WFTO Guarantee System Handbook              Self Assessment Report forms April16

11.1
Tools for the Guarantee System

11.1.1 c
Self Assessment Report 
As well as filling in the Profile document (11.1.1 b) all FTOs need to complete the following sections for their Self Assessment Report. 
Section 1
Supplier Monitoring form

FTOs need to report on their own internal monitoring of suppliers
 (or if monitored under an equivalent Fair Trade system then an account of that system). Refer to Ch. 6.3 for guidelines on what monitoring you need to do for unverified suppliers.
Umbrella FTOs also report on their monitoring of their members through this form. You will also need to declare here if any of your suppliers are not monitored under any system, and therefore their products to be excluded from label use.
Section 2
 Compliance Assessment form

You will need to have the WFTO Standard as a guide (Ch. 6) as you fill in this form. Using all your monitoring reports of suppliers from the last 2 years, fill this form in as truthfully as you can. You should also have found ways to monitor your own working practices by getting feedback from trading partners (see guideline questions Annex 11.1.2) so that you can report as accurately as possible on your compliance with Principle 3 Working practices.
Please do not attach any other documents unless asked for them, but list all the relevant documents under ’Supporting documents’ at the end, for peers and auditors to check.
Section 3
 Improvement plan form

From the feedback you have had you should be able to identify the areas in which you need to improve. This plan will be agreed with WFTO, and each time you do your Self Assessment you will need to report on the progress you have made. 

Section 4   
Peer proposal form

Finally you need to fill in the peer proposal form if you have a Peer visit scheduled (check with the global office about your monitoring schedule). WFTO will agree the peers for your next Peer visit.
[image: image1.emf] 


Section 1

Supplier/producer monitoring form
Please read Ch 6.3 of the GS Handbook to understand this part of the form
Your suppliers

1
Please list
 all your Fair Trade suppliers/producer groups in descending order of volume of 
products (i.e. largest first). Add rows if you need to.  If the supplier or producer group is 
verified under your own Internal Monitoring System insert ‘IMS‘: 

	Name of FT supplier 
	Address of supplier
	WFTO Member
(insert WFTO ID)
	Verified under other system

(name system) 

	Volume bought in USD/ EUR

(specify)
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	 FORMCHECKBOX 
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	 FORMCHECKBOX 
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2
Please list all suppliers/producers of products who you do not monitor and are not 
monitored under any other system
. These products will be excluded from use of the Label:
	Name of supplier
	Address of supplier
	If not Fair Trade, reason why you buy from them 
	Products
	Volume bought in USD/ EUR

(specify)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Your Internal Monitoring System
3
Fair Trade suppliers monitored in your Internal Monitoring System

	Name of supplier
	Date of last monitor-ing visit 
	No. of people in group
	Non compliance with any of the core Principles (give no. as in Ch. 6, Appendix 1)
	Weaknesses in compliance

(give no. as in Ch. 6, Appendix 1)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Self Assessment of your Internal Monitoring System

Please keep in mind that for verified suppliers (members of WFTO, or certified according to an approved FT certification system) you may accept the result of their audits, without further need to conduct additional monitoring, although you will need to look at their audit reports. If one of your suppliers is part of another WFTO member‘s IMS, you may, with their permission, accept the result of their monitoring and again you will need access to these monitoring reports. These suppliers will still be considered to be part of your IMS, and as unverified suppliers are subject to being included in the supplier verification visits during your audit.
Please see the key to the abbreviations at the beginning of Section 2 below. In your Assessment of your compliance write a few sentences on why you have given the rating you have and what actions you are taking to meet the requirements. Where you are not fully compliant (NC or IMP) be sure to address this in your Improvement plan, especially for all Mandatory criteria (Section 3).

	N°
	Compliance Criteria
	Applicable to
	Self rating                                         OK/Imp/NC
	Assessment of compliance                                                                                           (expand the column as required)

	IMS1
	a) How do you select your suppliers/producers?
Please describe or refer to documents describing your selection procedure.
b) How do you record and update the Fair Trade status of your suppliers?

c) Do you have a means of assessing risks in relation to violations of Fair Trade Principles  in your unverified supply chains? Describe your system.

