

[bookmark: _Toc347375046][bookmark: _Toc58003631][image: ]
Contents


HAWA DDS
Operator Due Diligence Requirements
HAWA-DD-03 Version 1.0
Version 1.0
HAWA Standard 


Contents	2
A	Introduction.	3
B	Scope	3
C 	Definition of legal timber	3
D	Standard effective date	3
E 	Version history	3
F	References	4
Due Diligence Requirements.	5
1. Documented system	5
2. Quality control.	5
3. Access to information	5
4. Risk assessment	7
5. Risk mitigation	8
Annex 1: Forest harvesting & Trade in Viet Nam - Legality Framework	10
Annex 2: Forest harvesting & trade in countries other than Vietnam - Legality Framework	11
Annex 3: Reclaimed materials	21
Annex 4: Requirements for evaluating certification and verification standard systems	24
Legality Definition	24
Supply-chain & Chain of Custody requirements	27
Quality Assurance Requirements	28
Annex 5: Multi-site & Group organisations (that work on the behalf of members/sites)	33
1. Eligible operations	33
2. Central Office requirements	34
3. Requirements for Sites and Group members	35
Annex 6: Group and Multi-Site eligibility requirements	37


[bookmark: _Toc58003632]A	Introduction
This HAWA Standard ('the Standard') describes the due diligence requirements for Operators selecting to implement their own due diligence system.
The Standard is developed to set out requirements for the system that Operators shall implement in order for them to fulfil specific aspects of their role and their use of the HAWA DDS Platform.
Note on the use of this Standard:
All aspects of this document are considered to be normative, including the scope, effective date, references, terms and definitions, requirements, notes, tables and annexes, unless otherwise stated. 
[bookmark: _Toc58003633]B	Scope
The requirements of this standard are applicable to Operators using the HAWA DDS Platform and selecting to implement a due diligence system to manage risks. 
It is underlined that the use of this standard is voluntary and should only be applied when Operators choose to implement their own due diligence system.
Implementing a due diligence system may be relevant for Operators that import non-certified material, or where risks are identified, that need additional risk mitigation efforts. 
Example:
A seller of material may choose to implement a due diligence system to provide assurance that the material entered into the HAWA DDS Platform is low risk of illegal logging. If doing so the Seller should use the HAWA-DD-03 requirements to ensure a strong due diligence system with high level of integrity. The Seller may also choose to ask a Verification Body to verify the results of the due diligence independently.
[bookmark: _Toc24458063][bookmark: _Toc58003634]C 	Definition of legal timber
The HAWA DDS definition legal timber is based on the Vietnam VPA Legality Definition in the case of wood which is harvested domestically from within Viet Nam (see Annex 1). 
For timber which is harvested outside of Viet Nam, HAWA has adopted the legality definition developed by NEPCon, which have been used by NEPCon as part of their process to be recognised as a Monitoring Organisation within the EU. Until this definition has been clarified, Annex 2 serves as the definition of legality for imported wood products.
This definition of timber legality will be revised and updated according to any new legislation or requirements passed by Vietnamese government in relation to laws connected with the VPA, as well as changes to regulatory requirements of international markets such as the EU Timber Regulation.
[bookmark: _Toc58003635]D	Standard effective date
Version 1.0 of the HAWA-DDS-03 was approved by HAWA Chairman on …/…/2021.
These requirements will be updated periodically – and at least every three years – and will replace previous versions from the date of publishing. 
[bookmark: _Toc58003636]E 	Version history	
Version 1.0 of this standard was published on …/…/2021
[bookmark: _Toc58003637]F	References
The following sources were instrumental in the development of this Standard: 
· EU Timber Regulation 995/2010
· EU Vietnam VPA
· Draft Vietnam TLAS Decree (Version 3)
	






· NEPCon LegalSource Standard
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	[bookmark: _Toc58003638]Due Diligence Requirements.
The due diligence process can be implemented before the Primary Entry of material into the HAWA DDS Platform or be conducted on material purchased within or outside the Platform. The DD process may be conducted by: i) sellers prior to sale or; ii) buyers prior tore-sale.
Any due diligence process shall be covered by procedures, as outlined in HAWA-DD-02, as well as meeting the following specific requirements for the due diligence process.
	[bookmark: _Toc58003639]Documented system
	

	1.1 The Operator shall have in place written procedures covering all applicable elements of the activities related to the DDS. 
NOTE: Depending of the role of the Operator (e.g. importer), this may include a full due diligence system to access information, as well as assessing and mitigating potential risks.	

	The procedures should reflect the activities of the Operator. If the Operator only buys and sells timber or timber products that have a verified low risk, the procedures should reflect this simplicity. There is no need for complex procedures where they are not used in the operation





[bookmark: _Toc58003640]Quality control
	2.1 Internal monitoring shall cover the DDS, including internal entities and group members/sites (where applicable), as well as for any suppliers and sub-suppliers.
2.1.1	All non-conformances and corrective actions identified shall be documented. 
2.1.2	The Operator shall ensure that all non-conformances are addressed and corrected in a timely manner

	Non-conformances can be identified by the Operator itself, during internal monitoring. The Operator should ensure a process to take relevant corrective measures and address root cause issues.

	2.2 The Operator shall address any non-conformances where they have been identified by a Verification Body, in a timely manner.
	Where the Operators uses a VB to evaluate legality and/or conformance to due diligence requirements, the Operator shall ensure that the non-conformances that may have been raised b the VB, are addressed within the timelines assigned by the VB.


[bookmark: _Toc58003641]Access to information
	[bookmark: _Hlk20212075]3.1	The Operator shall have access to information about the products to a level that allows it to:
3.1.1	conclude that input materials originate from forest sources or supply chains with low risk of legal violations or that potential risks have already been mitigated; OR
3.1.2	effectively identify, specify and mitigate risks of producing or receiving illegally harvested, traded or transported material.
	Information about the forest of harvest and supply chain of the product should be detailed enough either to (a) allow an objective and justifiable conclusion of low risk to be made, or (b) identify risks and implement meaningful risk mitigation actions. There is no universal threshold for the level of detail required; rather, the level of detail should be based on an individual evaluation of each supply chain. 
The information requirements increase with risk because meaningful risk mitigation measures can be taken only if the full supply chain and origin are known. 

	
	In this instance documentation and information should be detailed and verifiable to a level that allows an objective conclusion about risk. This may be documented evidence that material originates from an area with verified low risk rating or an area with no or very limited indications of illegal harvesting.

	
	Where a low risk conclusion cannot be made, information and evidence should be collected and analysed in order to provide a clear picture of the risks present for the specific supply chain.

	3.2	The Operator shall ensure that changes to supply chains are identified prior to these changes being made.
3.2.1 For Primary Entries, the Operator shall ensure that suppliers (if any) inform the Operator about changes to the sourcing of material before these are being made (if applicable).
3.2.2 For Secondary Entries the Operator shall verify that the information and evidence received through the HAWA DDS Platform is up-to date.
	Changes to supply chains or the origin of material may change the risk profile of the product. Therefore, the Operator should take proactive steps to ensure that they always have up to date information about the origin or supply chains before such changes are implemented. 

	
	

	3.3	The Operator shall ensure that:  
	It is suggested that requirements are made formally (e.g. via purchase orders or contracts) between buyer and seller that the seller provides this information as required.
The use of evidence and other information is a key part of the risk assessment. However, it is key that the information contained in such evidence are related to the products or material and can be validated.

	3.3.1	information and evidence are relevant to indicate legality;
	Information should be accessible at relevant levels in the supply chain and cover relevant needs for information and evidence. It is not the intention that evidence shall be collected without a specific relevance to ensuring due diligence. 

	3.3.2	information and evidence are valid and verifiable; and,
	Operator should verify that information is valid (not falsified or outdated). This may include to evaluate the validity of different types of evidence and the information they contain. 

