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1.0 Purpose
This instruction is to achieve sustainable development of the company, improve environmental performance of relevant parties, identify environmental requirements for relevant parties in order to protect the benefit of consumers and customers and promote the environmental responsibilities of the society.
2.0 Scope
This instruction applies to services that provide services to SZEPCB and suppliers who may have significant environmental aspects used by SZEPCB. The types of service providers and suppliers as follows:

Waste collection and recycling contractors: collection of paper, plastic bottles, aluminium cans, toner cartridges, packaging materials, food wastes, used tableware wastes and grease waste from factory canteen.

Chemical wastes collectors: collection of spent empty chemicals containers; spent acidic, alkaline, oxidising agents, sodium persulphate and NPS (Na2S2O8) during the desmear / PTH process; spent plating chemicals (e.g. copper / nickel sulphate pentahydrate, spent cupracid, used activated carbon powder, spent sodium persulphate, and heavy material wastes, etc.); used photo stripper, caustic soda, etchant, ammonium hydroxide, sulphuric acid from alkaline etching process; pumice wastes from the dry film imaging and thermal cured soldermask.

Office / facility cleaning and maintenance contractors (Hong Kong Office): pest control, cleaning and office equipment maintenance.

Plant / equipment maintenance contractors: maintenance of drilling, cutting machines, plating baths and etching machines (e.g. photo / tin stripper and mixers), and tension adjustable screen frame for soldermask.

Property management contractors: property management companies that manage the buildings of our premises located in Hong Kong and Shenzhen.

Chemical suppliers: suppliers of plating chemicals such as copper / nickel sulphate pentahydrate, cupracid, activated carbon powder and sodium persulphate; reducing solution, wetting agents, sodium persulphate and NPS (Na2S2O8) for desmear / PHT process; and suppliers of chemicals for laboratory testing such as acidic, alkaline, oxidising agents, chemical indicator, etc.
3.0 Responsibility
3.1 Purchasing Department：responsible for environmental management of the purchasing activities of suppliers, contractors, transportation services company.
3.2 Admin Department：responsible for environmental management of waste disposal companies, cleaning services, greening services, building services companies.


3.3 Human Resource Department：responsible for environmental management of neighbour communities and related Governmental Departments.
3.4 Marketing Department：responsible to environmental management of customers.　
3.5 Management Representative：responsible for identifying the environmental requirements of the Board of Directors and industrial associations.
4.0 Procedure
4.1 Definition
4.1.1 Relevant parties：individuals or organisations who take care of environmental performance（behaviours）of organizations or its environmental performance（behaviours）can affect others.

4.1.2 
Contractor：organisation which provides products and services to the company
4.2 Identification and Selection of relevant parties
4.2.1 Identification of relevant parties
According to SZEPCB and departmental activities, responsible departments shall communicate with relevant parties which have interaction with environmental activities of SZEPCB, e.g. Shenzhen Environmental Protection Bureau, health and epidemic prevention station, city outlook office, fire stations, company head office, industrial associations, customers, neighbour communities, contractors, etc.
Relevant parties which interact with environmental activities of SZEPCB shall be registered in the Environmental Procurement List (Suppliers / Contractors) (EF-EI02-01).
4.2.2 Selection and Evaluation of contractors and services providers

For selection of new contractors, services providers and responsible departments shall consider their environmental performance and fill in the Supplier / Contractor Performance Assessment Form (EF-EI02-03), then submit to the EMS Committee for review. 

4.2.3 Qualification evaluation of contractors and services providers

Relevant departments and organisations are responsible for making decisions for selection, updating and disqualification of contractors and services providers in cooperation with EMS Committee. After the evaluation, responsible departments shall register in the Supplier / Contractor Evaluation Form (EF-EI02-02) and submit to EMR for approval.
4.2.4 Periodical assessment of contractors and services providers
Annual assessment shall be conducted for all contractors to ensure their qualification and classification. The responsible departments shall register these subcontractors in the Supplier / Contractor Performance Assessment Form (EF-EI02-03) and submit to EMR for approval.
4.2.5 Special requirements of contractors and services providers 

Chemical suppliers shall maintain relevant chemical licenses or permits for chemical production which are issued by the local environmental agency, specifying the service scope.  Evaluation of waste collectors shall include ：comply with legal requirements and other environmental requirements for storage, handle and disposal and with reference to EI-04 Waste Management and EI-10 Handling and Storage of Chemicals.
4.3 Classification of contractors and services providers
Responsible departments shall collect the Supplier / Contractor Evaluation Form (EF-EI02-02) and submit to the EMS Committee which will classify the contractors into category of influential and non-influential relevant parties based upon the ratio of sales accomplished by the contractors, their environmental management status as well as their influence to company’s products, services, activities.  Names of contractors shall be registered in the Green Procurement List (Supplier / Contractor) (EF-EI02-01).  Service providers who are involved in the company’s environmental activities and operations shall be identified as the influential interested parties, such as waste disposal, cleaning services and landscape services.
4.4 Identification of environmental aspects of relevant parties
Responsible departments and EMS Committee shall identify the significant environmental aspects of relevant parties together according to EP-01 Identification of Environmental Aspects and Significance Evaluation and register in the Environmental Procurement List (Supplier / Contractor).
4.5 Communication with relevant parties
Relevant parties shall complete EMS Communication Log (EF-EP07-03) according to EP-07 Enquiry / Complaint / Nonconformity Handling when the relevant parties request for support on minimising their environmental impacts, improving activities, facilities, and complying with legal requirements.  EMS Committee shall be informed and EMR coordinates the corresponding feedbacks.