	MO
Mandatory
	a)
b)

c)
	 

	IMS2
	a) Are your suppliers visited regularly
MO: The minimum requirement is once every 2 years for complex/high risk organisation, 3 years for others.
PO: The minimum requirement is once every 2 years, in justified cases a visit frequency of up to 4 years can be agreed with WFTO. 

b) How do you document compliance with the Core Principles as checked in these visits? 

These documents must be available for inspection upon request.
c) For your suppliers who are monitored under another system, do you receive the audit reports from that system and how do you evaluate them?
d) Please demonstrate or refer to documentation of follow up on identified needs for improvement (e.g. training, awareness raising).


	MO

Mandatory by Year 2
PO

Mandatory by Year 4
	 

a)

b)

c)

d)
	 

	IMS3
	When you sell a FT product that qualifies for the WFTO Product Label to another marketing organisation, do you ensure that all FT products are labelled in line with the WFTO labelling guidelines? 
Please describe the method you use to ensure this (or refer to a relevant document). 

	PO/MO

Mandatory by Year 2
	 
	 

	IMS4
	Do you name the primary producer of the product on your label?
	PO/MO

Continuous improvement
	 
	 


Section 2

Compliance Assessment form
Please refer to WFTO Fair Trade Standard to see the compliance criteria you are being asked to assess yourself against. The numbering in this form refers to the numbering of the compliance criteria in the Standard.
You will be asked in the form to give a rating about your compliance with each of the criteria set out in the Standard. 

OK – compliance criterion fully met
Imp - compliance criterion not fully met, some improvement needed

NC – non conformity, compliance criteria not met

In the compliance assessment column please answer ALL the questions and also give some details of why you have given the rating you have. Where you do not fulfil a mandatory requirement
, be honest about this and give reasons why and what actions you are taking to meet these requirements. Be sure to address these issues in your Improvement plan (see Section 3). 
Please answer all the questions which apply to you. If more than one category applies to you because you are active in more than one function (for example as a producer FTO as well as a marketing FTO for products from other organisations) the criteria of both functions apply for the relevant part of your business. The categories are
: 
· PO
Producer organisation
· Cooperative (owned by producers)

· Workshop (contract production)

· Umbrella organisation (of coops, workshops etc.)
· MO
Marketing organisation
· Retailers

· Wholesalers, importers, exporters etc.
· Southern marketing organisations
· NTO
Non trading organisation
· A member providing services to Fair Trade – they may have a trading component which is less than 50% of their income. However if the member wishes to use the WFTO Product Label they are categorised as an MO and/or PO for the purposes of the Guarantee System, and must fill in all MO/PO criteria. Examples of NTOs are:
· Fair Trade Support Organisations
· Fair Trade Networks
Principle 1
Creating Opportunities for Economically Disadvantaged Producers

	N°
	Compliance Criteria
	Applicable to
	Self rating

OK/Imp/NC
	Assessment of compliance   (expand the column as required)

	1.1
	a) State whether you have a written mission statement  or policy document expressing your organisation’s commitment to improve the social and economic conditions of marginalised producers / suppliers. 
b) Are these documents available to interested parties?
	PO/MO/NTO

Mandatory 
	a) 
b) 
	

	1.2
	a) Do your management body and the key staff understand the WFTO Fair Trade Principles?

b) What have you done to make them aware of these? 
	PO/MO/NTO

Mandatory
	a) 
b) 
	

	1.3
	a) Do you primarily work or trade with producers and suppliers from socially and/or economically disadvantaged groups? Give % of these producers. State which disadvantaged sectors you work with.

b) Is your production, trade or business with these groups a central part of your business? Give the % of your income from this.
	PO/MO/NTO
Mandatory
	a) 
b) 

	

	1.4
	a) In what ways do you directly improve the economic and social conditions of disadvantaged producers, producer groups or directly employed producers  and suppliers?
Specifically mention improvements to:

homes

access to education

nutrition

access to healthcare

social acceptance

environment

appreciation of cultural identity

b) What evidence do you have of the actions you have taken to do this? 
 