	3.3.3	information and evidence can be related to the relevant product or supply chain. 
	A key aspect of information management is to ensure that information (and evidence) from the supply chain or the forest area can be related to the actual products or supply chains in question. There should be evidence that information and provided documents are linked to the products. 

	3.4        All information available shall be uploaded to the HAWA DDS Platform together with verifiable evidence.
	


[bookmark: _Toc58003642]Risk assessment
	4.1      The Operator shall conduct risk assessment for all material with the exception of:
4.1.1 Material certified or verified against a credible third-party scheme which fully conforms with the requirements of the HAWA DDS, as outlined in Annex 04. 
4.1.2 Material which fully conforms with the definition of post-consumer reclaimed, as outlined in Annex 3, with a low risk that the material may contain or be contaminated with pre-consumer reclaimed or virgin material; and,
4.1.3 Material verified by a VB as having a low risk of illegal harvesting and/or trade. 
	

	4.2	The Operator shall assess and specify the level of risk of illegal forest products being produced or entering the supply chain, including the following issues:

	The risk assessment process will in many cases take place through an iterative process where each iteration provides added layers of detail, until a firm conclusion can be reached. The process may start by identifying the general level of risk from a sourcing country or area (using generally available information such as the CPI, or information about illegal harvesting). The next step may be to further specify risks using more detailed information such as is available in the Global Forest Registry, as well as applying the risk assessment more specifically to individual supply chains and species. 

	4.2.1 	risk of legal violations related to forest harvesting activities;
NOTE:	Use Annex 1 or 2 to specify risks where applicable.

	The country of origin is normally the first general level of the risk assessment that can be used to identify where further risk specification should be carried out. 
NOTE: Detailed risk evaluations exist for some countries within the FSC Controlled Wood framework and NEPCon’s Sourcing Hub www.nepcon.org/sourcinghub. 

	4.2.2 	risk of legal violations in relation to trade and transport of the products; and
NOTE:	Use Annex 1 or 2 to specify risks where applicable.
	Even if material is from legally harvested forests, there may be illegal activities in the supply chain relating to its trade, transport or processing. 


	4.2.3	risk that the material is mixed with material of illegal or unknown origin somewhere during transport, processing or storage.

	The types of material being handled, and the risk of mixing shall be evaluated throughout the supply chain, in order to assess the risk that material of unknown or illegal origin is mixed into the supply chain.
Where risks are specified relating to the species or origins of the material, DNA, Isotopic or fibre analysis may be applied to support verification of information


	4.4	The Operator shall document and record in the HAWA DDS Platform, the risk assessment process and provide justification for the degree of risk specified for each individual origin or supply chain.


	The description of risk needs to be justified and described using clear arguments for the findings. 

	4.5	The risk assessment shall determine the level of risk as either low risk or specified risk.
Note: Based on the risk assessment the Operator shall enter a conclusion in the HAWA DDS Platform as ‘Possibly Low risk’, ‘Unable to Identify the risk’, and ‘Possibly High risk’

	For low risk sources, Operators are not required to undertake any risk mitigation measures and the material can be considered to be in conformance with the HAWA Requirements. 
Where risks cannot be classified as low, they shall be concluded as specified risk. The specification of risk shall be carried out in a way that allows the Operator to effectively mitigate those risks (according to requirements in Section 8). 
Operators using these requirements to demonstrate compliance with the EUTR should be aware that low risk equates to negligible risk.


[bookmark: _Toc58003643][bookmark: _Hlk27662552]Risk mitigation
	[bookmark: _Hlk27662510]5.1 	The Operator shall develop and implement efficient and justified measures for mitigating any specified risks.
	Risk mitigation shall address specified risks. The more detailed the risk assessment is, the easier it will be to identify appropriate risk mitigation measures. 

	5.2 	The Operator shall document and record in the HAWA DDS Platform the risk mitigation actions taken, and justify the effectiveness of risk mitigation measures.
	When risk mitigation measures have been implemented, the Operator shall be able to evaluate their effectiveness and describe how these measures have mitigated the specified risks. 

	5.3	The Operator shall not produce, process, trade or transport timber and timber products under the scope of its due diligence system if the origin is unknown.
	This requirement aims at ensuring that material with unknown origin or material with high risk of illegal harvesting or trade is not being used by the Operator without appropriate risk mitigation. Materials with specified risk of illegal trade or harvest may only be included in the DDS scope once the risks have been effectively mitigated.




[bookmark: _Toc24458073][bookmark: _Toc58003644]Annex 1: Forest harvesting & Trade in Viet Nam - Legality Framework  
This Annex refers directly to Annex II of the Vietnam VPA. It comprises the definition of legality at the forest level and in the supply chain as well as verifiers for evaluating conformance to applicable legislation by processing and trade entities. The criteria can support the specification of risk and subsequent risk mitigation in the supply chain.




[bookmark: _Toc24458074][bookmark: _Toc58003645]Annex 2: Forest harvesting & trade in countries other than Vietnam - Legality Framework  
This Annex contains the requirements for evaluating the risk of illegal activities occurring at the forest level outside Vietnam and in the supply chain as well as verifiers for evaluating conformance to applicable legislation by Vietnamese processing and trade entities. The criteria can be used for specification of risk and subsequent risk mitigation in the supply chain.
Note that the Verifiers are examples that can be used as appropriate.
	Legality categories and sub-categories
	Verifiers
	Guidance

	· Legal rights to harvest
	General requirement: The legal status of the FME shall be clearly defined and its boundaries delineated. The legal right to operate has been legally obtained and includes legal right to operate and to harvest timber from within the defined FMU.
	

	1.1 Land tenure and management rights
	Examples of verifiers:
· The Land registry shall confirm ownership and validity of property deed.
· Tax authorities shall confirm valid tax registration.
· Valid business registration documents shall exist.
· The business register shall confirm valid business licenses to operate within the jurisdiction.
· In areas with land ownership conflicts, consultation with neighbours, local communities and others shall confirm that land tenure rights are clear.
· Stakeholder consultation should confirm that registration of FME has been granted following legally prescribed processes.
· Stakeholder consultation should confirm that legal status of the operation or rights for conducting the established activities are not subject to court orders or other legally established decisions to cease operations.
· The management contract or other agreements with the owner or manager shall indicate clear management rights.
· The issuance of legal rights and registration shall be subject to public disclosure prior to commencement of any activities within FMUs.
· Inspections of harvesting Sites shall confirm that harvesting takes place within property limits (including felling, transport and log landings).
	The focus of this category is relevant legislation covering land tenure rights, as well as management rights that include the use of legal methods to obtain tenure rights and management rights. The legislation also covers legal business registration and tax registration, including relevant legally required licenses. 
Risk may be encountered where land tenure or management rights have not been issued according to prevailing regulations, or the process of issuing land tenure and management rights has involved corruption. 
The intent of this sub-category is to assure that any land tenure and management rights have been issued according to the legislation. 

	1.2 Concession licenses


	Examples of verifiers:
· A valid concession license agreement shall exist.
· Evidence that proper legal procedures shall be followed to obtain concession licenses.
· The process of obtaining concessions shall follow an open and transparent process based on clear criteria and be confined to eligible Organisations. 
· Independent stakeholder consultation shall confirm that legal procedures have been followed to obtain concession licenses.
	The focus of this category is legislation regulating procedures for issuing concession licenses, including use of legal methods to obtain concession licenses. 
Bribery, corruption and nepotism are well-known issues associated with concession licenses.
The intent of this sub-category is to avoid situations where Organisations are obtaining concession licenses via illegal means such as bribery, or where Organisations or entities that are not eligible to hold such rights do so via illegal means.
When evaluating the risk in this sub-category, identify situations where due process has not been followed. In those instances, the concession rights can be considered as issued on an illegal basis. 
The level of corruption in the country, or sub-national region of harvest, is considered to be a significant factor when considering the likelihood of a concession license being illegally issued. Therefore, corruption indicators (CPI) should be considered when evaluating risks.

