UEBT

SOURCING®
WITH RESPECT

PROO6 - Standardization Process
04/04/2018

UEBT

UEBT

UEBT is a non-profit association that promotes sourcing with respect. We work to regenerate nature and
secure a better future for people through ethical sourcing of ingredients from biodiversity. We aim to
contribute to a world in which all people and biodiversity thrive.
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. Scope

This procedure applies to the development, review and revision of the existing UEBT standard. This proce-

dure does not apply to the development, review or revision of UEBT policies and procedures.

. Normative References

=  UEBT GOVO01 — Union for Ethical BioTrade Articles of Association

=  UEBT GOV08 — TOR Standard and Assurance Committee

=  UEBT GOV09 — TOR Appeal Committee

=  UEBT GOV22 — TOR Standard revision process and justification

= UEBT PRO0O7 — Complaints and appeals procedure

= |SEAL Code of Good Practice for Setting Social and Environmental Standards; Version 6.0 (December

2014)

Terms and Definitions

The definitions of ISEAL Code of Good Practice for Setting Social and Environmental Standards apply to

this procedure.

. Stakeholder classification

UEBT Stakeholders are classified according to nine (9) broad stakeholder groups, as follows:

Economic Social Environmental
Developed country economy X X X
Emerging economy X X X
Developing country economy X X X

Participants of the standardization process will be identified from these categories.
. Steps for Developing Standards
V.3. Defining Terms of reference

Any new standard development or revision process shall be initiated by the definition of terms of
reference for the consultation process (GOV22 — TOR Standard revision process and justification).
These shall include:

> An identification of the need of the new standard, including an assessment of whether the

standard will answer these needs

> Anidentification of existing standards operating in a similar field

> A stakeholder analysis to identify the important stakeholders who need to participate in the
standard development process, expected participation targets for each group and ways to reach
out to them
Identification of disadvantaged stakeholders and ways to facilitate their participation
Clear objective(s) of the need for the new standard or revision
Decision-making mechanisms
Description of the phases of the development process
Scheduled time frame/Time plan
An assessment of risks in implementing the standard and/or circumstances that could endanger
its objectives and mechanisms to mitigate these.
Expected impact, including on small scale organizations
> Any other relevant information

vV vV VvV VvV VvV VvV
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V.2. Notification and 1° consultation phase

> Afirst public consultation phase of at least 60 days shall be carried out. This shall consist of:

> Notification to UEBT stakeholders as defined in the UEBT stakeholder outreach plan that the
phase has begun, as well as an invitation to participate

> The 1st Draft of the (revised) Standard and ToR will be published for consultation

> Collecting comments

V.2.1. Addressing comments on the 1° Draft

Comments received shall be addressed by the UEBT Secretariat. The UEBT Standard an Assurance

Committee shall review the work done by the Secretariat (see GOV08 - TOR Standard an Assurance

Committee), and in doing so shall:

> Assure that due process has been followed by the UEBT Secretariat

> Assess the participation opportunities offered in the standard revision process to the UEBT
stakeholder groups, as described in the UEBT stakeholder analysis of the ToR (GOV22 — ToR
Standard revision process and justification)

> Assure that the contributions of the UEBT stakeholder groups have been considered adequate-
ly and in a balanced way

> Propose solutions in case the UEBT Secretariat is not able to provide solutions that will bring
about consensus amongst participants in the standard development process

As a result, a 2" draft of the Standard shall be approved by the Standard an Assurance Committee.

A report describing how comments have been considered shall be made available on the UEBT
website. The report shall be provided in hard copies upon request. The charge for making the re-
port available shall not exceed the actual printing and mailing costs.

V.3. 2™ consultation phase

The second consultation phase of at least 30 days shall follow the 1 consultation phase. This shall
consist of:
> Notification to UEBT stakeholders as defined in the UEBT stakeholder outreach plan that the
phase has begun, as well as an invitation to participate
> The 2nd Draft of the Standard will be published for consultation
> Collecting comments

V.3.1 Addressing comments on the 2" Draft

The process shall be similar to the steps in § 5.2.1. This will lead to the production of a 3™ and final
draft standard.