	PO/MO/NTO
Continuous improvement
	a) 
b) 

	

	1.5
	Do you maintain an up-to-date register, with basic information about your FT suppliers and producers. 
	PO/MO
Continuous improvement
	

	


Principle 2

Transparency and Accountability

	N°
	Compliance Criteria
	Applicable to
	Self rating

OK/Imp/NC
	Assessment of compliance   (expand the column as required)

	2.1
	Do you have a description of your organisational structure and governance (organogram), and a working financial administration system?
	PO/MO/NTO

Mandatory
	
	

	2.2
	a) Do you have annual accounts? Are they audited externally? State whether it is a legal requirement in your country to audit accounts.
b) Do you produce reports of your Fair Trade activities and make them available to your FT partners as well as to your producer members and employees? 
	PO/MO/NTO

Mandatory by Year 4
	a) 
b) 
	

	2.3
	a) What communication do you have with your FT producers and/or FT partners? Do you communicate how you set your prices? 
b) How complete and detailed is the information
 you keep about your employed producers, producer groups, FT suppliers and producers they purchase from/work with?
c) Specify what sort of records you keep for orders and payments to producers/suppliers.
	PO/MO

Mandatory
	a) 
b) 
c) 

	

	2.4
2.5
	a) If your organisation has members how do you involve them in your decision-making? Are your employees involved in decision-making, and if so, how? 
b) Do you hold annual general meetings or regular employee/producer meetings with management?
	PO/MO/NTO
Continuous improvement
	a) 
b) 
	

	2.6

	How often do you collect feedback from all your significant stakeholders and how do you ensure their feedback is acted upon?
	PO/MO/NTO

Mandatory by Year 4
	
	


Principle 3

Fair Trading Practices

	N°
	Compliance Criteria
	Applicable to
	Self rating

OK/Imp/NC
	Assessment of compliance   (expand the column as required)

	3.1
	What kind of written agreements (e.g. contracts or purchase orders) do you have with your FT partners, producers and producer groups and suppliers? Do these agreements give details of product specification, delivery and lead times, price and payment terms?
	PO/MO

Mandatory
	
	

	3.2
	a) As a supplier of Fair Trade products do you always respect contracts and deliver products on time and to the desired quality and specification? Outline any instances when you have not been able to do this. 
b) In that instance did you communicate in a timely manner with your trade partners? What steps have you taken to rectify the problems?
	PO/MO

Mandatory
	a) 
b) 
	

	3.3
	a) As a buyer of FT products have you always been able to respect the agreed terms of payment? 

b) Outline any instances when you have not been able to do this. In that instance did you communicate in a timely manner with all involved? What steps have you taken to rectify the problems?
	PO/MO
Mandatory
	a) 
b) 
	

	3.4


	Do you provide interest free pre-finance to all your handicraft producers who request it?

What percentage of the order value do you provide?

Do you also provide pre-finance to food producers? Give details of interest charged and why.

Do any of your producer/suppliers request pre-finance that you are unable to provide? Give reasons.
	MO
Mandatory
	 

	

	3.5 
	If you receive pre-finance from a buyer, how do you use it?
Have you ever used it for something other than financing the order? Give details. Was this agreed with the buyer concerned?
	PO/MO
Mandatory
	
	

	3.6
	Do you pay producers/suppliers on delivery of goods? If not, why not?
	PO/MO

Mandatory
	
	

	3.7
	When there are quality problems or cancellation of orders, outline the communication system you have for dealing with these. If you have to cancel an order, do you have a system of compensation?
	PO/MO

Mandatory by Year 2
	
	

	3.8

	On average how long have you been buying or selling to the same FT partners? Give details of any trading relationships you have terminated in the past 2 years. What were the reasons and how much notice did you give to your partner? 
	PO/MO

Mandatory

	
	

	3.9
	What efforts have you made to increase the value or diversity of products to benefit producers?
	PO/MO

Continuous improvement
	
	

	3.10
	What is your relationship like with your competitors? Have any of them accused you of unfair competition
? Give details of this.
	PO/MO