5.0 Monitoring and Checking

According to EP-06 Environmental Monitoring and Evaluation of Compliance, EMS Committee shall monitor the environmental activities of relevant parties periodically. If any nonconformity is identified, the Committee shall issue a non-compliance report and request it to take corrective action, and follow up the corrective measures based upon EP-07 Enquiry / Complaints / Nonconformity Handling.
6.0 Records

	Record Description
	Record Location/ Retention Responsibility
	Minimum Retention Time

	Environmental Procurement List (Supplier / Contractor) EF-EI02-01
	Purchasing Department
	3 years

	Supplier / Contractor Evaluation Form EF-EI02-02
	Purchasing Department
	3 years

	Supplier / Contractor Performance Assessment Form EF-EI02-03
	Purchasing Department
	3 years

	Records of Request Environmental Practices from Relevant Parties (Refer to related individual purchasing records)
	Purchasing Department
	3 years


7.0 Appendix

Appendix 1 : Environmental Procurement List (Supplier / Contractor) EF-EI02-01

Appendix 2 : Supplier / Contractor Evaluation Form EF-EI02-02

Appendix 3 : Supplier / Contractor Performance Assessment Form EF-EI02-03
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*SEA - Significance Environmental Aspect

	SZEPCB operates an Environmental Management System (EMS) and requires environmental management details of potential suppliers for our records and to assist in the assessment of the capabilities of supplier / contractor to comply with our environmental management system requirements. 

Please note that failure to complete this form may affect your opportunity to supply products / services to our company.

	Part A : To be complete by Supplier / Contractor 

	Company Name:

	Contact Person:

	Tel: 
	Fax: 
	Email

	Address:

	Brief description on products / services provided:


	1. 
	Does your Company have a documented Environmental Management System?

	
	❑
	No 
	❑
	Yes 
	❑
	In progress 

	2. 
	Are you registered to ISO14001 or an equivalent? 

	
	❑
	No 
	❑
	Yes 
	❑
	In progress 

	3. 
	Do your organisation have an in-house environmental policy? 

	
	❑
	No 
	❑
	Yes 
	❑
	In progress 

	4. 
	Does your company comply with all local environmental protection regulations? 

	
	❑
	No 
	❑
	Yes 
	❑
	In progress 

	5.
	Does your organisation establish plans / programs for pollution prevention, waste recycling / reuse, and/or resource conservation?

	
	❑
	No 
	❑
	Yes 
	❑
	In progress 

	6.
	Is your organisation provides packaging take-back service?  (for supply of bulky goods)

	
	❑
	No 
	❑
	Yes 
	❑
	In progress 

	7. 
	Are your product(s) made from sustainable / recycled source, recyclable, energy-efficient, resource-efficient, and/or certified to a recognized safety or environmental standard?

	
	❑
	No 
	❑
	Yes 
	❑
	In progress 

	8. 
	Do your organisation provide environmental training to your staff?

	
	❑
	No 
	❑
	Yes 
	❑
	In progress 

	9. 
	Do your organization identify your environmental impact of your services and how do you improve it?

	
	❑
	No 
	❑
	Yes 
	❑
	In progress 

	Company Chop and Signature: 
	
	Date: 
	

	Part B: To be completed by SZEPCB 

	SZEPCB’s comments and recommendations:


	Name and position 
	
	Signature 
	
	Date
	


	Job No / Order No. : 
	

	Contract Period : 
	

	Name of Supplier / Contractor : 
	

	Contact Person :
	

	Services / Products Description : 
	

	
	
	
	

	Performance Area
	Poor
	Needs Improvement
	Acceptable
	Not Applicable
	Remarks

	1. Services / goods delivery on time 
	
	
	
	
	

	2. Services / goods Quality
	
	
	
	
	

	3. Co-ordination with our staff
	
	
	
	
	

	4. Material usage and wastage (reuse, recycle materials, can take back packaging materials for reuse) 
	
	
	
	
	

	5. Proper waste handling and disposal 
	
	
	
	
	

	6. Environmental Performance (product performance / on site work performance)
	
	
	
	
	

	7. Rectify problem effectiveness
	
	
	
	
	

	8. Overall Assessment 


	
	
	
	
	


	Reviewed by : 
	
	Date
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