	1.3 Management and harvesting planning

	Examples of verifiers:
· Approved forest management plans shall exist for the FMU where the harvesting is taking place.
· Forest management plans shall contain all legally required information and procedures.
· Annual operating or harvesting plans shall be in place and approved by legally competent authorities.
· Annual operating or harvesting plans shall contain information and procedures, according to all legal requirements.
· The contents of the operating and harvesting plans shall be consistent with approved forest management plans.
· If legally required, plans for carrying out harvesting operations shall be subject to public disclosure and objections prior to commencement.
· If legally required, harvesting restrictions shall be identified in management plans and maps.
· Harvesting inventories shall be conducted according to legal requirements.
· Field verifications shall indicate that the requirements described in the management/harvesting plans are adhered to in the field.
· Stakeholder consultation shall indicate that the forest management plan has been approved according to legally prescribed process.
· The contents of the management plan shall be technically sound and consistent in meeting legal requirements.
	The focus here is any legal requirements for management planning, including conducting forest inventories, having a forest management plan and related planning and monitoring, as well as approval of these by Competent Authorities (taking into consideration the risk of corruption). 
The key risk factor is a poor-quality management plan resulting in overharvesting or environmental damage. 
The risk that the required management planning documents are not in place or not approved by competent authorities should also be considered.

	1.4 Harvesting permits

	Examples of verifiers:
· Harvesting permits (license or similar legal document governing the harvesting of forest resources) shall exist.
· Harvesting limits shall be clearly defined based on maps and quantities.
· Authorities shall confirm the validity of the harvesting permit.
· Stakeholder consultation shall confirm that the harvesting permit has been issued – according to the relevant laws and regulations – by the legally designated Competent Authority.
· Field inspection shall confirm that harvesting takes place within limits given in the harvesting permit.
· Field inspection shall confirm that information regarding area, species, volumes and other details provided in the harvesting permit are correct and within limits prescribed in the legislation.
· Field inspection shall confirm that all harvesting restrictions given in the harvesting permit are observed such as buffer zones, protected trees, placement of logging trails, etc.
	The focus of this category is legislation regulating the issuing of harvesting permits, licenses or other legal documents required for specific harvesting operations, including the use of legal methods to obtain the permit. 
The intent of this sub-category is to avoid situations where harvesting permits have not been issued, were obtained via illegal means such as bribery, or were issued for areas or species not eligible for harvesting. 
Bribery is a well-known issue in some jurisdictions in connection with the issuing of harvesting permits. Bribery can be used to obtain harvesting permits for areas and species that should not be harvested according to the legislation (e.g. protected areas, areas that do not fulfil requirements of minimum age or diameter, species that cannot be harvested etc.). In cases where harvesting permits classify species and qualities to estimate fees, corruption and bribery can be used to classify products that will result in a lower fee. The level of corruption in a country or sub-national region is considered to play an important role and corruption indicators (CPI) should therefore be considered when evaluating risks.

	· Taxes and fees
	General	requirement: The FME shall fulfil requirements in relation to all obligatory taxes, fees and/or royalty payments associated with maintaining the legal right to harvest and permitted harvesting volumes.
	

	2.1 Payment of taxes, royalties and harvesting fees

	Examples of verifiers:
· Evidence shall exist for payments of harvesting-related royalties, taxes, harvesting fees, area taxes and other charges.
· Volumes, species and qualities given in sales and transport documents shall match the fees and royalties paid.
· Organisation shall be current with all applicable taxes and fees related to the maintenance of the right to harvest/manage the forest.
· Authorities shall confirm that the operation has paid all applicable fees.
	Consideration should be given to legislation covering payment of all legally required forest harvesting-specific fees such as royalties, stumpage fees and other volume-based fees; as well as payments of the fees based on correct classification of quantities, qualities and species.
Other taxes related to the maintenance of the legal rights to harvest and manage the forest should also be considered (e.g. area-based taxes).
Incorrect classification of forest products is a well-known issue, often combined with bribery of officials in charge of controlling the classification.

	2.2 Value-added taxes and other sales taxes
	Examples of verifiers:
· Sales documents shall include applicable sales taxes.
· Evidence for payment of sales taxes shall exist.
· Volumes, species and qualities given in sales and transport documents shall match the fees paid.
· Sales prices shall be in line with market prices.
· Harvested species, volume and qualities shall match the sales documents.
· Authorities shall confirm that the operation is up-to-date in payment of applicable sales taxes.
	This relates to legislation covering different types of sales taxes that apply to the material being sold, including selling material as growing forest (standing stock sales). 
Tax avoidance can occur by selling products without official sales documents or selling products far below the market price combined with unofficial payments.

	· Timber harvesting activities
	General requirement: The FME shall operate in conformance with legal requirements relating to the harvesting and in-forest processing of forest products. Management plans and annual operating plans – as required by law – shall exist, contain accurate information and be adequately implemented. 
	

	3.1 Timber harvesting regulations
	Examples of verifiers:
· Harvesting shall be conducted within the authorised boundaries of the FMU.
· Harvesting shall not take place in areas where harvesting is legally prohibited.
· Tree species or selected trees found within the FMU of which felling is prohibited shall be listed in operational plans.
· Harvesting restrictions shall be observed in the field.
· Tree species or selected trees found within the FMU for which felling is prohibited shall be protected from harvest or damage.
· Volumes harvested shall comply with legally approved levels.

Forest management verifiers (relevant only to evaluation of FMEs)
· Forest management activities shall be conducted in accordance with approved plans and legislation.
	This section covers legal requirements for harvesting techniques and technology, including selective cutting, shelter wood regeneration, reduced impact logging, clear felling, transport of timber from felling Sites and seasonal limitations, etc. 
Typically, this includes regulations on the size of felling areas, minimum age and/or diameter for felling activities and elements that shall be preserved during felling etc. Establishment of skidding or hauling trails, road construction, drainage systems and bridges etc. shall also be considered as well as planning and monitoring of harvesting activities. Any legally binding codes for harvesting practices shall be considered.
Identifying trees in the field may include tree marking of trees not allowed for harvesting, or only marking of protected species/trees.
Related to forest management (relevant only for forest management compliance evaluation) this criterion covers legal requirements for forest management, in addition to issues directly related to harvesting. 

	3.2 Protected Sites and species

	Examples of verifiers:
· If required by the legislation, all legally protected areas (including species habitats) shall be included in the management plan or related documentation.
· Legally established procedures for surveying, managing and protecting endangered or threatened species within the management unit shall be followed.
· Regulations relating to protected areas, set-aside areas, protected species and hunting shall be observed.
	This category covers legislation related to protected areas as well as protected, rare or endangered species, including their habitats and potential habitats. 
Note that protected areas may include nature reserves as well as protected cultural sites, including sites with historical monuments
The intent of this category is to avoid the risk of harvesting within protected Sites or areas as well as illegal harvest of protected species.
For FMUs this issue shall relate to all forest management activities.

	3.3 Environmental requirements 

	Examples of verifiers:
· If legally required, Environmental and/or Social Impact Assessments shall be in place and approved by the legally Competent Authority.
· Requirements for environmental monitoring shall be observed.
· Environmental restrictions shall be followed in the field, such as requirements related to soil damage, buffer zones, slope gradient limitations, retained trees, seasonal restrictions, etc.

Forest management verifiers (relevant only to evaluation of FMEs)
· Environmental requirements related to forest management and plantation establishment such as legal requirements for road construction, management of watercourses, use of fire, use of chemicals, fuel use and storage, limitations of conversion etc. shall be adhered to.
	This requirement covers legislation related to environmental impact assessment in connection with harvesting or forest management, acceptable levels of damage or disturbance of soil resources, establishment of buffer zones (e.g. along watercourses, open areas, breeding Sites), maintenance of retained trees on felling Sites, seasonal limitations on harvesting, and environmental requirements for forest machinery. 
Risks in this category should be identified where systematic and/or large-scale non-compliance with legally required environmental protection measures are evident to an extent that threatens the forest resources or other environmental values. 