V.4. Approval of 3rd and final Draft

The 3™ and final draft of the standard shall be shared with all the UEBT members and to the stake-
holders that participated in the public consultation. Stakeholders shall be given the opportunity to
provide feedback on the revision process and its results, as well as on any additional issue that might
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require further work in future. Stakeholders have 20 days to provide feedback and/or express sus-
tained opposition® to any issue.

Any feedback or sustained opposition voiced by the stakeholders and UEBT Members will be reviewed
by the Standard an Assurance Committee. It is up to the discretion of the Standard an Assurance
Committee whether to propose changes to the standard in view of the feedback received and to con-
sider whether any additional consultation is necessary.

In case additional consultation is required, the Standard an Assurance Committee shall provide clear
recommendations to the UEBT Secretariat on the scope of such consultation. In this case UEBT shall
formulate a consultation plan for the additional consultation and make this plan public on its website.

If no sustained opposition is found, the Standard an Assurance Committee can approve the standard
and recommend the UEBT Board of Directors to formally endorse and publish it.

When the Standard an Assurance Committee signs off on the final draft standard it will be submitted
to the Board of Directors for approval, with a clear report on any changes made and the rationale be-
hind them, as well as any opposition voiced by the members and if and how such opposition was ad-
dressed.

V.5. Validation

v.6.

The UEBT Board of Directors shall formally endorse the standard upon recommendation by the Stand-
ard an Assurance Committee, unless it has substantiated reasons not to do so (e.g. because the pro-
cess would not have been duly followed, or because of the way opposition voiced by UEBT members
and stakeholders (§ 5.4) has been addressed). The UEBT Board of Directors shall not base its decision
on their opinion of the content of the standard but only on the process of standards development or
revision and the recommendation of the Standard and Assurance Committee.

If the standard is not endorsed by the UEBT Board of Directors, it may either send the standard back to
the Standard an Assurance Committee for further review or submit the standard for voting of the
General Assembly in which case the voting procedures stipulated in the UEBT Articles of Association
shall be respected. In both cases, clear rationale should be provided for decisions taken.

Publication of the final Standard

Upon formal endorsement, the standard shall be published on the UEBT website and relayed to all
UEBT members, as well as those who participated in the stakeholder consultation process, with the in-
formation that the decision can be appealed during 60 days (see point 11, below).

A published standard shall include the following elements:
> Publication date and, if relevant, dates of former versions (even if no changes have been made
during the revision)
> Planned date for subsequent review
> Indication of the transition period by which the new standard comes into effect

1 Sustained opposition means that an important part of concerned interests has indicated, despite meaningful discussion of an
issue, that the position or solution put forward continues to be unacceptable to that interest. Source: WWF, Aquaculture Dialogues
Process Guidance Document, Appendix A, September 2008
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> Invitation to stakeholders to send feedback and comments on the standard as well as proposal
for changes in future revisions
> contact details of the UEBT Secretariat or contact point.

Standards shall be freely available on an electronic format and provided in hard copies upon request:
any charge for these shall not exceed the actual printing and mailing costs.

Workshops and field tests

As far as is practically feasible, the consultation process shall be accompanied by workshops in different
regions to allow interaction between commenting individuals in their own cultural setting.

When developing or revising a standard, drafts may be tested, funds permitting, during ongoing UEBT au-
dits or special test audits, to ensure that it delivers the stated objective.

For the revision of existing standards, the active participation of practitioners (i.e. those who use the
standard actively) shall be promoted, to gain first hand access to practical experience on the standards.

Review and Revision of Standards

A standard shall be revised no later than 5 years after its approval. The revision shall follow the same

steps as the development of a new document, with the following exceptions:

=  Any non-substantive change made by UEBT since the publication of the previous version shall be noti-
fied

In case of a revision of an existing standard, the following applies:

=  The terms of reference for the revision shall include a summary of external circumstances that may
have changed since the publication of the previous version and suggestions on how to address them

= The version to be reviewed shall serve as a first draft of the revised version

= The first consultation phase and notification (§ 5.2) will initiate the official revision process. Partici-
pants shall be invited to comment both on the ToR (GOV22 — ToR Standard revision process) and the
1°t draft of the standard. The first phase, including the notification, will last at least 60 days

=  The comments received during the life of the standard and those received during the first consulta-
tion phase (§ 5.2) will form the basis of the second draft

=  The revision process continues as described in points 5.3 to 5.6.

