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Introduction
At 3M, we set a high bar for our company regarding environmental and social governance, and we
expect the same from our suppliers. The Supplier Responsibility Code (SRC) seeks to formalize our
current initiatives and practices to achieve a sustainable relationship with our suppliers. It applies to
our entire supplier base, setting forth the principles in terms of sustainable development that
suppliers are expected to comply with. 3M follows the Organization for Economic Co-operation and
Development (OECD) Due Diligence framework for our responsible sourcing activities and aligns with
the 10 Principles of the United Nations Global Compact, of which 3M is a participant.
The SRC Assessment criteria are also consistent with the Code of Conduct of the Responsible
Business Alliance (RBA). These criteria articulates the foundational environmental and social
governance expectations for suppliers.
The Criteria cover five main areas:
•
•
•
•
•

Labor
Health & Safety
Environment
Ethics
Management Systems for all the above

Objective
This guideline/manual provide a framework to understand 3M’s assessment program related to the
requirements of the SRC. 3M understands that not all suppliers will immediately meet every
requirement of the Code. However, we expect that our suppliers and their supply chain partners will
make reasonable and timely progress in building the necessary tools and systems, and fostering
collaborative efforts with and through their upstream suppliers, in order to holistically and globally
promote social and environmental standards.
3M believes the key to addressing sustainability issues is collaboration. 3M is committed to a Policy
focusing on developing improvement plans for the fulfillment of requirements. However, suppliers
that fail to be cooperative or to respond to outstanding conformant issues, may be replaced. Those
who comply with our requirements will have better visibility, opportunities, and market positioning.

Glossary/Terminology
✓
✓
✓
✓
✓
✓
✓
✓

CAPA – Corrective Action and Preventive Action Plan
ESG – Environmental and Social Governance
RBA – Responsible Business Alliance
SRC – Supplier Responsibility Code
SAQ – Self-Assessment Questionnaire
AQ - On-site Assessment Questionnaire
VAP – Validated Assessment Program
PPE – Personal Protective Equipment
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1. Roles and Responsibilities
1.1 3M’s responsibilities
3M will be responsible for the following:

1.1.1Training and communication
SRC – Supplier Intro training is available on the 3M Supplier Direct website. The 3M Responsible
Sourcing team and/or the 3M Sourcing Supplier Owner will be responsible for ensuring suppliers
understand the process and informing them of an upcoming assessment/audit.

1.1.2 Supplier assessments/audits
The Responsible Sourcing Team is responsible for determining which suppliers will undergo an
assessment/audit. The type of assessment to be performed will be determined by 3M. There are two
different types of assessment/audits:
•
•

Self-Assessment Questionnaire (SAQ) sent by of 3M or a 3rd party
On-site Assessment Questionnaire (AQ) performed by 3M or by a 3rd party

1.1.3 Corrective and preventive action management (CAPA)
After the audit, the 3M Category/Sourcing Owner or Responsible Sourcing Team will review and
follow-up on results. If any corrective actions are identified, 3M or the 3rd party provider will require
supplier to complete Corrective Action and Preventive Action Plan (CAPA).

1.2 Supplier responsibilities
1.2.1 Undersigning of Supplier Declaration
A Supplier Declaration is available for all suppliers to confirm their company understands the 3M SRC
expectations and will ensure alignment that their programs and practices as well as their subcontractors involved in the supply of products and/or services conform to standards that are
consistent with the 3M SRC. A signed SRC Supplier Declaration for all new or existing suppliers in
higher risk countries is required unless one of the allowable exceptions exist:
•

Signed 3M Master Agreement or Contract that incorporates SRC requirement language.
OR

•

3M’s Purchase Order (PO) incorporates SRC requirement language.
OR

•

Supplier has received and passed equivalent audit schemes that cover the elements of the
SRC.
OR

•

Supplier has their own Code that aligns with 3M’s SRC and covers their own operations as
well as their supplier operations.