Mandatory
	
	

	3.11
	Have there been any  instances where you have been accused of not respecting intellectual property rights regarding protected names/brands, organisational designs, including logos, labels, and culturally based designs or names? Give details of this.
	PO/MO

Mandatory
	
	

	3.12

	a) Do any of the products you purchase or produce use traditional skills and/or local materials? What have you done to encourage this? 
b) Have you increased the value of traditional skills and promoted the cultural identity of any producers/suppliers you work with?
	PO/MO
Continuous improvement
	a) 
b) 
	

	3.13
	Do you have a policy of sourcing raw materials, products and services ethically?
	PO/MO/NTO
Continuous improvement
	
	


Principle 4 

Payment of a Fair Price

	N°
	Compliance Criteria
	Applicable to
	Self rating

OK/Imp/NC
	Assessment of compliance   (expand the column as required)

	4.1
	How do you calculate your product prices, from the amount paid to the primary producers of the product to your selling price? Are you aware of prices through the supply chain?
Specify any systems you refer to (FLO, Fair Wage guide etc.)
	PO/MO

Mandatory by Year 2
	 
	

	4.2
	a) How do you ensure that your FT partners and/or FT producers agree the process in which prices are set? 
b) What evidence do you have to show your calculation of costs along the supply chain, taking into account the cost of living in the producer country?
	PO/MO

Mandatory by Year 2
	a) 
b) 
	

	4.3
	What steps have you taken to give transparent information on price setting along the value chain?
	PO/MO
Mandatory by Year 4
	 

	

	4.4
	What efforts have you made to ensure that you pay producers  and directly employed producers prices or wages that provide a sustainable livelihood
?
	PO
Continuous improvement
	
	

	4.5
	What steps have you taken to reduce your costs or improve production management in order to maximise benefits for FT producers?
	PO/MO

Continuous improvement
	
	

	4.6
	If you are a buyer FTO what capacity building have you done to support  suppliers to participate in setting prices?  If you work directly with producers what capacity building have you done to support them to participate in setting prices?
	PO/MO

Continuous improvement
	
	

	4.7
	Do the wages
 you pay to your employees or directly employed producers equal or exceed national/local minimum wages, or market rates if these are higher? If you are unable to do this, explain why.
	PO/MO/NTO

Mandatory by Year 2
	
	

	4.8

	a) Do you adjust wages according to changes in the cost of living (e.g. inflation)?

b) What steps have you taken to optimise productivity.
	PO/MO/NTO
Continuous improvement
	a) 
b) 
	

	4.9
	Explain the efforts you have made to understand the production costs and cost of living within the local context of your production, and how you are progressing toward a sustainable livelihood for producers.
	PO/MO
Mandatory
	
	


Principle 5

Ensuring no Child Labour and Forced Labour

	N°
	Compliance Criteria
	Applicable to
	Self rating

OK/Imp/NC
	Assessment of compliance   (expand the column as required)

	5.1
	a) How do you check that children do not work on any production or processes in your organisation, and in your FT suppliers’ organisations?

b) Do you comply with the minimum age of any young workers in relation to national law? Do you, or your FT suppliers have a system to verify the age of employees? 
	PO/MO/NTO

Mandatory
	a) 
b) 

	

	5.2
	State what percentage of your directly employed producers work at home/on their own farm. 

In cases where children work with their parents to learn skills in the production of your products, what methods do you use to monitor the health, safety, welfare, education and right to play of working children according to the UN Convention on the Rights of the Child
?
	PO/MO

Mandatory
	 
	

	5.3
	Do you have a policy (or policy statement included in other documents) with regard to child labour and the involvement of children in the production process?
	PO/MO/NTO
Mandatory by Year 2
	
	

	5.4
	If young workers (as defined by national law) are employed, how do you ensure that they do not work more than 8 hours per day, do not work at night, are not involved in heavy labour or working with chemicals? How do you ensure that their work does not prevent them from attending school if relevant?
	PO/MO/NTO

Mandatory by Year 2
	 

	

	5.5
	What steps to ensure that there is no forced labour
 within your organisation or any of your producer or supplier organisations?
	PO/MO/NTO

Mandatory
	

	

	5.6
	Do you withhold payments to employees or directly employed producers for any reason or keep any of their legal documents? Please give reasons.
	PO/MO/NTO

Mandatory
	 
	

	5.7
	How do you ensure that employees’ or directly employed producers’ freedom of movement or employment is not restricted in any way?
  