Notification & adoption of new standard

UEBT publishes the new version of the standard on its web site.

UEBT notifies its members and UEBT qualified Certification Bodies about any major change.

After notification, current users of the UEBT standard normally have up to one year (12 months) to apply
the new requirements. Any deviation to this term should be clearly communicated by UEBT.

Organizations that start using the part of the UEBT standard that is subject to change after the notification
date, shall use the new version.
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IX. Languages

Xl.

The official language of the UEBT is English and the version of reference for each standard is English. How-
ever, UEBT strives to provide Spanish, Portuguese and French versions of drafts and final standards.

In the case of inconsistency between versions of different languages, reference defaults to the official lan-
guage version which is the English version.

The access to translated documents is free for electronic versions. Hard copies shall be available upon re-
guest. Any charge for these shall not exceed the actual printing and mailing costs.

Complaints

All stakeholders have the right to file a complaint about the consultation process for the development and
revision of the UEBT standard. For this purpose, a letter of complaint should be sent to UEBT. Complaints
will be addressed within 30 days.

Complaints can be made against the decision to accept a standard by anyone who has serious grounds to

think the process followed for the development of the standard did not follow the present procedure or

was in breach of the ISEAL Code of Good Practice for the development of Social and Environmental Stand-

ards. To be considered, the complaint shall:

=  be sent to the UEBT Secretariat, within 60 days after the formal approval of the standard (information
sent to all participants and available on the UEBT website)

= provide the name and contact details of the appellant

= disclose any possible connection with commercial interests related to the appeal

= indicate clearly the reason for the complaint and

= provide objective evidence sustaining the complaint.

The process for addressing a complaint shall be as follows:

= the UEBT Secretariat shall examine if the conditions for receiving the complaint are fulfilled. If so, it
shall transmit the complaint to the Standard an Assurance Committee within 14 days after receiving
the complaint

= the Standard an Assurance Committee shall review the complaint and give recommendations back to
the UEBT Secretariat within 14 days

= the UEBT Secretariat shall inform the complainant on the outcomes and take the necessary measures,
depending on the outcomes

= if the complainant is not satisfied with the outcomes, he/she shall inform the UEBT Secretariat within
14 days, providing a detailed explanation of his/her reasons to continue the process.

Appeals

Appeals can be made against the decision of the Standards Assurance Committee made of a complaint.

=  The appeal should be made within 14 days of receiving outcomes of a complaint. The appellant should
provide reasons as to why to continue the process

= The UEBT Secretariat shall call upon the Appeals Committee (see PRO0O7 Complaints and appeals pro-
cedure) and transmit the file at the latest 7 days after

=  The Appeal Committee shall take a decision within 30 days after receiving the file. Its decision is final.
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An appeal shall not block the normal process to accept, publish and implement a standard. Corrective
measures, if any, shall be taken at the moment the appeal procedure is closed.

XIl. Records

Xill.

Records of the different activities of the standardization process shall be kept electronically for at least 5

years.

Records shall include, for each stage of the development process:

1.
2.
3.

00N O U B~

the version of the procedure used for the standard development process,

the version of the standard used for the consultation,

the terms of reference for the standards development process, including the stakeholder mapping
and participation targets,

. the time frame for the standard development process,

. a summary of comments received and how they have been addressed,
. the list of stakeholders contacted,

. the list of stakeholders who have participated,

. the list of comments received and how they have been addressed.

Complaints and Appeals shall be made publicly available upon request.

Contact

UEBT can be contacted at the following address:

UEBT

De Ruijterkade 6
1013 AA Amsterdam
Netherlands

Or via email:
info@ethicalbiotrade.org
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