3M Responsible Sourcing will accept submission of documented proof of compliance to the above
exceptions.

1.2.2 Supplier Assessment Preparation
See On-site assessment, Section 3
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1.2.3 Corrective and preventive action management (CAPA)
It is critical that a supplier follow the schedule and fulfill information requests as it relates to this
audit to ensure adequate closure and necessary preventative action to prevent reoccurrence. The
supplier must complete the CAPA proposal and share this with 3M within two weeks of request.
Failure to meet these requirements may lead to escalation with 3M and result in cancellation of
purchase orders or movement of business if an audit is not completed or if any identified
remediation is not effective.

2. Self-Assessment
The Self-Assessment Questionnaire (SAQ) is used as a first step for the supplier to assess themselves
and provide supporting documentation or records for 3M’s review to determine level of
conformance with the expectations. This questionnaire may be sent out by, and when completed
returned to, 3M; or in cases where the assessment is being conducted by a 3rd party it may be
completed via the RBA-online platform.

2.1 3M Self-Assessment:
A Self-Assessment Questionnaire (SAQ) will be sent to a supplier first to determine if an on-site
assessment is necessary. A SAQ can also be applicable for new suppliers as a prequalification activity,
especially in higher risk countries. This SAQ will be sent as an attachment via regular email.

2.2 Third Party Self-Assessment
A company may be requested to complete a SAQ via a 3rd party. This SAQ must be completed and
released before an audit can be performed. The RBA SAQ can be accessed through the RBA online
platform.
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3. On-site Assessment
3.1 3M On-site Assessment
This chapter describes 3M’s expectations for Supplier Responsibility Code (SRC) On-site
Assessments.
The SRC assessment may last one or more days and be conducted by one or more assessors. The SRC
assessment includes observations from physical inspections; reviews of programs, procedures, and
policies; and gathering information from management and workers. Facility walkthroughs and
gathering information from workers and management are intended to provide insight into
Environmental and Social Governance (ESG) policies, practices, and implementation of procedures,
awareness of roles and responsibilities, and management involvement. Documentation and records
review provide information on how well CR management systems are defined, implemented, and
sustained, and of their performance.
The on-site assessment includes the following elements:
•
•
•
•
•
•
•
•
•

Assessment preparation
Opening/Kick-off Meeting, including objectives and plan
Facility Evaluation
Facility tour and inspection
Documentation Reviews
Information gathering from management and worker interviews and discussions
Daily wrap-up meetings
Closing meeting to present all findings to the supplier and provide an initial opportunity for
supplier input to ensure high level, mutual agreement.
Summary report, including actions and follow-up

3.1.1 Facility Assessment Preparation
The Facility being assessed should collaboratively support applicable requests by:
•
•
•
•
•
•
•
•
•
•
•

Confirming assessment dates and duration with location being assessed.
Establishing a joint, on-site assessment agenda.
Providing information on travel logistics, upon request: preferred hotels and airports, travel
restrictions and any special considerations.
Participating in pre-assessment of completed SAQ, including providing supporting
documentation and records.
Reviewing SRC information and expectations.
Providing all the requested information, including manuals, records and documentation.
Making them available and up to date on the day of the assessment.
Ensuring that relevant information is available for the assessors when they arrive:
Providing names, phone numbers and locations of the key people at the facility being
assessed.
Providing maps of the site and surrounding areas.
Ensuring the assessors have access to the facilities (e.g., dormitories, canteens,
manufacturing, assembly, and chemical storage areas).
Ensuring staff members are available that have a thorough knowledge of the facility’s Labor,
Health & Safety, Environmental & Ethics policies, procedures, work instructions and records.
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•
•
•
•
•
•
•

Ensuring staff members are ready and able to pull sample working hour and wage data.
Make appointments with individuals whom the Lead Assessor has requested for gathering
information from workers or staff sessions.
Appointing staff to interface with and accompany the assessors.
Inviting appropriate staff members to the opening and closing meetings and daily wrap-ups.
Briefing management and staff on the assessment process so they can effectively
participate.
Providing the assessors with meeting room(s), preferably with access to a telephone, the
internet, printer and/or copy machine.
Offering appropriate safety materials (PPE) to auditors/assessors.