	3.4 Health and safety
	Examples of verifiers:
· Occupational health and safety requirements shall be observed by all personnel involved in forest harvesting activities.
· Interviews with staff and contractors shall confirm that legally required protective equipment is required/provided by the Organisation.
· Evidence of legally required training and certifications
	The focus of this category is legally required personal protective equipment for persons involved in harvesting (or forest management) activities, use of safe felling and transport practices, establishment of protection zones around harvesting Sites, safety requirements relating to machinery used, and legal and safety requirements in relation to chemical usage. The health and safety requirements that shall be considered relate to operations in the forest (not office work, or activities other than actual forest management). 
The intent of this category is to identify cases where health and safety regulations are being ignored to a degree that puts the health and safety of forest workers at significant risk throughout the forest operation.

	3.5 Legal employment 
	Examples of verifiers:
· If legally required, persons involved in forest harvesting activities shall be employed under a formal contract.
· Persons involved in forest harvesting activities shall be covered by obligatory insurances.
· Persons involved in forest harvesting activities shall hold required certificates of competency for the function(s) they carry out.
· At least the legally established minimum salaries shall be paid for personnel involved in forest harvesting activities.
· Salaries shall be paid officially and declared by the employer according to requirements for personnel involved in forest harvesting activities.
· Minimum age shall be observed for all personnel involved in forest harvesting activities.
· Minimum age shall be observed for all personnel involved in hazardous work.
· Stakeholders shall confirm that forced or compulsory labour is not occurring in forest harvesting activities.
	The focus of this category is legal obligations relating to employment of personnel involved in harvesting (or forest management) activities including the requirement for contracts and working permits, obligatory insurances, certificates of competency and other training requirements. Furthermore, the points cover compliance with minimum working age stipulations (including for hazardous work), legislation against discrimination and forced and compulsory labour; and freedom of association. 
The intent is to enable identification of systematic or large-scale non-compliance with labour and/or employment rules and regulations. The objective is to identify where serious violations of the legal rights of workers take place, such as forced, under-age or illegal labour.


	· Third parties’ rights
	General requirement: Legally recognised customary rights shall be taken into account in the management of forest resources
	

	4.1 Customary rights
	Examples of verifiers:
· Stakeholder consultation shall confirm that customary rights are observed during forest management/harvesting activities.
	The focus here is legislation covering customary rights relevant to forest management/harvesting activities including requirements relating to sharing of benefits and tenure rights.

	4.2 Free, Prior and Informed Consent (FPIC)
	Examples of verifiers:
· Stakeholder consultation shall confirm that legal requirements related to Free, Prior and Informed Consent were observed where third parties’ rights were relinquished to a third party.
	This category covers legislation relating to Free, Prior and Informed Consent (FPIC) – in connection with transfer of forest management rights and customary rights to the Organisation in charge of the forest management/harvesting operation. Transfer of the harvesting rights by the owner is done using free will (not forced) prior to the harvest, with full knowledge of the consequences of the decision. Some legislation may not specifically mention FPIC, but have other, similar, legislation in place with the same intent.  

	4.3 Indigenous and traditional peoples' rights
	Examples of verifiers:
· Stakeholder consultation shall confirm that Indigenous/traditional peoples’ established rights are not violated in relation to forest management/harvesting activities.
	The focus here is legislation that regulates the rights of indigenous people as far as those rights relate to forestry activities. Possible aspects to consider are land tenure; and the right to use certain forest-related resources or practice traditional activities, where these may involve forest lands.

	· Trade and transport
	General requirement: The FME shall adhere to applicable transport, trade, import or export regulations, procedures and restrictions.
	

	5.1 Classification of species, quantities, and qualities
	Examples of verifiers:
Products shall be correctly classified (species, quantities, qualities etc.) on sales documents, Customs declarations and other legally required documents.
	This category relates to legislation regulating how harvested material is classified in terms of species, volumes and qualities in connection with trade and transport. Incorrect classification of harvested material is a well-known method of reducing/avoiding payment of legally prescribed taxes and fees. 
The threshold at which material or products should be considered illegal should be established based on the risk that material is traded under false statements of species, quantities or qualities. This could cover cases where this type of false classification is implemented to avoid payment of royalties or taxes – or where trade bans on product types or species are implemented locally, nationally or internationally. This is mainly an issue in countries with high levels of corruption (CPI<50).

	5.2 Trade and transport

	Examples of verifiers:
· Species and product types shall be legally traded.
· Required trade permits shall exist and be documented.
· All required transport documents shall exist and be documented.
· Volume, species and qualities shall be classified according to legal requirements.
· Documents related to transportation, trade or export shall be clearly linked to the specific material in question.

	All required trading and transport permits shall exist and be documented.
These documents include legally required removal passes, waybills and other documents permitting the removal of timber from the harvesting Site.
In countries with high levels of corruption, these documents are often faked or obtained using bribery. 
In cases of illegal logging, transport documents from Sites other than the actual harvesting Site are often provided as fake proof of legality of the harvested material.

	5.3 Offshore trading and transfer pricing
	Examples of verifiers:
· If illegal in the country of the supplier or sub-supplier, the products shall not have been traded through countries known as 'tax havens'.
· There shall be no illegal manipulation in relation to the transfer pricing.

	This category relates to legislation regulating offshore trading. 
Offshore trading with related companies placed in tax havens – combined with artificial transfer prices – is a well-known way to avoid payment of legally prescribed taxes and fees to the country of harvest.
Many countries have established legislation covering transfer pricing and offshore trading. 
When products are sold out of the country for prices that are significantly lower than market value, and then sold at market prices to the next entity in the supply chain, it is usually a clear indicator of money laundering or tax evasion. Commonly, the products are not physically transferred to the trading company.

	5.4 Customs regulations 

	Examples of verifiers:
· Products shall be correctly classified (type, Customs code, species, quantities, qualities, etc.). 
· All required import and exports permits shall be in place.
· Evidence of payment of custom fees/charges
	Relevant here is Customs legislation covering areas such as export/import licenses, product classification (codes, quantities, qualities and species). 

	5.5 CITES
	Examples of verifiers:
· All cross-border trade of CITES-listed species shall be documented and accompanied by required export, import and re-export certificates issued by Competent Authorities (CITES Management Authorities).
	The focus of this category is the requirement for CITES permits (the Convention on International Trade in Endangered Species of Wild Fauna and Flora, also known as the Washington Convention).

	· Processing
	General requirement: Processing of timber shall comply with applicable legislation related to handling and processing of wood.
	

	6.1 Legal Registration of business
	Legislation regulating the registration of business and approval of scope of business and processing. 
Examples of verifiers:
· companies shall be operating in conformance with legal requirements with regards to legal obligations on business registration (business/sawmill license, operation visas, tax payment cards, approvals, etc.).
	