	PO/MO/NTO
Mandatory
	
	

	5.8
	How do you ensure that all the producers and producer groups you work with do not use child labour or forced labour?
	PO

Mandatory by Year 4
	
	


Principle 6 Commitment to Non Discrimination, Gender Equity and Women’s Empowerment and Freedom of Association

	N°
	Compliance Criteria
	Applicable to
	Self rating

OK/Imp/NC
	Assessment of compliance   (expand the column as required)

	6.1
(6.9)
	What measures do you take in your employment practices to ensure that you do not practice any discrimination in hiring, equal pay for equal work, access to training, promotion, termination or retirement based on race, caste, national origin, religion, disability, gender, sexual orientation, union membership, political affiliation, HIV/Aids status or age, unless it is part of your mission to favour particular disadvantaged groups? (If that is the case explain that here). 
	PO/MO/NTO

Mandatory
	
	

	6.2
	a) What steps have you taken to enable your employees to form and join workers’ organisations of their choice and to bargain collectively?

b) If the right to join trade unions and bargain collectively are restricted by law and/or political environment, how do you enable means of independent and free association and bargaining for employees and directly employed producers?

c) How do you ensure that representatives of employees are not subject to discrimination in the workplace?
	PO/MO/NTO

Mandatory
	a) 
b) 
c) 
	

	6.3
	What opportunities do you give to employees and directly employed producers to organise, meet and discuss problems both with each other and with management?
	PO/MO/NTO

Continuous improvement
	
	

	6.4
 
	a) Do you have a clear policy to strengthen the role of women in your organisation?

b) If you are a membership organisation how do you enable women to become active members and take up leadership positions in the organisation?
	PO/MO/NTO

Continuous improvement
	a) 
b) 

	

	6.5
	When women employees and women producer employees need to combine family and work duties how do you support them to do this? 

	PO/MO/NTO
Continuous improvement
	
	

	6.6


	a) Within your organisation and with producers employed informally, how do you ensure that women receive equal pay for equal work?

b) Do women in your organisation have full employment rights and receive full statutory employment benefits?

c) How do you ensure that women in the producer organisations you work with have these benefits too?    
	PO /MO
Mandatory by Year 2

	a) 
b) 
c) 
	

	6.7
	In your selection of producers and suppliers to work with, how do you ensure that you do not practice any discrimination based on gender, race, caste, national origin, religion, disability, sexual orientation, marital status, union or legal group membership, political affiliation, HIV/Aids status or age, unless it is part of its mission to favour particular disadvantaged groups? (If that is the case explain that here).
	PO/MO
Mandatory
	
	

	6.8
	Do you identify particularly disadvantaged and vulnerable groups and individuals among your FT producers / suppliers and give priority and/or special preferential conditions to them? Explain what you do.
	PO/MO

Continuous improvement
	
	


Principle 7

Ensuring Good Working Conditions

	N°
	Compliance Criteria
	Applicable to
	Self rating

OK/Imp/NC
	Assessment of compliance   (expand the column as required)

	7.1
	Have you done a basic assessment of health and safety conditions in your own workplace and in the workplaces of your producers/FT suppliers and are you aware of the main risk areas?
 