3.1.2 Opening Meeting
All assessments should begin with an opening/kick-off meeting. The purpose of the meeting is for
the Assessment Team to meet with the location’s management and other personnel involved in the
assessment to discuss plans for conducting the assessment safely, productively, and effectively.
The location should present a summary of business and operational issues and other information
that helps the Assessment Team understand:
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

ESG program organization
Assignment of responsibilities
ESG issues, goals and performance
The business climate for the organization
A summary review of facility operations
Identification of important site activities occurring during the week
Major changes since the last assessment
A review of the pre-assessment documentation, including the SAQ and any previous
assessment reports
Identification of key interview candidates and availability (including relevant organization
charts)
Identification of the Assessment Team’s work room
Phone and internet protocol and support
Identification of the site work hours
Visitor safety and security protocols
Discussion of the site escort protocol for visitors
Other information upon request or of potential interest to the Assessment Team and
attendees

3.1.3 Assessment Scope
The Assessment Team will review:
•
•
•
•
•
•
•

Production areas
Common areas
Office areas
Facility areas (equipment rooms, wastewater treatment, maintenance shops etc.)
Material, chemical and waste storage and processing areas
Warehouse/distribution/storage room(s); shipping and receiving
Canteens and kitchens

7

•
•
•
•

Dormitories, hostels, and any off-site housing of workers/migrant workers (if company or
labor agent directly or indirectly provides accommodation for workers)
Surrounding land (within border of factory property)
Security room(s)
Occupational Health and Safety room (Clinic)

3.1.4 Worker and Management Interviews
3.1.4.1 Worker interviews
Throughout the assessment, the Assessment Team will interact with workers to gather information
in both formal and informal situations. Formal interaction means that the Assessment Team select
and interview certain individuals; these workers will come from different areas of the facility,
different shifts or positions and have different responsibilities. Informal interactions occur as the
Assessment Team has brief interactions with individuals at their place of work or in other areas of
the factory during the assessment.
3M requires that the location’s management ensure that worker interviews can be conducted
privately, without the presence of locations managers or other staff. Worker input is confidential.
The location must agree at a senior level to encourage workers to be open and honest during
interviews and they must actively protect any interviewed worker from retaliation (i.e., no reduction
in pay or other penalties) for any information that leads to a nonconformance finding.
The number of workers selected for a formal gathering or information session will depend on facility
size. Interviews may last 20 minutes or more and will be conducted in two ways: individually or in
group settings. In order to provide statistically valid results, the number of worker interviews
conducted, and the number of worker records reviewed depends on the number of workers at the
facility.
Interviewees will be drawn from a range of workers including permanent, temporary, subcontract
labor, security, cleaners, food preparation and other staff. The pool of workers to be interviewed
should vary, including new and experienced workers, those in more and less skilled positions,
workers from various departments and shifts, and workers of both genders. When appropriate, the
interviewees should include worker representatives.
3.1.4.2 Management Interviews
Gathering information from managers provides the Assessment Team with an understanding of how
the location’s ESG programs were developed, implemented and are being maintained. The
Assessment Team will verify statements made by site staff through a review of documents, records,
physical observations and worker interviews.
Typically, the Assessment Team will interact with:
•
•
•
•
•
•
•

Site manager(s)
Production manager(s)
Maintenance staff
Environmental manager(s)
Health & Safety manager(s)
Quality manager(s)
Internal Audit/Assessment manager(s)
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•
•
•
•
•
•
•
•

Human Resources manager(s)
Onsite services staff such as canteen, dormitory supervisors, security staff
Finance manager/payroll manager(s)
Procurement/Sourcing manager/Supply Chain manager(s)
Warehouse and Chemical store manager(s)
Onsite medical staff (as appropriate)
Legal
Other personnel (as appropriate)