[bookmark: _Toc58003646][bookmark: _Toc24458075]Annex 3: Reclaimed materials  
This Annex contains the definition of reclaimed material according to the HAWA DDS Platform. The criteria can be used for specification of risk (that material is or is not post-consumer reclaimed material) and subsequent risk mitigation in the supply chain.
	Material category
	Definition
	Guidance

	Post-consumer reclaimed material
	Wood and wood-products that have completed their life cycle and would otherwise be disposed of as waste.
Material that is reclaimed from a consumer or commercial product that has been used for its intended purpose by individuals, households or by commercial, industrial and institutional facilities in their role as end-users of the product.
	Examples of sources of post-consumer reclaimed material:
· Commercial waste (Retail, Office, Small Business);
· Construction and Demolition Debris;
· Fibres and solid wood recovered from landfills, transfer stations, and Material Recovery Facilities
· Industrial Packaging and Administrative wastes (does not include process wastes);
· Institutional (schools) and residential waste
Examples of post-consumer reclaimed material:
· Reclaimed wood material
· Commercial Transport Packaging including pallets, crates, cases, cable drums at the end of their useful life
· Construction and Demolition debris including doors, flooring, old cabinets, mouldings, and dimensional lumber, discarded wood packaging e.g. pallets and cable drums. Wood reclaimed through 'Deconstruction" e.g. salvaged dimensional lumber and architectural elements;
· Damaged Stock and Rejected Products manufactured from post-consumer wood products, including deconstructed building materials, or wood reclaimed from construction and demolition (C&D) debris; 
· Used telephone poles, railroad ties, building materials, furnishings, cabinets, shop fittings, shelving etc. that have been used for their intended purpose by residential, commercial, or industrial consumers; 
· Off-cuts, shavings, sawdust and the like generated during the re-milling of postconsumer wood products, deconstructed building materials, or wood reclaimed from C&D debris.
· Commercial transport packaging 
· Reclaimed Paper materials:
· Computer printouts 
· Magazines, direct mail, home office materials, and boxes 
· Old magazines from residential or office collections 
· Old newspapers from residential or office collections 
· Reclaimed household scrap paper and packaging, including old newspapers 
· Reclaimed office wastepaper 
· Used corrugated boxes Used tabulating cards

	Pre-consumer reclaimed material
	Material that is reclaimed from a process of secondary manufacture or further downstream industry, in which the material has not been intentionally produced, is unfit for end use and not capable of being re-used on-site in the same manufacturing process that generated it. 
	Examples of sources of pre-consumer reclaimed material:
· Municipal Sources
· Commercial, Institutional or Industrial Sources
· Process waste from converters and secondary manufacturing onwards
Examples of pre-consumer reclaimed material:
· Reclaimed Wood materials
· Damaged stock, rejected products, overstock, discontinued items not used for their intended purpose; 
· Offcuts, shavings, sawdust, and the like, generated during secondary manufacture or subsequent steps in manufacturing an end product
· All scrap generated during the intermediate steps in producing an end product following primary manufacturing (i.e. post-mill); 
· Bindery trim and scrap; 
· Forms conversion scrap; 
· Merchant return stock; 
· Obsolete inventories from distributors, printers, converters and others beyond the original manufacturer; 

· Reclaimed paper materials
· Over-issue publications; 
· Printers’ scraps, pre-printing, make-ready, overruns, errors, rejections; 
· Publisher overruns and returns; 
· Scrap from product manufacturing, including bag, box and carton manufacturing; 
· Scraps from converters, mail order houses, others in value-added chain; 
· Sheeting scrap from converters

	Not accepted as reclaimed wood material
	Reclaimed material cannot be obtained from primary processing.
Off-cuts produced from virgin parent materials that are discarded by a primary or secondary production process but that have properties allowing them to be reused.
	Examples of material not accepted as reclaimed:
· Wood material in the form of off-cuts produced from virgin parent materials that are discarded by a primary or secondary production process but that has properties allowing it to be reused on site by being incorporated back into the same manufacturing process that generated it.
· Co-products from virgin parent materials (example: Offcuts, shavings, sawdust, and the like, generated during primary manufacture of logs).
· Forestry Waste: any virgin material considered as forest or urban waste. (e.g. branches, small or rotten pieces of wood, trunks of old trees and palms planted for food production, salvaged urban trees and underwater salvaged trees). 
· Materials that are discarded by a manufacture process but that has properties allowing it to be reused on site by being incorporated back into the same manufacturing process that generated it. Examples:
· Dry paper trimmings from production or on-site sheeting and converting operations;
· Faulty paper at the mill;
· Mill broke, trim and scrap reused onsite in the same manufacturing process;
· Obsolete inventories at the mill;
· Wet paper removed from the paper machine.






[bookmark: _Toc24458076][bookmark: _Toc58003647]Annex 4: Requirements for evaluating certification and verification standard systems
The below framework contains the principles, criteria and indicators used for evaluating certification systems.
[bookmark: _Toc454885172][bookmark: _Toc24458077][bookmark: _Toc58003648]Legality Definition
	P
	C
	I
	Requirements
	Definition and guidance for evaluation

	1
	 
	 
	Legal compliance
	The System shall contain a legality definition, including applicable legislation related to harvesting, trade and transport enabling efficient evaluation of legal compliance where needed. The Standard shall clearly specify the applicable laws that shall be complied with in order for harvesting and trade of timber to be considered legal. In this regard it shall not be considered adequate to include only a generic statement such as "all relevant laws and regulations shall be met". The Standard shall contain requirements that relate to or cover applicable legislation as defined by the categories below.

	1
	1
	 
	Legal rights to harvest
	

	1
	1
	1
	Land tenure and management rights
	The standard shall include requirements that ensure compliance with legislation covering land tenure rights, including customary rights as well as management rights incorporating the use of legal methods to obtain tenure rights and management rights. The standard should also cover legal business registration and tax registration, including relevant legal required licenses. There shall be requirements to ensure that licenses, right of tenure and management rights have been issued according to the legally prescribed procedure and excluding corrupt practices.

	1
	1
	2
	Concession licenses
	The standard shall include requirements that ensure compliance with legislation regulating procedures for the issuing of concession licenses, including use of legal methods to obtain concession licenses. Bribery, corruption and nepotism are recognized issues in connection with concession licenses.

	1
	1
	3
	Management and harvesting planning
	The standard shall include requirements that ensure compliance with legislation and legal requirements for management planning, including conducting forest inventories, having a forest management plan and related planning and monitoring, as well as approval of these by competent authorities.

	1
	1
	4
	Harvesting permits
	The standard shall include requirements that ensure compliance with legislation regulating the issuing of harvesting permits, licenses or other legal documents required for specific harvesting operations. This requirement includes the use of legal methods to obtain the permit. Corruption is a well-known issue in connection with the issuing of harvesting permits.

	1
	2
	 
	Taxes and fees
	 

	1
	2
	1
	Payment of royalties and harvesting fees
	The standard shall include requirements that ensure compliance with legislation covering payment of all legally required forest harvesting-specific fees such as royalties, stumpage fees and other volume-based fees. This requirement includes payments of the fees based on correct classification of quantities, qualities and species. It also considers taxes related to the maintenance of the legal rights to harvest and manage the forest (e.g. area-based taxes).

	1
	2
	2
	Value-added taxes and other sales taxes
	The standard shall include requirements that ensure compliance with legislation covering different types of sales taxes that apply to the material being sold, including selling material as growing forest (standing stock sales).

	1
	3
	 
	Timber harvesting activities
	 

	1
	3
	1
	Timber harvesting regulations
	The standard shall include requirements that ensure compliance with legal obligations for harvesting techniques and technology including selective cutting, shelter wood regeneration, clear felling, transport of timber from felling sites and seasonal limitations etc. Typically, this includes regulations on the size of felling areas, minimum age and/or diameter for felling activities and elements that shall be preserved during felling etc. Establishment of skidding or hauling trails, road construction, drainage systems and bridges etc. shall also be considered as well as planning and monitoring of harvesting activities. Any legally binding codes for harvesting practices shall be considered.

	1
	3
	2
	Protected sites and species
	The standard shall include requirements that ensure compliance with legislation related to protected areas as well as protected, rare or endangered species, including their habitats and potential habitats. Note that protected areas may include protected cultural sites, including sites with historical monuments.

	1
	3
	3
	Environmental requirements
	The standard shall include requirements that ensure compliance with legislation related to environmental impact assessment in connection with harvesting, acceptable levels of damage and disturbance of soil resources, establishment of buffer zones (e.g. along watercourses, open areas, breeding sites), maintenance of retained trees on felling sites, seasonal limitations on harvesting, and environmental requirements for forest machinery.