	PO/MO/NTO
Mandatory by Year 2
	
	

	7.2

	Do you keep a record of accidents or work related health problems of employees and directly employed producers?  What particular measures have you taken to address health and safety issues? 
	PO/MO/NTO

Mandatory by Year 2

	
	

	7.3
	Do you respect all legal requirements regarding pregnant and breast-feeding women and how do you take into account their special health and safety needs?
	PO/MO/NTO

Mandatory
	
	

	7.4
	Elaborate on what measures you take to deal with the following safety issues in your own workplace and in the workplaces of your producers/FT suppliers: 

a) fire hazards 

b) responsible handling of any chemicals 
c) safety of machinery to prevent accidents 

d) safe drinking water 
e) adequate toilet facilities
f) protective clothing provided 
g) first aid provision (first aid kits, trained first aider) 
	PO/MO/NTO

Mandatory by Year 4
	a) 
b) 
c) 
d) 
e) 
f) 
g) 
	

	7.5
	a) If you work with producers who work outside of your own premises, how do you monitor their working conditions and work with them to ensure safe production methods?

b) What training and preventative or improvement measures have you taken in the last 2 years?
	PO
Continuous improvement
	a) 
b) 
	

	7.6
	a) How do you manage working hours of your employees and directly employed producers, especially overtime? 

b) How many days per week do they work?

c) Are you able to meet national legislation with regard to working hours, overtime remuneration, statutory holidays and annual leave?
	PO/MO/NTO

Mandatory by Year 2
	a) 
b) 
c) 
	

	7.7
	Do you comply with all legally required social benefits? 
	PO/MO/NTO

Mandatory by Year 2
	 

	

	7.8
	Do you provide any additional benefits, in particular: 

a) health insurance/medical support 

b) retirement schemes 

c) social security in case of disability or death of the income earner

d) sick leave
	PO/MO/NTO

Continuous improvement
	a) 
b) 
c) 
d) 
	

	7.9
	What percentage of your total workforce have limited term contracts, or work as casual labour?
 If the figure is high please explain why and whether any of these people have worked for you long term.

What have you done to review your employment practices with regard to long term “casual” workers if applicable? What do you do to provide as many employees and directly employed producers as possible with regular employment?
	PO/MO/NTO

Continuous improvement
	 
	

	7.10
	a) Have you discussed working hours with your employees and directly employed producers? 

b) What ways have you found to improve the efficiency of your organisation to avoid excessive workload during peak times of production? Have you done this in collaboration with FT partners?
	PO/MO

Continuous improvement
	a) 
b) 
	


Principle 8

Providing Capacity Building

	N°
	Compliance Criteria
	Applicable to
	Self rating

OK/Imp/NC
	Assessment of compliance   (expand the column as required)

	8.1
	Do you have a plan and budget for capacity building activities for your producers and employees? If not explain why you are unable to do this.
	PO/MO/NTO

Mandatory by Year 2
	 

	

	8.2
	What training and capacity building do you provide for your employees and producers/FT suppliers? 
 
	PO/MO/NTO

Mandatory by Year 4
	
	

	8.3
	As a producer organisation what training have you provided to FT producers and employees with the aim of strengthening their:

a) professional qualifications

b) product quality and designs

c) marketing capabilities (market information, pricing)

d) management capabilities

e) improvement of practices with regard to Fair Trade principles (e.g. children in the production process)
	PO 
Continuous improvement
	a) 
b) 
c) 
d) 
e) 
	

	8.4

	a) As a buyer of FT products what have you done to assist your FT suppliers and producer organisations to improve their management skills, production capabilities and access to markets.
b) If buying through an intermediary organisation, what have you done to support the intermediary to provide training and capacity building to the FT producers?
	MO

Continuous improvement
	a) 
b) 
	


Principle 9

Promotion of Fair Trade

	N°
	Compliance Criteria
	Applicable to
	Self rating

OK/Imp/NC
	Assessment of compliance   (expand the column as required)

	9.1
	Outline any activities you have done to promote and/or raise awareness of Fair Trade and Fair Trade principles internally with your employees and directly employed producers. 
	PO/MO/NTO

Mandatory
	
	

	9.2
	If you buy locally from informal producer groups, have you done anything to promote Fair Trade and its principles to the producers? 
	PO/MO
Mandatory by Year 2
	
	

	9.3
	As a Marketing FTO what have you done to promote Fair Trade and its principles to the general public and consumers?
	MO

Mandatory by Year 2
	
	