3.1.5 Facility Walk Through
The purpose of the facility walk through is for the Assessment Team to observe physical conditions
and current practices in all areas of the facility. The Assessment Team should be free to review all
physical areas of the facility and should set the pace and direction of the tour.
It is the responsibility of the facility to inform the Assessment Team of the safety rules and
requirements (such as personal protective equipment (PPE)) in specific facility areas and provide the
Assessment Team with necessary PPE where required.
Photos allow the Assessment Team to quickly document certain situations. The Assessment Team
needs to obtain permission to take photos in the facility. Photos are not intended to contain
product, product information or other proprietary information.
The Assessment Team shall not disrupt the production flow as much as possible during the facility
walk through.

3.1.6 Document Reviews
As part of the assessment, the Assessment Team will review relevant records. Examples include, but
are not limited to:
•
•
•
•
•
•
•

Working hour records, payroll, wages, deductions and benefits
EHS management system documentation
Permits
Waste records
Incident records, including trend data
Written policies, programs, procedures
Training records

The documents and records must be available on-site for Assessment Team to review and must
cover at least the previous 12 months.
It is recommended that a minimum of three months of pay and time records (peak, valley and
average month) will be reviewed for each worker for the 12-month period prior to the assessment.
As part of the documentation review, the Assessment Team may wish to photocopy or record some
information to complete their evaluation. The Assessment Team will not include any confidential
information, such as detailed product information, detailed process steps, or personal identifiers in
the assessment report.
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3.1.7 Daily Wrap-up Meeting(s)
The Assessment Team will meet at the end of each assessment day with the facility’s management
to discuss the day’s findings, provide the opportunity for the facility to present additional evidence
and discuss issues where additional information may be needed to complete the evaluation.
The Assessment Team will clarify any further needs to ensure the assessment is performed as
effectively and efficiently as possible. This is needed to prevent surprises at the closing meeting and
to give facility management the opportunity to provide evidence or information that the Assessment
Team may have overlooked.

3.1.8 Closing/Wrap-up Meeting
The closing meeting is held at the end of the last day of the assessment. The same group of facility
personnel that participated in the opening meeting, as well as any others who would benefit from
hearing from the Assessment Team, should attend the closing meeting.
All Major and Critical/Priority assessment findings will be presented during the closing meeting,
ensuring that the facility fully understands those issues. In instances where the Assessment Team
needs to conduct further studies (e.g., review relevant legislation) to establish if an issue observed is
indeed a finding, the facts of the pending issues will be discussed with the site management. The
facility is also given the opportunity to ask questions and provide additional evidence or clarification.
If additional information or evidence is required, it must be provided at this stage.
For Critical/Priority Non-conformances, please be aware that:
•
•
•

Critical Findings/immediate remediation actions are mandatory.
Immediate remediation actions should be completed or have agreed upon resolution before
the final report is issued.
The Assessment Team will list the status of the immediate remediation actions as “assessor
note” in the conclusion of the applicable question in the assessment report.

The supplier should complete the CAPA plan including person responsible and planned completion
date and return within two weeks of receipt.

3.2 Third Party On-site Assessment
In some cases, 3M will engage a 3rd party provider to conduct an ESG audit of a supplier, depending
on the level of risk associated (e.g., location of supplier’s manufacturing facility, product type such as
resale items, 3M customer request for social compliance audits, etc.).

3.2.1 Approved audit providers
For this 3rd party approach, we have chosen the Responsible Business Alliance’s (RBA) Validated
Assessment Program (VAP) to assist 3M with assessing our supplier’s facilities conformance to the
SRC.
The onsite RBA led audit will cover the following areas:
•
•
•
•
•

Labor
Environment
Health & Safety
Ethics
Management Systems
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If your facility has completed an Environmental and Social audit that is equivalent to RBA’s VAP (i.e.,
BSCI, SMETA Sedex 4-pillar) in the last 24 months, please share that with us and we will review and
determine if it is an acceptable response for this audit component.