	1
	3
	4
	Health and safety
	The standard shall include requirements that ensure compliance with legislation related to personal protective equipment for persons involved in harvesting activities, use of safe felling and transport practices, establishment of protection zones around harvesting sites, and safety requirements relating to machinery used, and legal and safety requirements in relation to chemical usage. The health and safety requirements that shall be considered relate to operations in the forest, including in-forest processing (not office work, or activities other than actual forest operations).

	1
	3
	5
	Legal employment
	The standard shall include requirements that ensure compliance with legislation for employment of personnel involved in harvesting (and in-forest processing) activities including requirements for contracts and working permits, requirements for obligatory insurances, requirements for certificates of competence and other training requirements, and payment of social and income taxes withheld by the employer.  Furthermore, the requirements shall cover observance of the minimum working age and minimum age for personnel involved in hazardous work, legislation against forced and compulsory labour, and discrimination and freedom of association.

	1
	4
	 
	Third parties’ rights
	 

	1
	4
	1
	Customary rights
	The standard shall include requirements that ensure compliance with legislation covering customary rights relevant to forest harvesting activities including obligations relating to sharing of benefits, and indigenous rights.

	1
	4
	2
	Free, Prior and Informed Consent
	The standard shall include requirements that ensure compliance with legislation covering 'Free, Prior and Informed Consent' in connection with transfer of forest management rights and customary rights to the organisation in charge of the harvesting operation.

	1
	4
	3
	Indigenous and traditional peoples' rights
	The standard shall include requirements that ensure compliance with legislation that regulates the rights of indigenous/traditional peoples as far as those rights relate to forestry activities. Possible aspects to consider are land tenure; and the right to use certain forest-related resources or practice traditional activities, where these may involve forest lands.

	1
	5
	 
	Trade and transport
	 

	1
	5
	1
	Classification of species, quantities, qualities
	The standard shall include requirements that ensure compliance with legislation regulating how harvested material is classified in terms of species, volumes and qualities in connection with trade and transport. Incorrect classification of harvested material is a well-known method of reducing/avoiding payment of legally prescribed taxes and fees.

	1
	5
	2
	Trade and transport
	The standard shall include requirements that ensure compliance with required trading permits as well as legally required transport documents that accompany transport of wood from forest operations.

	1
	5
	3
	Offshore trading and transfer pricing
	The standard shall include requirements that ensure compliance with legislation regulating offshore trading. Offshore trading with related companies placed in tax havens – combined with artificial transfer prices – is a well-known way to avoid payment of legally prescribed taxes and fees to the country of harvest. Many countries have established legislation covering transfer pricing and offshore trading. It should be noted that only transfer pricing and offshore trading, as far as they are legally prohibited in the country, can be included here.

	1
	5
	4
	Customs regulations
	The standard shall include requirements that ensure compliance with legislation covering areas such as export/import licenses, and product classification related to customs (codes, quantities, qualities and species).

	1
	5
	5
	CITES
	The standard shall include requirements that ensure compliance with legislation related to CITES permits (the Convention on International Trade in Endangered Species of Wild Fauna and Flora, also known as the Washington Convention).
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	2
	 
	 
	Chain of Custody
	The System shall include requirements to ensure that material included in the scope of certification/verification will not be mixed with unknown or non-compliant material, irrespective of the method applied. The requirements below, therefore, do not require tracking of all timber from the forest, but allow for risk-based systems to manage risk of contamination with illegal or unknown material.

	2
	1
	 
	The System shall require systematic processes to enable the identification of the country of origin of the material, and where applicable to a higher level of detail, such as the sub-national region or concession level. 
	Depending on the System's approach to tracking and sourcing, there shall be systems in place either to track all material (product certification systems) or to track and trace products to a level of detail appropriate to the level of risk identified in the supply chain (risk-based Due Diligence Systems).

	2
	2
	 
	The System shall require systematic processes to enable the identification of the species included in materials or products included in the scope of certification. 
	The names of the species of trees included in all products in the scope of certification shall be available and identified by common or trade name, as well as scientific name (genus and species).

	2
	3
	 
	The System shall include clear and effective measures to prevent material from specified risk, unverified or potentially illegal sources from entering the supply chain.
	Systems to assure segregation of materials from unknown or potentially illegal sources shall exist. This may be done via different types of systems, but there shall be a well-documented process to assure that materials are not mixed in cases where several different material categories (origins or risks) are handled.

	2
	4
	 
	Where applicable, the System shall require the tracking of certified or verified legal wood along the supply chain, using appropriate inventory methods and documented controls where necessary to ensure that risks of mixing are managed.
	Chain of Custody system requirements shall be formulated and implemented to assure that material carrying the certification or verification claim can be traced through processing and transport. 
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	3
	 
	 
	System requirements
	The System shall include requirements for certified or verified organisations to have in place systems and procedures covering all requirements of the standard.

	3
	1
	 
	If the System includes an option to apply own-verification (using 1st, 2nd or 3rd parties), the System shall contain requirements to ensure consistent implementation of requirements at all levels included in the scope of the certification.
	For companies implementing own-verification (1st, 2nd, or 3rd) systems (of sources or supply chains), the System shall include clear requirements for such systems and for oversight by the assurance provider of the scope and quality of their implementation.  In cases where other 3rd party Systems are recognised by the System, it shall be clear on what basis recognition is done and how it is verified that other Systems assure conformances with the specific System requirements. 

	3
	2
	 
	The System shall ensure that the procedures of certified organisations are evaluated and revised - when necessary – on a regular basis.
	There should be clear requirements in the System to require certified organisations to regularly review the proper functioning of their own procedures. Ensuring the continued implementation of procedures is important to the on-going ability of the organisation to meet certification requirements.

	3
	3
	 
	The System shall ensure that whenever there is a change in the risk related to illegal harvest, trade or transport in a verified supply chain – or a supply chain covered by a DDS – the risk shall be assessed and mitigated.
	There should be clear requirements embedded in the System to ensure that any procedures applied by certified companies are able to efficiently address changes to supply chains. Changes in supply chains may introduce new risks and these should be dealt with prior to including products from these new supply chains in the scope of the certification.

	4
	 
	 
	Transparency
	System standards and requirements for both certified organisations and assurance providers shall be publicly available. Systems shall ensure that relevant information about the development and content of the standard, how the system is governed, who is evaluated and under what process, impact information and the various ways in which stakeholders can engage is freely available (ISEAL credibility principles).

	4
	1
	 
	The System shall ensure that standards and requirements for certified organizations are publicly available on the internet.
	Transparency of the requirements against which certified organizations are evaluated is a key feature of a certification System.

	4
	2
	 
	The System shall ensure that an up-to-date register of certified/verified organizations is publicly available.
	This requirement should make it possible to identify the certification status of named companies from their name or certification code.

	4
	3
	 
	The System shall ensure that certification reports (or at least summaries with relevant findings) are made publicly available on the internet.
	At the level of the certified organization, the public summary information should – as a minimum – provide accurate and up-to-date information on:
i. Scope of the certificate with regards to a full list of sites, facilities or members included.
ii. Scope of the certificate with regards to those materials, products or product groups that are included.
iii. The date of issue and ordinary date of termination/withdrawal of the certificate.
iv. The current state of validity of the certificate (active, suspended, terminated)
v. Rationale for certification decision, overview of findings and description of non-conformances

	4
	4
	 
	The System shall include formal and transparent, publicly available procedures for the handling of disputes and complaints related to certification and surveillance audits.
	Procedures for handling complaints and disputes shall be developed, made publicly available and implemented. The procedures shall be clearly publicized, making it easy for stakeholders to submit comments or complaints where applicable.

	5
	 
	 
	Competence and qualifications
	The System requires the relevant personnel of both Assurance Providers and certified organizations to have competence in their responsibilities.