	9.4
9.5
	Do you have any on-going and planned promotion of Fair Trade, awareness raising, education, campaigning or advocacy? Include any collaborations with local/national Fair Trade Organisations or FT partners.
	PO/MO/NTO

Continuous improvement
	
	

	9.6
	How do you guarantee that the information you provide to your customers is accurate and truthful about yourself, the products you market and the suppliers and producers of the FT products? 
	PO/MO/NTO
Mandatory
	
	

	9.7
	What advertising and marketing techniques do you use and how do you ensure that these honestly reflect the reality on the ground?
	PO/MO/NTO
Mandatory
	
	


Principle 10

Environment

	N°
	Compliance Criteria
	Applicable to
	Self rating

OK/Imp/NC
	Assessment of compliance   (expand the column as required)

	10.1
	What local and national rules and regulations on environmental practice apply to your business?  Are you able to comply with these?
	PO/MO/NTO

Mandatory
	
	

	10.2

	What additional measures have you taken to minimise negative environmental impacts of your or your FT suppliers’ production with regard to water conservation, protection of water bodies and natural ecosystems, bio-diversity, energy usage and waste?
	PO/MO
Continuous improvement 
	
	

	10.3
	a) Have you undertaken an environmental risk assessment of your supply chains? What are the key environmental challenges?
b) How do you ensure that the products you sell or buy are made from raw materials from sustainable
, sources or grown using sustainable agricultural methods, sourced locally where appropriate and produced with least overall impact on the environment?
	PO/MO

Continuous improvement
	a) 
b) 
	

	10.4
	What information have you provided for consumers, suppliers and producers in responsible use, disposal and production of your products, to minimise their environmental footprint
?
	MO

Continuous improvement
	
	

	10.5
	What education have you provided for your producers and employees about best production practices to minimise energy consumption and emissions into water, air, soil or waste?
	PO

Continuous improvement
	
	

	10.6
	a) Do you use recycled or easily biodegradable materials for packing? Explain the reasons if not.

b) Are your goods dispatched by sea? Explain the reasons if not.
	PO/MO

Continuous improvement
	a) 
b) 
	


Thank you for filling in this form. Now please list supporting documents you used to complete your Self Assessment on the next page.

Supporting documents
Please list the documents which support your answers to the questions in the Compliance Assessment  form 
. Thank you. 

	N°
	Compliance Criteria 
	Describe Document (Name)
	Date / Version
	Location                                                                                                  (online, digital internal or physical) 
	Language(s)
	Page                                         (if applicable)

	 1
	1.1a)
	Mission Statement 
	dd/mm/yy – v*
	 www.[member].com/documents/examplereport 
	 English
	 Na.

	 2
	2.2b)
	Annual Report 2012
	dd/mm/yy – v*
	 Hard Copy at offices / available on local server / Intranet
	English, Spanish
	 P.5

	 
	
	 
	 
	 
	 
	 

	 
	
	 
	 
	 
	 
	 

	 
	
	 
	 
	 
	 
	 

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Section 3

Improvement plan 
While doing their Self Assessment members are required to develop a plan to improve their performance against the Fair Trade Principles. The form below enables you to report on the progress made on your last Improvement plan, and set yourself improvement goals to achieve by the time of your next Self Assessment.

Please fill the boxes in for any of the criteria which you plan to improve on. Please insert the number of the compliance criterion (in the WFTO Fair Trade Standard and in the Compliance Assessment form) to show which compliance criterion you are referring to. Expand the form as necessary. Set a realistic improvement plan for the next 2 years, tackling any serious non compliance. 
You proposed Improvement plan will be agreed or amended together with WFTO. 

	Compliance criteria no. 

	Progress on agreed Improvement plan from last SAR
	Proposed Improvement plan (expand column as necessary)

	e.g. 1.1a or 10.1
	N/A if this is your first Improvement plan
	Action:
When will we do it:

How will we measure:



	
	
	Action:

When will we do it:

How will we measure:



	
	
	Action:

When will we do it:

How will we measure:


	
	
	Action:

When will we do it:

How will we measure:


	
	
	Action:

When will we do it:

How will we measure:



Section 4

Peer proposal form
Peer visits are part of the WFTO Guarantee System. Depending on your level of risk a schedule of Peer visits and Monitoring audits will be set for your organisation (see Ch 7).