3.2.2 Cost
The associated costs to have a 3rd party conduct the audit will vary depending on the size of the
facility. Suppliers are expected to cover any costs associated with the 3rd party audit. RBA will
connect with the supplier to schedule the audit, payment and agreement details, etc.
Depending upon results of the audit, 3M may request a follow-up audit be conducted.

3.2.3 3M Representatives
3M can assign a 3M Representative to join the 3rd party on-site audit.

3.2.4 Duration
A typical VAP onsite audit at a single manufacturing facility may last 2-5 days.

3.2.5 Language
All communications from Auditee to workers must be done in a language the worker can understand
unless otherwise stated in the provisions.
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Appendix I: Self-Assessment Questionnaire (SAQ)
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Appendix II: Corrective Action & Preventive Action (CAPA)
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Appendix III: List of docs to review
Section 1: Labor Document Requirements
1. Employee Manual
2. Labor contracts
3. Applicable local agency approval related to Labor (e.g., wages approval, Special OT approval
etc.)
4. Procedure for verifying the age of workers
5. Wage and hours of work (pay slips, overtime records)
6. Progressive discipline process or any database for enforcing discipline
7. Reports showing calculations of Over Time
8. Payment receipt of social insurance schemes
9. Hiring procedure
10. Promotion, performance assessment procedure
11. Pay & wages system, Overtime payment, payment term procedure
12. Child Labor, minimum hiring age, procedure to ensure no violation
13. Feedback procedure / channel for employee to feedback their concern
Section 2: Health & Safety
1. Safety policy
2. Workplace risk assessment document (e.g., job hazard analysis, the potential hazard, what
control measure and PPE etc.)
3. Hazardous material/chemical permit (if applicable)
4. Emergency response procedure
5. First aid training record / or First aide certificate
6. Fire drill record (and other drill record if applicable) or others emergency response training
(like earthquake etc.)
7. Workplace EHS inspection record
8. Workplace Injury record / Illness logbook for current year
9. Employee exposure assessment report (Hearing test result, personal chemical exposure
result, employee medical surveillance results etc.)
10. Workplace hazard assessment report (Noise area monitoring report, chemical area sampling
etc.)
11. Machine Preventive maintenance records (1 – 2 examples)
12. Hazardous material inventory
13. Health and Safety Communication
14. EHS related training record
Section 3: Environment
1.
2.
3.
4.
5.
6.
7.
8.

Environmental Policy
ISO14001 Certificate
Environment permit/license
Hazardous waste inventory
Waste handling procedure (waste segregation, disposal, labelling etc.)
Record of waste disposal
Records of monitoring, inspections and maintenance required by environmental permits
Energy/Water or Waste reduction plan/program
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9. Pollution prevention and reduction plans and results
10. GHG initiatives and tracking of scope 1 and scope 2 emission
11. Product information (e.g., RoHS, REACH, WEEE, Pulp & Paper Certification, Responsible
Minerals declaration etc.)
12. Responsible sourcing of minerals and/or Pulp & Paper policy/procedures
Section 4: Ethics
1.
2.

Business conduct guidelines / Code of Ethics
Employee Code of Ethics training record

Section 5: Management System
1.
2.
3.
4.
5.
6.

Company/facility’s Policy or commitment statement related to ESG program.
Management system certification (e.g., SA8000, ISO 9001, etc.)
ESG program performance objectives and implementation plans and measures record
Company Corrective & Preventive Action procedure
Supplier Management related documents (Supplier selection, assessment etc.)
Worker Feedback and Participation record. Legal compliance records of citations, penalties
for violations of labor / ethics / EHS laws or complain
7. and regulations Supplier ESG Expectation (e.g., Supplier Code of Conduct/Policy, Contract
etc.).
Section 6: Others
1.
2.
3.
4.

Company Business License
Facility lay out and floor plan
Description/diagram of process
Canteen / Food provider License or Permit
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