and that the emergency exits are properly 
marked (see the section regarding signs and markings). Emergency exits must not be locked during working hours. The 
number of exits must be sufficient for the size of factory/number of workers, but a factory must have at least 2 exits for 
each workshop. Exit doors must open outwards and they must be easy to open. 
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Kitchen/food safety

It is considered good practice for a factory to provide a kitchen/canteen for the workers in the factory, but it also de-
mands good management to ensure that the food served and cooked there is healthy and not damaging to the workers’ 
health. You need to get a license to cook and serve food in your factory. When Bestseller audits your factory, this is one 
of the things we check. 

The size of the kitchen must be sufficient to ensure that there is room enough to keep the non-cooked food and cooked 
food separate. This is to ensure that the bacteria from the non-cooked food does not spread to the cooked food. The 
separation goes both for preparing, packing and storing the food. 

Also ensure that the cutting boards for cutting meat and vegetables are not the same and that you use different knives 
for different types of food. 

There must be at least two sinks so that areas where dishes are washed and food is cleaned are separated. Soap must 
be available so the kitchen personnel can clean their hands regularly. Also they must have paper napkins to dry their 
hands without getting new germs on them. 

Refrigerators and freezers must have a thermometer installed in order to control the temperature in these places. The 
doors for freezers and refrigerators must shut tight to ensure that the temperature inside is kept.

Windows and doors must be covered by a net to avoid insects entering the kitchen and infesting the food. Also it is 
advisable to have a contract with a specialist pest control company to provide other mechanisms such as cockroach 
or rodent controls. 
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Personnel must be trained in hygiene, and it is the kitchen manager’s responsibility that the personnel do not spread dirt, 
germs and diseases to the food. They should be instructed in washing their hands between cutting raw meat and veg-
etables and after visiting the toilet.They must also be instructed in food safety and receive a certification in handling food 
from an authorized agent. Their uniforms must be clean when they go to work in the morning and should be changed 
during the day if necessary. Employees who have been sick or who have wounds on their hands, must not prepare food 
until declared completely fit for this again by a doctor. 

All water used for preparing food must be drinkable or boiled. Food packaging must be suitable for the purpose, and 
the containers must not have contained chemicals or other substances that pose a health risk before being used for 
food storage. 

When you receive the ingredients from vendors, make sure that: 
	 •	 The food is not too old
	 •	 �The goods are not left outdoors – for example in hot sun or to be invaded by pests. 

If leftovers are used, make sure that the food is re-heated to a burning hot stage, to ensure that all bacteria have been 
killed (75˚C). Cooked food which will be served at a later stage must be refrigerated immediately and kept cold. 

As a minimum always ensure that the kitchen is clean and that tools and utensils used for preparing the food are properly 
cleaned and disinfected. 
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Hygiene Facilities

Toilets and washing facilities
Sufficient toilets must be provided in line with local regulations. In all cases toilet facilities must be segregated by gender 
and lockable with respect and privacy given to all workers. Toilets must conform to local norms, be clean and fit for 
purpose. Hand washing facilities must be provided and all workers must be encouraged to use these. 
Where appropriate, shower and changing facilities may be provided and these must also be segregated, clean and 
hygienic.

Provision of drinking water 
In many countries there are rules about the provision of safe drinking water for workers, and companies are encouraged 
to comply with these. However, in the absence of any rules, factories must provide all workers with sufficient safe drink-
ing water. This must be located close to where the workers are situated and must be regularly tested for safety. Workers 
must have free access to safe drinking water at all times during the working day.  
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