You need to fill this in with the Self Assessment which is scheduled in the 2 years before a Peer visit is due
. In this form you need to nominate between 2 to 4 peers (individuals) who would  be able to come to your organisation to carry out your Peer visit. They can be from other FTOs (local or from country / regional networks) or could be a trading partner who could incorporate it with a normal visit. They could also be from a local NGO . You should choose someone who understands Fair Trade and would be able to write a short report at the end of the visit in English or Spanish.

You will need to get their agreement and ask the organisation they work for to endorse their visit to your organisation. WFTO will then select which peer(s) should carry out the visit. You will then need to make the arrangements within a time scale for the visit.

Please fill in the form below and attach the CVs and contact details of the nominees.
	Name of peer and country
	Agreed & endorsed by their org to do visit (tick)
	Organisation they work for and position
	Their email address
	Your relationship with the peer and why you think they are qualified to do this

	
	 FORMCHECKBOX 

	
	
	

	
	 FORMCHECKBOX 

	
	
	

	
	 FORMCHECKBOX 

	
	
	

	
	 FORMCHECKBOX 

	
	
	


Self Assessment Report


Name of FTO		


Date report submitted


Year in which your first GS SAR was submitted	    �








� ‘Suppliers’ throughout refers to the suppliers of Fair Trade products.


� If you send in separate files to give the information in the forms in this section, they will be accepted only if they have all the headings in the tables.


� If relying on another WFTO member’s IMS (with their permission) state the name of the member.


� FTOs are expected to buy the majority of their products from FT suppliers. If there is a Fair Trade source for a particular product available, FTOs are expected to purchase from that source if possible. However it is recognised that an FTO may need to buy some products which are not specifically Fair Trade to make up their range of products.


� They must be monitored at least against the core Fair Trade Principles (see Ch. 6.3 ‘Supply chain management’ Appendix 1.)


� Please note that if this is your second SAR under the Guarantee System then Mandatory by year 2 criteria are now mandatory. By the time of your third SAR all criteria except Continuous improvement criteria, become mandatory.


� The full definitions of these categories can be found in the WFTO Fair Trade Standard document Ch 6.


� For example demonstrates via a business plan, annual report, written plans on social or economic improvements and concrete evidence of actions you have taken. 





� The PO/MO has to develop detailed information on their FT producers (i.e. producer/supplier profiles) that includes information about the kind of organisation, number of members/producers, their social and economic background, location, production, etc.





� Unfair competition is defined as any deliberate action to harm competitors.


� Ensuring that at least minimum wage level is met.


� Employment contracts with clear payment terms and pay slips to demonstrate fair wages paid.


� See the UNICEF website for the full text of the UN Convention on the Rights of the Child.


� Forced labour takes different forms including debt bondage, trafficking and other forms of modern slavery (ILO).


� Sometimes even well intended services can lead to undue dependence or restriction of freedom, e.g. loan schemes that keep producers in long-term debt and oblige them to remain in the group, keeping original identity papers of workers while employed etc. 


� e.g. by flexible working hours, childcare support, leave if family members are ill.


�This can be done internally or with external experts.





� We need to ensure that FTOs do not use limited term contracts, or apprenticeship as a means to avoid social security for employees.


� Training may be provided internally or externally. 





� Products made from raw materials from sustainable sources or grown using sustainable agricultural methods, sourced locally where appropriate. "Sustainable" means "without exhausting natural resources or causing severe ecological damage" (Collins English Dictionary). In Fair Trade we recognise our responsibility to nurture the earth's resources so that they continue to be available for the generations that come after us.





� Environmental footprint: The effect that a person, company, activity etc. has on the environment, for example the amount of natural resources that they use and the amount of harmful gases that they produce. Source – Cambridge Business English Dictionary


� Please overwrite examples


� Refer to compliance criteria in your Compliance Assessment form.


� The office can inform you when your Peer visit is scheduled.
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