NOTES:
· ISO 19011 definition of competence: (3.14) Demonstrated personal attributes and demonstrated ability to apply knowledge and skills.
· ISEAL: Auditors need to be able to use their judgement to come to a quick understanding of a client’s performance. Similarly, individuals responsible for audit reviews and decisions also need to be competent in their responsibilities. Among the strategies to mitigate the risks of non-conformity, having competent auditors is one of the most important. Basic requirements for supporting auditor competence are included in ISO17065 (6.1.2) and in ISO 17021-2 Section 7 and Annexes A to D in that document. The System owner must take ultimate responsibility for the competence of auditors working in its assurance programme. 

	5
	1
	 
	The Standard shall include requirements and ensure that certified organizations have qualified and competent staff who are able to consistently assure that standards are met and enforced.
	This requirement specifies the importance of ensuring that certified organizations have qualified and competent staff tasked with ensuring that the standard requirements are met and enforced.

	5
	2
	 
	The System shall have mechanisms to ensure that auditors, and other relevant staff of the Assurance provider, are qualified and competent to evaluate organisations’ compliance with specific standard requirements.
	This requirement relates to the existence of clear requirements for competence and qualifications of auditors involved in evaluating standard conformance, as well as personnel involved in the certification decision-making process.

	6
	 
	 
	Impartiality and Oversight
	Auditors, and other personnel relevant to the conformance evaluation of an organisation shall be impartial to the entity(-ies) under evaluation.

NOTES:
· ISO 19011: Independence: the basis for the impartiality of the audit and objectivity of the audit conclusions. Auditors should be independent of the activity being audited wherever practicable, and should in all cases act in a manner that is free from bias and conflict of interest. For internal audits, auditors should be independent from the operating managers of the function being audited. Auditors should maintain objectivity throughout the audit process to ensure that the audit findings and conclusions are based only on the audit evidence.
· ISEAL:  standard systems [shall] identify and mitigate conflicts of interest throughout their operations, particularly in the assurance process and in governance.

	6
	1
	 
	The System shall ensure that auditors are impartial enabling them to make independent evaluation of standard conformance by the entity under evaluation.
	Impartiality should be clearly defined and included as a component of the System requirements on auditors and assurance providers that they remain impartial and independent to the organisation under evaluation. Requirements for impartiality should be defined at all levels of the System, from auditing, to certification decision through the development and maintenance of the System itself.

	6
	2
	 
	The System owner shall ensure that certification decisions are made by entities impartial to the auditee.
	The certification decision process should be well defined and include requirements to ensure that the decision on certification is conducted by positions/bodies that are impartial to the auditee.

	6
	3
	 
	Oversight mechanism
	NOTE:
· ISEAL assurance code: Oversight of assurance providers is typically managed through an ISO 17011 accreditation process, but can be accomplished in other ways, depending on the needs of the standards system. For example, a standards system could employ an independent assurance body to review the System. Alternatively, a System owner could arrange to oversee the work of assurance providers directly, recognizing that this model provides less independence and requires the owner to have the competencies described in this section. Less formal Systems could develop a scrutiny committee of peers or stakeholders to oversee the assurance process. In all models of oversight, independence of the oversight mechanism from the assurance provider is necessary.

	6
	3
	1
	The System owner shall ensure that the competence and consistent performance of assurance providers is periodically reviewed.
	The owner or operator of the System should have efficient requirements to ensure that the competence and performance of assurance providers is regularly evaluated. The review of performance should be used for subsequent follow up and implementation of corrective actions where shortcomings are identified.

	6
	3
	2
	The System owners shall specify the approach to be used in oversight, ensuring that the oversight mechanism is independent of the assurance providers being assessed.
	The procedures to conduct oversight of assurance providers by the System owner, should be developed and implemented in a way that ensures the impartiality and independence of the System owner.

	6
	3
	3
	The System owners shall define the frequency of oversight or the procedure for determining the frequency, applicable in the case of risk-based oversight.
	Where the System owner is the assurance provider, the owner shall ensure that oversight is carried out by personnel independent of those engaged in the assurance process.

	7
	 
	 
	Auditing process (assurance provider requirements)
	Compliance with the System standards is audited regularly and the results are publicly available. 
The System shall include clear requirements and procedures for auditing activities, as well as how audit results are presented and made available to third parties.

	7
	1
	 
	The System shall ensure that assurance providers apply the documented methodology for assessment of clients. 

As a minimum, this methodology shall include procedures for the following activities:
› Evaluation of conformity of organizations to the standards (e.g. audit of sites, or inspection of records or of self-assessment declarations);
› Review and certification decision;
› Issuance of a certificate; and
› Periodic re-assessment.
	The System should have in place efficient and adequate requirements and procedures that shall be met by assurance providers. These requirements should ensure that assurance providers use the designated methodology for the evaluation of organizations seeking certification. Requirements for assurance providers should be clear and unambiguous and allow the System owner to verify their level of conformance to these requirements.

	7
	2
	 
	The System shall include mechanisms to ensure that assurance providers conduct stakeholder consultation as appropriate during the audit (only applicable where necessary for evaluating compliance of organizations).
	Stakeholder consultation may be required in some cases. For example, this could be during the evaluation of compliance to laws relating to third parties' rights to resources. 
Where required, the time and place of the initial evaluation and surveillance audits should be made known to stakeholders, together with an invitation to provide comments about the assessed organisation (and its activities) to the assurance provider or accreditation body. 

	7
	3
	 
	The System shall ensure that the assurance provider applies a clear basis for: 
› establishing conformance
› raising corrective actions for non-compliance
› certification decision making.
	Clarity in the performance threshold for organizations seeking certification should be clear and unambiguous. The procedures for assurance providers should ensure that a uniform threshold is applied to evaluate conformance by ay auditees.

This criterion relates to the ability of the assurance providers to make consistent and standardized decisions on conformance by clients. This is important as clarity of conformance thresholds are necessary for the client to understand the requirements they are supposed to meet and for the auditors to be able to make consistent decisions of conformance.

	7
	4
	 
	The System shall ensure that assurance providers have in place - and implement - procedures for audits that include at least the following:
› frequency of audits; (minimum annually);
› requirements for on-site visits where applicable;
› sampling protocol for audits (if applicable);
› structure and competencies of the audit team;
› the minimum set of aspects that need to be checked in every audit;
› minimum content of audit reports, including non-conformances, clarification of scope, audit process and evaluation findings.
	These requirements relate directly to the procedures implemented by the assurance providers to conduct audits. These types of requirements on assurance providers are often part of accreditation standards and reflected in assurance provider procedures for auditors.

As the requirements reflected in 7.1, the assurance provider should have in place procedures to ensure that they are following the System requirements for auditing. The assurance provider therefore should have in place an efficient set of procedures to ensure consistent and uniform implementation of the System's audit requirements.






[bookmark: _Toc58003651]Annex 5: Multi-site & Group organisations (that work on the behalf of members/sites)
This Annex is relevant to HAWA DDS Members which are group/multisite organisations OR for organisations that work on the behalf of groups of Members.
It contains requirements for systems implemented by Groups with multiple entities or Organisations working with multiple sites.

	Requirements
	Guidance
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	1.1 A “Central Office” shall be appointed to act on the behalf of the Multi-Site Organisation or Group.
	The Central Office is key within a Group or Multi-Site management model as the entity that manages conformance to the requirements of the applicable standard(s) across all Group members or sites.

	1.2	The Central Office shall have the competence and capacity to implement and control all applicable requirements of the Group or Multi-Site Organisation.
	Staff allocated responsibility in the Central Office shall have competences in order to ensure that the requirements of the applicable standard(s) are met by all Sites or Group members.

	1.3	The Central Office shall document and implement rules regarding eligibility for participating Group members or sites.
	See Annex 6 of this standard for clarification on eligibility requirements for certification.

	1.4	The Central Office shall have sufficient authority to ensure that each Site or Group member conforms to the applicable standard(s) and all relevant requirements of this standard.
	It is important that the Central Office has sufficient authority to ensure that the requirements of the applicable standard(s) are met by all Group members or sites. 
This may be ensured through common ownership structure that includes all Sites, or through contracts or agreements between each Site and the Central Office entity.
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	2.1	The Central Office shall designate one person or position with overall responsibility for management of the participating Group members or sites.
	A position or several positions should be identified to hold specific responsibilities. One of these should be the position holding the overall responsibility for the functioning of the complete Group or Multi-Site system.

	2.2	The Central Office shall develop, implement and maintain documented procedures covering the applicable requirements of this standard and the applicable standards, including clear procedures for inclusion and removal of participating sites or Group members.
	Procedures should be developed to inform sites or Group members about system requirements and to maintain a systematic approach to the Group or Multi-Site management.

	2.3	In relation to demonstrating conformance with all requirements for managing the Group members or sites, the Central Office shall maintain all applicable records for a minimum of five (5) years. 
	

	2.4	The Central Office shall be responsible for ensuring that all relevant requirements of the applicable standard(s) are fully implemented by all Sites or Group members.
	Where applicable, it is the Multi-Site Organisation or Group manager that holds the contractual responsibility to the HAWA DDS for the conformance by all Sites or Group members to the HAWA DDS Platform.

	2.5	Where applicable, the Central Office shall be responsible for ensuring that all conditions on which membership to the HAWA DDS is dependent are adhered to, including that any non-conformances raised by the HAWA DDS PMU or the Independent Monitor are addressed.
	

	2.6	The Central Office shall have the authority to raise internal non-conformances against any Site or Group member and to enforce their correct implementation.
	As required in 2.11 the Central Office shall audit Sites or Group members. It is necessary that Central Office authority is available to ensure that non-conformances are correctly addressed.

	2.7	The Central Office shall have the authority to remove participating Group members or sites, if the requirements of participation are not met or if any non-conformances – identified by the HAWA DDS PMU or the Independent Monitor – are not addressed. 

	If non-conformances are not corrected, it shall be possible for the Central Office to remove Sites or Group members. This could be part of a written agreement or contract between the Central Office and each Site.

	2.8	The Central Office shall maintain an up-to-date record of all participating Sites or Group members. 
2.8.1   For each group member/site, the Central office shall record the date of entry to and exit from the scope of the Group or Multi-site Organisation.
2.8.2 The Central Office shall notify the HAWA DDS PMU within three (3) working days of any added or excluded Group members or Sites.
	Where applicable, when new sites or Group members are added or removed, it is important to notify the HAWA DDS PMU in order to allow evaluation of the potential need for additional audits.

	2.9      The Central Office shall ensure each participating Group member or site understands – via access to information or documentation and the provision of training activities - the relevant terms and conditions of participation and certification. Including:
a) the requirements of the HAWA DDS Platform;
b) the documented procedure(s) of the Central Office; 
d) Explanation of the right or the HAWA DDS PMU or the Independent Monitor to access the Site or Group member for the purposes of external evaluation and monitoring (including unannounced audits);
e) Explanation of the requirements of the HAWA DDS PMU or the Independent Monitor with respect to collecting information.
	It is important that sites or Group members are aware of the standard requirements and the Central Office procedures. Therefore, activities should be undertaken to ensure that all sites and relevant staff at each site are aware of the procedures and requirements

	2.10	The Central Office shall carry out an initial evaluation of each applicant (Group-member or site) to ensure that it conforms to all relevant requirements of the HAWA DDS Platform and any additional requirements established by the Central Office prior to their inclusion as a Participating Site or Group member. 
	

	2.11	The Central Office shall conduct regular evaluations (at least annually) of all Group members or sites to evaluate continued conformity with all applicable requirements.
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	3.1	Each Site or Group member shall be responsible for: 
a) Assigning a representative as the contact for the Central Office. The representative shall have managerial authority to ensure the implementation of, and adherence to, all procedures necessary for conformance with the HAWA DDS Platform, including any outsourced activities; 
b) Compliance with all applicable participation requirements as specified by the Central Office; 
c) Responding effectively to all requests or instructions from the Central Office, the HAWA DDS PMU or the Independent Monitor, where applicable; 
e) Informing the Central Office of all changes in ownership, staff, procedures or processes that may affect conformance with the HAWA DDS Platform or participation requirements; 
f) Providing full cooperation and assistance with respect to the satisfactory completion of visits or evaluations performed by the Central Office, the HAWA DDS PMU or the Independent Monitor, where applicable.
g) Ensuring that all non-conformances issued by the Central Office or, where applicable, the HAWA DDS PMU or the Independent Monitor Certification Body are addressed within their established timelines.
	Each Site or Group member shall be clear on their responsibilities and ensure that the requirements of the standard are being followed. 
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This Annex is relevant to HAWA DDS Members which are group/multisite organisations OR for organisations that work on the behalf of groups of Members.
It contains the eligibility requirements for Groups or Multisite organisations, to provide clarity as to when the requirements in Annex 5 shall be implemented by the Member. 
1. Conformance with Annex 5 is not required
Members with multiple Sites or Operators may be included in the scope of a single HAWA DDS membership WITHOUT the need for conformance with the requirements in Annex 5 if they comply with all of the following eligibility criteria: 
a) One single Site/entity within the scope of the membership: 
i) Is acting as liaison/legal representative with the HAWA DDS Platform; 
ii) Is responsible for invoicing for materials or products within the scope of materials or products traded via the HAWA DDS Platform to external clients; 
iii) Controls the use of the claims related to the HAWA DDS Platform. 
b) All Sites/entities within the scope of the membership: 
i) Operate under a common ownership structure; 
ii) Are managed under direct control of the Central Office which acts as the liaison/legal representative; 
iii) Have an exclusive business relationship with each other for the output materials or products covered by the scope of materials or products traded via the HAWA DDS Platform.
2. Conformance with Annex 5 is required - Members with multiple Sites/entities
A member of the HAWA DDS Platform of multiple Sites/entities SHALL ensure conformance with the requirements in Annex 5, under the following eligibility criteria: 
a) All Sites/entities and the Central Office are linked through common ownership or through a franchise model; 
b) All participating Sites/entities: 
i) Have a legal and/or contractual relationship with the Organisation;
ii) Are subject to a centrally administered and controlled management system established by the entity that has authority and responsibilities[footnoteRef:2] beyond those related solely to the HAWA DDS Platform, including at least one of the following elements:  [2:  Authority and responsibilities may include, e.g.: establishing operational requirements, maintaining financial data, ensuring legal compliance, operating under the same brand name.] 

· Centralised purchase or sales function; 
· Common operational procedures (e.g. same production methods, same product specifications, integrated management software); 
· Operating under the same brand name (e.g. franchise, retailer);
iii) Are subject to – and bound by - admission or removal from the scope of the Multi-Site certificate by the organisation.
3 Conformance with Annex 5 is required – Members representing groups of Operators
Groups of independent “small” enterprises or entities (Group members) under the following eligibility criteria, and which are included within the scope of a single HAWA DDS Platform membership SHALL ensure conformance with the requirements in Annex 5: 
a) All Group members and the assigned Central Office are located in Viet Nam. 
b) Each Group member shall qualify as “small” as defined by: 
i. no more than 100 employees (full time equivalent), or
ii. no more than 100 employees (full time equivalent) and a maximum total annual turnover of 50,000,000,000 VND 
c) All participating Group members: 
a. Have a contractual relationship with the Central Office;
b. Are subject to a centrally administered and controlled management system established by the Central Office that holds the authority and responsibilities related to the HAWA DDS Platform, including the legal authority to admit or remove Group members from the Group.
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